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abel Application

Ction 1 — Identification

%."filled in appropriately and in all its parts:

r—

| '1 Appllcant Institution — Legal Representative of
- the Institution

-
s
e

1.2 Applicant institution — ECTS Coordinator




.

2- Documents Required (1).

e Information Package / Course Catalogue should be published
'the institution’s website so that all interested parties can easily

ss It. It should be published sufficiently in advance for students
make their choices.

T he checklist below indicates the full range of information
~which should be provided. It is essential that information about
the qualifications offered, the teaching, learning and assessment

procedures, the level of programmes, the single educational

components and the learning resources available to students be well
documented and easily understood.




nents Required (2)

course structure diagram must be included in the
@ urse catalogue which should clearly demonstrate
ithat the number of ECTS credits is correctly allocated
=10 the workload of a full time academic year.
'Appllcants should provide links to the Information
Package/Course Catalogue of their institutions complying
with the checklist as set out below for all first and
second cycle degree programmes offered (and/or for all
the one-tier programmes, if these are still on offer).




nents Required (3)

ontent of the Informatlon Package/ Course
Io gque should be published in English. It is
tional for the applicant institution to publish the
tent in the national / regional language in question
d to provide the link thereto.
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=7 AII learners should be able to identify an individual who
~— will be able to give them relevant advice, at either
institutional or departmental/subject level. It is therefore
important that the Catalogue should include the names
of people to contact, with information about how, when
and where they can be contacted.




\ents Required (4)

se of missing items from the checklist: if
Se are isolated items which do not significantly
ence the quality of the Information Package /
urse Catalogue (for example a missing address), this
o __-;__;-* J|| not be a ground for rejection of the label application.
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=75 A description of the recognition procedures applied

- by the applicant institution, as well as a description of
the procedure for the allocation of credits in the
applicant institution, based on the workload students
need in order to achieve the expected learning
outcomes, must be available on the applicant's website.




ents Required (5) .

ECTS Users’ Guide states.

d/ts are allocated to the workload of a full-time academic
ar, r, 30 ECTS credits are normally allocated to a semester and 20
ECTS credits to a trimester.
& NB: this should be read as: 60 crediits are allocated to the workload
?’bf a full-time academic year, 30 ECTS credits are normally allocated
j‘_f _'* = [o a semester and 20 ECTS credits are normally allocated to a
~~trimester.
® Tt is recognised that for a variety of reasons there may be variations
from this norm. However, these should not normally be significant,
bearing in mind the implications for student workload, compatibility
and transfer between Higher Education Institutions.




Checklist for the Information
Ckage/Course Catalogue

Irt 1: Information on the Institution

£ e name and address
=% academic calendar

—
—

et -
o o
— —

— ® e academic authorities

~ ® e general description of the institution (including type
and status)

® e |ist of programmes offered
® ¢ general admission requirements




Jeneral arrangements for the
cognition of prior learning (formal,
) rmaI and non-formal)*

_—r —
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:—' *Give a description of any arrangements for the
recognition of prior learning that have been put in place
at institutional level. Please note that this is not meant to
be an exclusion criterion. this point can be omitted if
Institutional-level arrangements are not in place.




neral registration procedures

'.'S credit allocation based on the student workload
eded in order to achieve expected learning outcomes

*a rrangements for academic guidance *

= =
e =
S — '-5-_
b _'_..._—_.‘\_ T

L

= -‘*:'G"/ ve a description of any arrangements for academic
guiaance that the institution has put in place for
students




_ Part 2: Information on degree
jrammes - - -

=

2fal description.
"'iﬁcation awarded
avel of qualification
.f* eC|f|c admission requirements

e h..:

—

— % specific arrangements for recognition of prior

learning (formal, non-formal and informal) *

* GIve a description of any arrangements for the recognition of prior
learning that have been put in place at programme level. Please
note that this is not meant to be an exclusion criterion. this point
can be omitted if programme-specific arrangements are not in place




ilification requirements and regulatlons
f Ie of the programme *

/€ a concise description of the programme, putting
for Wara’ Its specificities and whether it has a more

& academic or labour market orientation. Give details of
= *#'an Yy (compulsory or optional) work placements offered as
' part of the programme

' key learning outcomes *

* Give a summary of programme-related key learning
outcomes




Patic graduates with
amples*

_.l- cate the occupational sector(s) into which the
gramime fits (as an fllustration, examples of different

~ Se Ctors might be information technology, law, teaching,
—4—“0un5m etc., etc)

-5 access to further studies
¢ course structure diagram with credits
¢ examination regulations, assessment and grading
e graduation requirements
e mode of study (full-time, part-time, e-learning...),
programme director or equivalent.
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Description of individual
o ynits:. - -

=

FSe unit ttie
jurse unit code
Vpe of course unit (compulsory, optional)

veI of course unit (e.qg. first, second or
~~ third cycle; sub-level if applicable)

~® year of study (if applicable)

® semester/trimester when the course unit
is delivered

e humber of ECTS credits allocated




me of lecturer(s)
arning outcomes of the course unit
ode of delivery (face-to-face, distance

arnlng)*
'- * _/'nd/cate whether the course is delivered
face-to-face or through distance learning

(or a combination of both)




grequisites and co-requisites

" ommended optional programme
mponents *

d/cate any courses (programme components)

‘ fhat are recommended to students beyond their
—compulsory curriculum to allow them to
complement their study programme

* course contents




ired reading

ned learning activities and teaching
ethods

-~ a sessment methods and criteria

—
| __l-

== 'ilanguage of instruction.

- ® work placement(s) *

* Indicate If the course consists of /
contains a compulsory or optional work
placement




Part 3: General information
dents. - - -

St of living
;:;._‘ modation

—;fnflﬂedlcal facilities

~ o facilities for special needs students
® i[nsurance
¢ financial support for students
¢ student affairs office




irning facilities
ternational programmes
Bpractical information for mobile students

= ® language courses

~ o Internships
® sports and leisure facilities
¢ student associations




Please tick all appllcable
below: e

= TJo t/ck the boxes on the forms, please

—

= ;;f:doub/e-c//ck on the box. First a window
— will appear, then choose the ‘checked'
option.




e box:

I confirm that my institution has published in good time and
iciently in advance the Information Package/Course Catalogue
follows:
licate the URL links at which content may be found relating to the
= Checklist described above. All content must be in English

e

= (compulsory):

g
i —

® [nformation on the institution: http://
® Information on degree programmes: http://
® General information for students: http://




—

e box:

."nfirm that the Information
Package/Course Catalogue covers the full
ange of information as provided in
the checklist in section 2.1 above.

ar
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2- Documents Required

‘Complete ECTS student files

3 E'bp//cation form contains various references to "certified
piles/files’. Certification of the files is to be given by means of
he official stamp, signature of the authorised person of the
B Institution and date of the applicant institution (once for each ECTS
: —__-hc‘ﬂudent file provided). No originals of student ECTS files should be
.'-_" = “submitted with the application. Files that are not correctly certified
will be considered ineligible.

® [ncomplete applications, with one or more documents missing, will
be considered ineligible.




LIS necessary to satisfy data protection
guirements, the student ECTS files may be
snonymised. However, it must still be possible to
= ent//j/ each key document as belonging to the
:f'same individual.

—
_.|-
—_—
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@ The number of recognised credits must be equal
to those actually earned by the student. Where
this s not the case, this must be explained and

justified.




2.1 Thi:'é'"e”!:emplete ECTS files concerning
going students — —

1e box)

V|de certified copies of complete student ECTS files
_hree outgoing students:

ienrolled at the applicant institution

——

f:’fn three different subject areas (one per student)

ar

— ‘having spent a period of study in three different

countries (one per student, please indicate the length
and dates of the stay)

® in 2009/10, 2010/11, 2011/12 or 2012/2013 (up to 13
May 2013)




. Each of the three certified files consists
pies of the following documents:

L

ot ded by the applicant
t tutlon presentmg the academic performance
‘the student before the mobility period.

' arning Agreement (with agreed changes, if
ar pllcable)

:Transcnpt of Records received from the partner

_..—,._
—

— Institution after the mobility period.

- ¢ The document used by the applicant institution to
show that credits gained during the mobility
period have been fully recognised (e.g. proof of
recognition, Transcript of Records provided by the
applicant institution after the mobility period
showing all credits gained, or other document).




“—a‘_
e box

'_'Iapplicant institution has fewer than 3
subject areas, and therefore the complete

' tudent ECTS files for three outgoing

__-
.-—...--
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—
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= students are for those subject areas only.




2.2.2 Three complete ECTS files
1ing three incoming students

=

the box)

_hvide certified copies of complete ECTS files
joncerning three incoming students

om three different countries

_ "rhavmg studied at the applicant institution in
three different subject areas

® indicating the length and dates of the stay

® in 2009/10, 2010/11, 2011/12 or 2012/2013
(up to 13 May 2013)




. Each of the three certified files consists
opies of the following documents:

=

arning Agreement wifh agreed
"nges, if applicable).

—— _#: ranscnpt of Records provided by the
— applicant institution after the
mobility period.

—r
T

—
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“—a‘_
e box

'_'Iapplicant institution has fewer than 3
subject areas, and therefore the complete

' tudent ECTS file for three incoming

__-
.-—...--
-_._-'-

—
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P
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= students are for those subject areas only.




“—a‘_
3 - Declaration

;:; completed by the person legally
)uthorised to sign on behalf of the

' pllcant institution, as mentioned in

.—-_...\_
.-—... -
-_._-'-
——

Sectlon 1.1

—
—r
_.-
P
.-—-

(signed, stamped, dated)




—
(es to be consulted

nex 1: ECTS Key Features 2009
anex 2: Checklist for the Information
Ckage/Course Catalogue

nnex 3: Common pitfalls

—r
_.-

P
m—

_ Also Frequently Asked Questions at:
http://eacea.ec.europa.eu/llp/funding/2010/index_en.htm




.‘_‘-
mmon pitfalls (1)

nera k

____-

_ f|rmat|on boxes are not ticked in the
= appllcatlon form




mmon pitfalls (2)

=

mation package/Course Catalogue
-hformation Package/Course Catalogue is not
tirely provided in English.
the Information Package/Course Catalogue is difficult to

= +_: find on the institution's website The Information

S ﬂ-”_‘ackage/Course Catalogue is not complete

~ & The course structure diagram is missing or difficult to
understand. The total number of credits per year is
unclear.

¢ Although the number of credits is indicated in the

diagram of each course, it is not clear whether these are
ECTS or national credits.




mmon pitfalls (3)

=

)me courses are not allocated credits though
Included on the list of courses on offer and
= displaying the number of contact hours.

'-.{‘“ he description of the recognition procedures is

--_-? o

=~ missing or incomplete.
: The credit allocation methodology (including
calculation of ECTS credits based on

workload) is not described or not based on
learning outcomes.




mmon pitfalls (4)

=

2 documents provided are not certified

grtification is to be given by means of one

fficial stamp, signature and date from the
pllcant institution (per each ECTS student file
‘:: 'prowded)

~ ® The dates and signatures of the student and/or
applicant/partner institutions' coordinator are
missing.
® An explanation of the local grading system is
missing.

__-
=




mmon pitfalls (5)

=

ants are awarded ECTS credlts although they did
1ways pass the exams. In cases where exam results
2 condoned, formal justifications need to be provided.

aI grades and/or ECTS credits are missing.

- There IS an inconsistency between the Learning

£ =t _.,__-_.._\_..:
- -

~ Agreement(s) and the post-mobility transcript of
records (because changes on the Learning Agreement
have not been included).

— The Learning Agreements were not in place before
the start of the exchange programme.




mmon pitfalls (6)

=

The number of credits recogn_lsed by the
applicant institution is higher or lower than
= the number actually earned by the student at

the host institution and no justification is
glven

~ —The length of the stay in host institutions (for

outgoing students) or applicant institutions
(for incoming students) is not indicated.




.
SERS’ GUIDE ~

] .
o
-

_?:'//ec.europa.eu/education/ lifelong-
Eearning-policy/doc48 en.htm

i -
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e http://www.iky.gr/ects-ds-labels/item/550-o0digos-gia-tous-xristes-tou-ects
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Label Application —

Ction 1 — Identification

- -

[ Applicant Institution - Legal
= K epresentatlve of the Institution

[ — -—"_Jlu.,_c =

= éf'z Applicant Institution - Diploma
= Supplement Coordinator (if different from
the legal representative)




—Documents required™

IS application form conta/ns varlous
ferences to "certified copies”.
Certification is to be given by means of
= " one official stamp, signature of the

—- -—"_Jlu.,_c =
-
_d-

— = guthorised person of the institution and
date of the applicant institution (once for
each DS copy provided). Copies that are
not correctly certified will be considered
ineligible.

@




ease note that app//cat/on:'; that are
icomplete and which do not provide all
he information requested in the

= ¢ pp//cat/on form together with the

::-' — required paper versions of duly completed,
signed and certified copies of the Diploma
Supplement as specified in 2.1 below, will
be considered ineligible.




amples of Diploma,
ipplement issued

)loma Supplements must respect the
mplate given in annex 1 and the explanatory
J0tes given in annex 2.

= ease note that no originals of Diploma
:;Supplements should be submitted with the

~ application, but certified copies. If it is necessary
to satisfy data protection requirements the

Diploma Supplements may be anonymised.




-

he following documents have to be
|ded In order to aIIow the assessment
he application for a Diploma
pplement label:

c--a versions of completed, signed and
-'i‘-: certified Diploma Supplements.

- Issued by the applicant institution in 2009,
2010, 2011, 2012 or 2013 (up to 13 May
2013).




Diploma Supplements must be
ded for: .l

NO students in different sub]ect areas after
mpletlon of their first cycle studies

Two students in different subject areas after

- - -

—

=
s o

;—_ mpletlon of their second cycle studies

One student after completion of his or her second cycle
studies and one student after completion of his or her
third cycle studies.




Applicants must ensure that four
a Supplements are provided in-

‘In the event that the appllcant |nst|tut|on has only
ne cycle programme, Diploma Supplements must be
ovided for:

students after completion of their studies in different
bJect areas.

e .‘—I-

— e
1 :‘ —r
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= . Only in the event that the applicant institution has less
than four subject areas, Diploma Supplements must be
provided for:

Four students after completion of their studies in all subject
areas available at the applicant institution.




onfirmation

copies comply with the DS model and explanatory
tes S (Annexes 1 and 2)

students of the applicant institution receive a
Ioma Supplement automatically and free of
)arge upon graduation. (‘Automatically' meaning that
rtﬁe student is not required to make a request for the

~Diploma Supplement).

- 3.- The Diploma Supplement is issued in a widely spoken
European language.

All the examples of Diploma Supplements included in this application
are certified copies of original, authentic Djploma Supplements,
which were issued to students who have graduated from the
applicant institution.

I
—




.

- Public Information on the DS

=

D pages (tick the boxes)

r to the following web page(s) of my institution
1 mg that the Diploma Supplement is issued in a

SSWidely spoken European language, given automatically
f—and free of charge to every student upon graduation,
= —and including a completed example.

| The web page given here includes a full example of a
complete, filled-in Diploma Supplement (including, if
applicable, the Transcript of Records) available in a
widely-spoken European language.

® http://




“—a‘_
3 - Declaration

i be completed by the person legally

ithorised to sign on behalf of the
applicant institution, as mentioned in
= ectlon 1.1

_.'I.\_

.-—...--

_-'-
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—
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' (signed, stamped, dated)




ANNEX 1
Diplema Supplement Template

It is highly recommended that each Diploma Supplement starts with the preamble published on the
European Commission, Council of Europe or UNESCO/CEPES websites. Diploma Supplements that do not
1 include the preamble may, however, be accepted provided that they comply in every other respect with the
—

Europass decision of 15 December 2004 1

F'__":_ Each Diploma Supplement must include the following eight sections:

1. Information identifying the holder of the qualification
1.1 Family name(s):

1.2 Given Name(s):

1.3 Date of birth (day/meanth/year):

1.4 Student identification nurmber or code (if available):

2. Information identifying the qualification

2.1 Name of the qualification and (if 3pplicab/e) tile conferred (in original language):

2.2 Main field(s) of study for the qualification:

2.3 Name and status of awarding institution (i origina! language):

2.4 Name and status of institution (i gifferent from 2.3) administering studies (i original language):
2.5 Language(s) of instruction/examination:

3. Information on the level of the qualification
3.1 Level of qualification:

3.2 Official length of programme:

3.3 Access requirements(s):

4. Information on the contents and results gained

4.1 Mode of study:

4.2 Programme requirements:

4.3 Programme details (e.g., modules or units studied), and the individual grades/marks/credits obtained
(#f this information is available on an official transcript this should be vsed here.):

4.4 Grading scheme and, if available, grade distribution guidance:

4.5 Overall classification of the qualification (in original language):

5. Information on the function of the qualification
5.1 Access to further study:
5.2 Professional status (if applicable):

6. Additional information
6.1 Additional information:
6.2 Further information sources:

7. Certification of the supplement
7.1 Date:

7.2 Name and signature:

7.3 Capacity:

7.4 Official stamp or seal:

8. Information on the national higher education system

NB: This template must be respected. All information contained in the Diploma Supplement
must follow the Diploma Supplement Explanatory Notes as adopted by the Lisbon Recognition
Convention Committee (set out in full below). Any additional information, if provided, must be
given as annex to the Diploma Supplement and the content of this additional information will
not be assessed for the purposes of the Label.




—
(es to be consulted

nex 1: DS Model Checklist
anex 2: Explanatory notes to the DS
SAnnex 3: Common pitfalls




.

on pitfalls (1)

firmation boxes are not ticked in the application
:Diploma Supplement does not follow the official

g template (sections or sub-sections have been added, or
_—_-_...-+: S removed and/or the wording of headings has been

£ '—'-.'ha.":

— modified).

-~ e The content of the sections / sub-sections of the
- Diploma Supplement does not include crucial information
or information provided is not transparent (for example
providing a website address for section 4.1 and 4.2 is
not sufficient) (see explanatory notes).




.

on pitfalls (2)

1 available, transcripts of Records are not included
in the Diploma Supplement (including in the version
ubllshed on the applicant's website).

e number of Diploma Supplements supplied is not
sufficient.

= f'--The Institution offers first and second cycle programmes

and students have graduated therefrom. However,
one of these cycles is not represented in the Diploma
Supplements supplied.




|nst|tut|on s website does not exactly state that the
= D/ploma Supplement is being issued in a widely
spoken European language, given automatically and

= [ree of charge to every student upon graduation”.

—
-—"_Jlu.,_c

=A completed Diploma Supplement example is not
published on the institution's website, only a blank
example is available.

Copies of the Diploma Supplement submitted with the
application have not been correctly certified.

: =
_.|- o
= - ca—
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rence IS made in sectlon 4. 4 to the grading
- which has now been substituted by a
ecc mmendatlon to use the grading table (ECTS

Jsers Guide, annex 3).

——r
—_'_-_-: —_—— -

~_‘ -:_,_ 1 e application form conta/ns various references
- to "certified copies’. Certification is to be
given by means of one official stamp, signature
of the authorised person of the institution and

date of the applicant institution (one for each DS
copy provided).




ropean Commission — DG'EAC
\CEA

5;_ S label Application form
- DS Label Application form
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[hank you very much

for your attention

Presentation by
Katerina Galanaki
ECTS/DS National Contact Point — Greece

galanaki@aueb.gr




