TELLP MEETING: THURSDAY 20 NOVEMBER 2008
1) REVIEW OF YEAR:

TIMESHEETS

· Need to claim days as detailed in project work plan.
· Each partner to submit Project Reference Timesheet or an equivalent from the partner university.  These to be sent to Brussels.
· Gee requested signed copies of completed timesheets as soon as possible.
· Discussion and agreement between project partners about how many days and time have been used for each aspect of the work plan.
· Gee stressed the importance of coherence between timesheets and the confidential report.
· Money for last year will be issued via J Patel at MMU.
· A9 refers to time spent as being the host tutor with regards time with trainees on placement.  No. of days agreed as six.
· A10 one day each for preparing report including data from meetings.
· A11 Tutors travelling to the partner institutions.  Time agreed as six.
· January to May time bracket as a result of the timescale of trainees visiting partner institutions.
· A12 Video conferencing between partner university tutors involved in the project.  (3, 2, 2 days).  Make reference to in confidential report.
· A13 visit own trainees at home.  Three types of visit -1) visiting of our own trainees in partner country 2) visiting own trainees at home and 3) visiting the guest trainees.  (3,2,4) 
· A14 Writing report to exchange findings between partners.  Flexibility re. dates.  Different to school visits where these dates and times need to be specific.  Appropriate to refer to week beginning. 
· A15 collaborative work.  Jose Luis not present in July due to unavoidable circumstances.  Flight expenses can be reimbursed.  Time is spent even though it is not July. Work now being completed in this meeting.  (10,6,8)
· A16 assigned work following the meeting days agreed including report write up.  (10,5,5)
This provides a private account of how time spent re. work plan.  Now need to provide completed Project Reference Timesheet with project name, project reference number.  Partners need to be signed by each institutions authorized signatory.  Photocopy it and the signatory has to write that it is a certified authorization statement.   Partners need to send the signed and authorized copy by post.  I testify that this is a true and certified copy on letter headed paper.  Each person needs to complete a form and will include the admin person from each institution. If more than one academic involved, they each need to complete a timesheet. (in English and French/Spanish as appropriate)   
· Start with November when completing the above time sheet due to timescales within the project. 
· A32 refers to the website.  France and Spain should claim 4 days. Gee will claim for 8 days. 22 days can be carried over to next year of the project.  Gee has indicated reasons for delays with the website.
· A33 Gee will deal with as the project coordinator.

EXPENSES

· International travel is included in budget plan for A9, A15.  Jose Luis can claim for travel to January and for Lucette in May last year visiting trainees providing can supply evidence.  Also applies for trip to UK in July. Have to ensure participants claim for at least 70% of travel costs.
· This year from outset keep records of all expenses/costs- travel, subsistence etc
· Angela Kerr the project administrator at MMU will calculate the sums.  
· Jose Luis never collected tickets from the airport due to theft of his laptop. Evidence from the police report.  Will send copy of receipt. 
· Can also claim for local travel when visiting trainees at home.  Gee will find out if French and Spanish partners can use the same claim form as used at MMU.  Gee will see J Patel to try to have standard claim form.
· The claim is additional evidence that what is stated in the work plan has been carried out – i.e. visiting trainees on their school placements.
· By the end of next week (week ending Friday 28th November) Gee would like copies of each partner’s timesheets (MMU version) on headed notepaper and photocopies of receipts for travel, restaurants etc again with authorization statement.  
· Timesheet needs to have a calculation of costings by going to payroll in each institution to calculate.  
· Claiming for local travel list dates, mileage and details of journey and find out how much you would be paid per kilometer if they did pay travel expenses and calculate how much that would be.  To be completed on letter headed paper again with the authorization statement and appropriate signatory.  
CONFIDENTIAL REPORT

· Lucette and Gee prepared this.  Deviations were identified on page 4.  (see report).  

1) Time frame proved to be impossible and would have been better to delay start of project until 1 December.  
2) For reasons of family bereavement and other responsibilities project coordinator was unable to commit the time anticipated.  As a result will identify other colleagues from each institution who could continue the work of the project in the case of staff absence.
3) Technical issues with the learning platform and the IT equipment.  Video conferencing has a higher profile than the learning platform.  In addition, timetabling difficulties between tutors and trainees in individual countries and across countries.  Need to adjust timetables to facilitate video conferencing. 
Conference date 
 Gee has been in discussion with Angela Kerr re. availability of rooms at MMU at All Saints Building.  Six schools also need to be involved.  7,000 euros allocated in the budget plan for the organization of an international conference but does this include funding for the teachers from the six schools to attend or could we approach Hugh at the TDA to meet these costs.  Proposed arrival on a Thursday evening and a full day conference on the Friday.  Possibility for conference participants to stay on in Manchester for the weekend.    First choice Friday 26th June.  Second choice Friday 3rd July.   Third choice 19th June.  See Year 2 planning document.
· Investigate opportunities to develop training resources and produce a DVD including video clips from examples of CLIL lessons, video conferencing and the use of the learning platform in the classroom in all three countries.
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