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WORK DISCOVER PROGRAMME

TERMS & CONDITIONS 

Dear Participant,

Welcome to Portugal!

We really hope that you will enjoy your stay with us. 

We wish you take the most from this experience. You have the opportunity to acquire new professional skills, learn a lot about Lisboa and Portuguese culture and language and have a good time! 

Celina Santos - Managing Director

Susana Militão - Programme Coordinator
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On this document you will find information about the services provided by our organization: accommodation, language course and work placement (some of them may not be included in your programme, if not required).

During your stay in Lisboa, PUROMUNDO Portugal staff and especially your coordinator will be available to assist you with any queries or problems you may have. Please be assured that your welfare is of prime interest to us. In return, we expect you to inform us as quickly as possible, if you are experiencing any difficulties. By working together we can ensure that you realise your own expectations and go home with lots of happy memories. 

You will receive a folder with: a programme, a voucher, accommodation description, rules for living together happily, a city map and some information about useful services. 

Please, read these Terms & Conditions carefully and send the form back to us signed.
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If you have a mobile phone number, please give it to us as soon as possible, in order to be able to contact you. We advise all participants to buy a SIM card from a Portuguese operator.

If at any time you have a problem, your coordinator is at your complete disposal. Please use the following contacts to arrange a meeting or to reach your coordinator:

	· E-mail

incoming-portugal@puromundo.com
· Telephone

+351 219970030

· GSM & 24hours emergency line

+351 933960872
	· Opening hours:

Monday to Thursday - 09h00 to 18h00

Friday - 09h00 to 16h00 

Lunch Break – 13h00 to 14h00
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ACCOMMODATION during Language Course (if required)

Throughout the programme you will be accommodated in single or double bedrooms in shared apartments/houses on a self-catering basis. You will be required to share the accommodation with international or Portuguese people, or the owner of the property. 

Although much care is taken when placing students in an accommodation abroad, it should be born in mind that living standards may not be as in your country. Accommodation can be basic, but is perfectly suitable provided you keep it clean and tidy.

Do not bring any towels, blankets, sheets or duvets, as these will be provided.

The accommodation has to be left in the same conditions as it was found upon arrival. 

You must ask permission from your landlord/landlady before receiving any visitors. You must follow the rules regarding the use of accommodation scrupulously. Please read very carefully the “Rules for living together happily”. Disciplinary action will be taken if they are not respected. 

If the participant is expelled from his/her accommodation by the landlord/lady, he/she has no right to a new accommodation provided by PUROMUNDO, unless there is a valid reason. 

A change of accommodation is only possible in exceptional cases and with the approval of PUROMUNDO. Differences in quality (e.g. distance from the centre of Lisboa or equipment like telephone, TV, etc…) are not reasons to complain.

· Maria Dulce Tavares (+351) 21 8867331 - Accommodation responsible

ACCOMMODATION & BOARD DURING THE PRACTICAL TRAINING

Throughout the programme you will be accommodated in a staff room of the hotel / restaurant / country house / farm so you should be aware of the fact that the accommodation can be basic. You may be required to share the accommodation with other staff members.  If you prefer, take your own towels, but do not take any blankets or duvets, as it will be provided. 

Sometimes in hotels, because of the excess of the air condition power or because of the dryness in the summer a (hot) water failure can occur. Of course the hotel will do everything possible to repair the incident but you should also be aware that sometimes it is a major force. 

Should you cause any damage to the property, it will be your own responsibility to pay for costs incurred. The sending partner, the hotel and PUROMUNDO do not accept liability for any damage caused by the participant.

We cannot guarantee that a public telephone will be available for your use; we therefore recommend that you bring a mobile phone with you. Portuguese SIM cards for your mobile of a local company are available at cheap prices. This way you will have a Portuguese mobile number and your calls within Portugal are much cheaper. 

During your stay you will have full board. If not, a different arrangement between the parties will be agreed. 

LANGUAGE COURSE (if required)

The Language Course will be held at Portlíngua language school. Please check the available starting dates with PUROMUNDO.

It consists of both grammar and conversation; however it will be given more emphasis on spoken, everyday Portuguese. It is inevitable that there will be different levels of competence within the group and that weaker members will have to be prepared to work harder in order to improve their language skills.  Conversely, students with a higher level of Portuguese may feel frustrated. These factors need to be realised and accepted.

The language course will be from Monday to Friday, 4 lessons per day, at the following address:

· Portlíngua – Calçada do Garcia, 29, 1ºdto. - 1150-167 Lisboa.

We would like to remind you that both attendance and punctuality are compulsory; absence can lead to the participant being dropped out of the programme.

You will receive a certificate at the end of the course.

It must be stressed that as much time and effort as possible should be put into learning the language. Remember, the more Portuguese you understand, the more rewarding your work placement will be!

· Maria Dulce Tavares (+351) 21 8867331 – Portlíngua School Director

WORK PLACEMENT

Your tasks will depend on your past experience, skills and linguistic ability.  Nevertheless you should be flexible. You should have in mind that the hotel does not know you personally but only your CV and other documents sent. So sometimes it could be that it will not be possible to do the training in the department mentioned in the voucher. For example at reception a high level of Portuguese is requested so if you don’t have it, you might be requested to help in the restaurant or kitchen. 

Sometimes hotels organise conferences, marriages or birthdays. On these days your employer could need your support, for example decorate the rooms, special help in the kitchen preparing the meals and, of course, in the service. 

You will be expected to do the same hours as permanent staff in order to achieve a good training in your voluntary internship. Please, keep in mind that a normal week is 35 - 40 hours and that hotels and restaurants work in shifts. You will have 1 to 2 days off per week, but not a regular vacation period. It could also happen that you are asked to do extra hours for which you will get extra days off later or you will be paid more money. 

A smile, friendliness and a good appearance are of course quite important. Always wear clean and appropriate clothes. It could be that you will have to wear a uniform, which in most cases will be provided by the hotel. In case that this is not provided, you should bring black trousers / skirt, white shirt and black shoes. 

It is important to be realistic about what can be achieved, particularly during the first few weeks as you are using a foreign language and experiencing new internship practices. Therefore, an open mind and a willing disposition are paramount in order for the training to be successful for both the host company and the participant. 

Those with limited Portuguese cannot expect to be placed in positions of responsibility, until they have shown themselves willing and motivated to practice and improve their Portuguese.

Of course, you are not allowed to consume drugs during your stay. In most cases it is not allowed to drink alcohol too.

A change of the voluntary practical training will not be possible except caused by force majeure or unless sufficient time has been spent in the hotel to allow for a settling in period and if not presenting reasonable facts. It takes time before an objective judgement can be made on the suitability of a placement. 

Instructions to follow in case of disagreement with the voluntary practical training:

1. The participant should talk with the responsible of the host company

2. If the disagreement continues you should call PUROMUNDO and to send your claim by e-mail

3. Your coordinator at PUROMUNDO will be working in order to find a solution. 

By removing yourself from the placement before a new one has been found, you will lose the accommodation and will be have to support yourself until a new placement with accommodation is found.

We would especially ask you to remember that at the work placement you are expected to behave as an ambassador for your own country. Most importantly: future placements for your colleagues and friends depend on your behaviour!

EVALUATIONS

You will have the opportunity to comment on your placement and on the programme in general in the regular evaluation meetings to be held at PUROMUNDO (the participant has to ask for permission to the tutor in company/institution to attend them). They may also be done by e-mail or telephone.  

You will also be evaluated by your teachers at the end of the language course and by the tutor in the company/institution at the end of the training period. 

Every month, we organize an informal meeting in a selected bar, to see how everything is going and to create a cultural interchange between the participants from different programmes.

ATTENDANCE

It is obligatory to attend the language course (if included in the programme) and your work placement during the specified hours. We would like to remind you that both attendance and punctuality are compulsory; absence can lead to the participant being dropped out of the programme.

Should illness occur, the participant must report immediately both to the company/institution and to PUROMUNDO. If the absence exceeds three working days, the participant must request a medical certificate to justify the absence.

If you cannot attend to the compulsory activities – Language Course, Professional Internship, Evaluations and Informal Meeting - for any other reason you have to inform us immediately!

Should you be required to change your work placement, you are still obliged to attend the previous one until another placement has been arranged. Failure to do so may result in the expulsion from the programme.

PROGRAMME ABANDONMENT

You will be expected by PUROMUNDO and the hotel, to complete the full duration of the programme.  Failure to do so, in the majority of the cases, will be treated as abandonment and the participant will not be entitled to reimbursement of any funds or costs. This applies to persons withdrawing from the programme prior to departure, without valid reason, after having returned the Terms and Conditions.

Should you vacate the programme without obtaining permission from PUROMUNDO and the hotel, this will be treated as abandonment.

Due to persistent illness or any such similar circumstances which are considered acceptable and supported by a medical certificate or other suitable evidence, PUROMUNDO will do everything possible to help with the organisational aspects of a return to the home country. However, the trainee must meet all costs himself.

CERTIFICATES

You will receive the following certificates:

1.- Language Course Certificate (if included in the programme)

2.- Professional Internship Certificate (participant has to ask for it to his/her tutor in the company/institution before the end of the programme and bring it to PUROMUNDO in the last evaluation)

3.- A PUROMUNDO Certificate for his/her participation in an international professional internship programme (to be given in the last evaluation)

INSURANCE

Every participant from European Union must be covered by the European Health Insurance Card from the home country, for the following risks: Accidents – Death – Permanent Disability – Sanitary Assistance. It is obligatory for your health institution to issue a European Health Insurance Card or equivalent document at your request, if you are in the social security system.

During your stay, these documents will facilitate access to public health care, which will be provided in accordance with the legislation of the State of stay. Please be aware that in public health centres you will have to pay an obligatory tax to get medical assistance. If you have to pay this or any other costs up front, please keep the receipts to guarantee its reimbursement after your return home.

· The “Centro de Saúde” (Medical Center) will be given to you in your “Accomodation Description”.

· Hospitals in Lisboa in case of accident: São José (+351) 21 8841000; Santa Maria (+351) 21 7805000; São Francisco Xavier (+351) 21 30003000. 

· In case of medical assistance, always carry with you the “Declaração de Residência” (Residende Declaration) given to you in the Presentation Meeting

In case that the participants from outside European Union or that are not covered by the European Social Security of their home country, they have to provide themselves with a Private Health and Personal Accidents Insurance. In case of need of attendance of a Medical Center or an Hospital, normally expenses have to paid in advance by the participant and are reimbursed afterwards by the Insurance Company, after invoices presentation.

It is also obligatory for participants to be covered by civil responsibility insurance, arranged by them or required to PUROMUNDO.

PARTICIPANTS ARE EXPECTED TO

a.
Be mature enough to face the difficulties of adapting to life in a foreign country.

b.
Have an open mind towards new experiences and situations.

c.
Take an interest in discovering new ways of life in different surroundings.

d.
Demonstrate a willingness to learn and adaptability to different working practices.

ANTI-SOCIAL BEHAVIOUR AND PROGRAMME ABANDONMENT

Unfortunately, we have had complaints arising from behavioural problems of previous groups participating on similar programmes. It is of extreme importance that group members conduct themselves in a sensible and restrained manner, showing respect for the host country's customs and beliefs.

Anti-social behaviour of any description, including alcohol or drug abuse, will not be tolerated and it may result in the removal of the participant from the programme, with the loss of any entitlements or reimbursements.

PUROMUNDO also has the power to remove participants from the programme, if they feel such action is justified. Once the programme has begun, no refund is made.

In the event of these circumstances occurring, it will be the individual's own responsibility to meet with the extra expense incurred for the return journey to your country. PUROMUNDO is not obliged to help with any travel arrangements or costs.

	
	PARTICIPANT (Name and Surname):


	          

	
	PROGRAMME DATES: 
	From ___ / ___ / ______ 
To ___ / ___ / ______ 

	


	I hereby declare that I have read and agree with the Terms and Conditions of this Professional Internship Programme

	
	Signature of Participant

          
	
	Date: 

___ / ___ / ______ 


www.staljubljana.com
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