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September 5th arrival and check-in at hotels. 

All teams please mail expected time of arrival.

Meeting minutes to be compiled by the Maltese team

September 6th General meeting:

9.00 
Meet in hotel lobby

9.30 
Welcome by Marian and Jason
10.15 
Presentation of Yana and Jason from the Maltese team and introduction to all participants

11.00 
Quality management and check on milestones* 
13.30 
Lunch

14.30 
Quality management and check on milestones contd. I.e. Have we delivered all planned outputs in needed quality? If not how can we catch up before end of this month? 
15.30
Portuguese participants report on the courses and resulting evaluations

17.00
Issues arising and teambuilding

September 7th General meeting and evaluation
9.00 
Meet in hotel lobby and walk to venue

9.30 
Administrative procedures and documentation needed for the Final Report: Marian

10.30 
Cyprus participants report on the courses and resulting evaluations

11.30 
Maltese participant(s) report on the courses and resulting evaluations

12.30 
Conclusion: Do the courses and materials need final improvements?
13.30 
Lunch

14.30
Project impact, dissemination, and exploitation plans after the funded period
16.30
Quick walkthrough of produced outputs (from website)**
September 8th Finalizing the results

9.30 Compilation of exploitation report: Marian

13.30 
Lunch
 

15.00 
Evaluation of workshop using the evaluation forms as usual.

16.00 
End of workshop

September 9th Departure
* Milestones based on project schedule
21/03/2011 Meeting minutes from the fourth meeting
Responsible: The PT team

The PT team prepares the minutes, Kent Andersen inserts photos and makes the minutes online. The minutes will summarize the results of the project meeting and include the decisions made

31/03/2011 6th  Quarterly Partnership Report

Responsible: CECE & Each partner

All partners submit a report to CECE covering the three months period with list of activities, achievements, milestones met, staff and financial resources used. CECE make a compilation of the reports which will be used for quality control and monitoring. 

31/3/2011 Project newsletter

Responsible: Kent Andersen

Compiled and edited by SDE based on input from all partners. The project newsletters will present work in progress, events, and examples of everyday project life from the partnership, e.g. students working with materials developed during the project. News of clustering projects etc

30/06/2011 7th Quarterly Partnership Report

Responsible: CECE & Each partner

All partners submit a report to CECE covering the three months period with list of activities, achievements, milestones met, staff and financial resources used. CECE make a compilation of the reports which will be used for quality control and monitoring. 

29/07/2011 Second year quality report

Responsible: CECE and subcontracted external evaluator

Report from the external quality assessor reflecting the project activities, matching milestones and deliveries with actual outputs, and partnership. The report is to serve as a tool for the final corrective actions, and improvements before the Final Report and closure of the funded period.

30/6/2011 Project newsletter

Responsible: Kent Andersen

Compiled and edited by SDE based on input from all partners. The project newsletters will present work in progress, events, and examples of everyday project life from the partnership, e.g. students working with materials developed during the project. News of clustering projects etc

5/09/2011 to 9/09/2011 Final project workshop

Participants from Cyprus, Denmark, Malta, Portugal,  and Spain

Final edits of outcomes

Responsible: CECE & Each partner

The project outputs have been updated and modified in an ongoing process during the pilot course period based on the feedback from pilot workshops and peer reviews. To ensure that the four language versions (the adapted EN version, and GR, MT, and PT) are similar in content (national target groups and needs may results in some differences) the final versions of the materials will be compiled (and changes translated) to replace the previous online versions. 

The compilation will based on online debate between the ES (assisted by DK and UK teams) and each of the partners in CY, MT, and PT. The DK partner produce the final pdf version with graphics etc. and put these online from the website. The final results will be presented at the last project meeting to be formally approved and quality assessed for the final report.

27/09/2011 Meeting minutes

Responsible: The MT team

The MT team prepares the minutes, Kent Andersen inserts photos and makes the minutes online. The minutes will summarize the results of the project meeting and include the decisions made

30/09/2011 Final and published versions of the course book, course content manual, and eLearning materials. 

Responsible: All partners

All materials available in English, Greek, Maltese, and Portuguese.

30/09/2011 8th  Quarterly Partnership Report

Responsible: CECE & Each partner

All partners submit a report to CECE covering the three months period with list of activities, achievements, milestones met, staff and financial resources used. CECE make a compilation of the reports which will be used for quality control and monitoring. 

30/09/2011 Exploitation report

Responsible CECE

Report containing the profiles of users during the project period with indicators of future use and exploitation

30/9/2011 Project newsletter

Responsible: Kent Andersen

Compiled and edited by SDE based on input from all partners. The project newsletters will present work in progress, events, and examples of everyday project life from the partnership, e.g. students working with materials developed during the project. News of clustering projects etc

31/10/2011 Final Report

Responsible: CECE

The report will be based on our final quality control and assessment. It is a compilation of the reports from the external quality assessor, meeting, workshops, and partner reports covering the first 12 months period with list of activities, achievements, milestones met, staff and financial resources used, and outcomes.
** Promised outputs based on project application

· 8 Quarterly reports

· Interim report

· Final Report

· First year quality report

· Second year quality report (to be compiled after the last meeting)
· Meeting minutes

· Project website and blog

· Exploitation report: Report containing the profiles of users during the project period with indicators of future use and exploitation. List of registered end users and cooperating clusters available at the end of the project period and concrete examples of exploitation planned for the post funded period

· Brochures

· 8 Newsletters

· Conference materials

· Updated course book

· Course content manual with guidelines and sample outlines for the in-service courses

· Videos suitable for eLearning content
· CALL unit examples for the courses

· Do It Yourself videos with subtitles

· eLearning materials / CALL unit examples for the courses
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