
Erasmus+ International Credit Mobility
Student Exchange Application Form Guidance Notes

General

These guidance notes are to help you with completing the “Erasmus+ International Credit Mobility Student Exchange
Application form”. This form should be completed by all international exchange students (through Erasmus+ mobilities 
or other student exchange opportunities) for courses at Cardiff Metropolitan University and it’s partner higher 
education institutions.

The information provided on the application form will be used to consider your application and, if offered a place, to 
make arrangements for your admission. This information will be made available to relevant course directors and to other
administrative staff responsible for recruitment and admissions. We will assume that you have read the Host (receiving)
University prospectuses or relevant school brochure before completing the application form. If you have not received
sufficient information to enable you to complete the form, please let us know. Alternatively, please email
int.erasmusplus@cardiffmet.ac.uk..

The form is set out in 11 sections, which should be completed clearly, either electronically or in BLOCK capitals and BLACK ink.

Section 1: Course Details

Please write the name of the Host (receiving) University that you wish to attend, your Home (sending) University at which
you are currently studying and the course title as well as the course you wish to be considered for. 

There may be more than one intake for the course of your choice. Please indicate the year of entry you would like to be
considered for along with your preferred term for exchange.

Please confirm when you would like to begin your exchange/the term you would like to mobilise. Please note that this
will be subject to review with the course director upon receipt of the application to establish the feasibility of starting the
course at your requested time. Please check the various possibilities with your course director and contact the Project
Coordinator (int.erasmusplus@cardiffmet.ac.uk) to confirm possible durations for your planned exchange.

Section 2: Personal Details

This section of the form provides us with important personal information. It is compulsory to complete each section,
providing as much detail as possible. You must provide your personal contact address, email and telephone number.

Title
Please give the title you usually use. For example: Miss, Ms, Mr, Mrs, Dr or Professor. Do not leave this field blank.

Date of birth
Your correct date of birth, together with your application number, will allow easy identification of your application record.

Passport Number

Family name(s)



This is the name under which your file will be registered and the name you should use on any future correspondence with
us. Should the names on your transcript and qualifications differ to those stated on your passport, you may be required to
obtain an official written statement, formal declaration (affidavit) or change of name document.

Given name(s)
Please provide all of your first/given names in the order that they appear on your passport.

Age

Nationality
Use the space provided to state your nationality. If you have dual nationality, please state both nationalities.

Country of permanent residence

Please indicate the country in which you have been normally resident, except for periods of temporary absence. Time
spent studying away from your main country of residence is classed as temporary. 

Permanent home address

This address will be used for all correspondence with you about your application unless you specify a correspondence
address. Please include your telephone number, UK mobile number (if applicable) and a valid email address that you
check on a regular basis. Email is usually our preferred method for contacting you regarding your application. If you
change your address or other contact details, please inform the Erasmus+ International Credit Mobility Project Coordinator
immediately by emailing int.erasmusplus@cardiffmet.ac.uk.

Telephone/Mobile
Please provide your full telephone/mobile number including international dialling codes and are codes.

Email
Please provide a valid email address that you access regularly. All application and project related corresspondance will be
made to this email.

Section 3: Academic Qualifications Completed

In chronological order, starting with your highest qualification, please tell us about your completed academic history.
Please also list any academic qualification obtained from the age of 16 onwards e.g. GCSEs, A Levels, HND etc. or equivalent.

It is necessary for all applicants to include copies of degree transcripts /certificates translated where necessary into
English. Failure to do so will lead to delays in the processing of your application.

Section 4: Academic Qualifications Pending

Please complete this section to confirm any pending academic qualifications or exams. Please ensure you write the title
of the qualification and date you will receive the award (for example: Bachelors in Business Administration, July 20XX) in
the table provided.



Section 5: English Language Qualification 
(Only applicable to incoming students to Cardiff Met)

The University considers UKVI recognised Secure English Language Tests (SELT). The University also accepts a number 
of country specific English language qualifications, details of which can be found on our Country specific pages at:
www.cardiffmet.ac.uk/international.

A full list of accepted tests can be found on our website at: www.cardiffmet.ac.uk/englishlanguagerequirements.

Please contact int.erasmusplus@cardiffmet.ac.uk if unsure of what English requirements you require.

The UKVI list of Secure English Language Tests can be found at:
www.gov.uk/government/uploads/system/uploads/attachment_data/file/261533/new-approved-english-tests.pdf. 

Please note: students may also be required to have an English Language interview with a member of the Erasmus+
International Credit Mobility Project Coordinator. This will be added as an offer condition for all successful applicants.

Section 6: Motivation Letter in Support of your Application

This is your opportunity to tell us why you wish to undertake your student exchange mobility for your proposed
programme and what you hope to gain from it. You should use this section to provide any information that would support
your application for admission, such as relevant skills, experience or career goals. Please also tell us why you are applying
for the Erasmus+ Scholarship programme for your exchange abroad.

Suggested areas to cover:

○    Why are you applying to the Erasmus+ International Credit Mobility Grant.

○    Why you have decided to study at your prospective Host (receiving) country.

○    Why you have chosen prospective Host (receiving) University and how did you hear about it.

○    How will your chosen course help towards your future career.

○    Your plans after you have completed your exchange mobility.

Section 7: References

The references should be on headed paper, signed and stamped by the referee.



Section 8: Important Information

Disability - If you have declared a disability you may be contacted and asked to provide further details on your condition.

Socio-economically disadvantaged or vulnerable category - please provide documentary evidence.

Previous mobility actions - this includes mobility for training as well as mobility within Europe. Students can only
mobilise for a maximum of 12 months per cycle under Erasmus+.

Criminal Convictions
What is a relevant criminal offence?
Relevant criminal offences include convictions, cautions, admonitions, reprimands, final warnings, bind over orders or
similar involving one or more of the following:

○    Any kind of violence including (but not limited to) threatening behaviour, offences concerning the intention to harm 
or offences which resulted in actual bodily harm

○    Offences listed in the Sex Offences Act 2003

○    The unlawful supply of controlled drugs or substances where the offence concerns commercial drug dealing 
or trafficking

○    Offences involving firearms

○    Offences involving arson

○    Offences listed in the Terrorism Act 2006

If your conviction involved an offence similar to those set out above, but was made by a court outside of Great Britain, 
and that conviction would not be considered as spent under the Rehabilitations of Offenders Act 1974, you should indicate
a conviction.

What is a non-custodial sentence?
This is a criminal sentence served elsewhere than in a prison (for example, on probation).

I have a criminal record, will this affect my application?
If you tick yes, you will be sent a declaration form which you will be required to complete and return to the Erasmus+
International Credit Mobility Project Coordinator within 14 days of receipt.

You must tell Erasmus+ International Credit Mobility Project Coordinator about ANY criminal convictions, bind-over orders
or cautions by emailing int.erasmusplus@cardiffmet.ac.uk. If you have any doubt about the relevance of the criminal
conviction, please contact the Admissions Unit, even if you have taken legal advice, so that advice can be given on Cardiff
Metropolitan University's policy.

Having a conviction will not automatically exclude you from the application process but we may need to consider your
application further.

Section 9: Ethnicity 
(Only applicable to incoming students to Cardiff Met)

The University wishes to ensure that social diversity in the student population at all levels of study. This will enable
statistical analyses to be undertaken in order to identify any groups which may be under-represented in the University’s
student community and to establish the support mechanisms which could be put in place to encourage such students 
to consider applying to the University.



Section 10: Declaration of Previous Studies
(Only applicable to incoming students to Cardiff Met)

In order for the University to ensure you meet the rules of the UK Visas and Immigration, you must ensure that you record
any UK studies even if you have not received a certificate for those studies. Be sure to provide evidence of all UK Entry
Clearance Visa’s and Biometric Residence Permits (BRP) that you have received.

If you have ever received a visa refusal, please provide details and a copy of the visa refusal notice.

If you have ever overstayed the time granted on your visa while in the UK, please provide detailed reasons for overstaying
and for how long you overstayed.

Section 11: Declaration and Signature

In this section, you are confirming that you give permission to the Erasmus+ International Credit Mobility Project
Coordinator to verify any information provided in your application or support documentation.

If you have completed previous studies in the UK, we will need to seek advice from the UKVI to ensure that you meet ALL
requirements of the Tier 4 Visa regulations.

Please sign and date your application form to:

(a)  Confirm that the information you have provided is true, complete and accurate, and that any work submitted in
support of this application is entirely your own;

(b) Give consent for this information to be seen by relevant course selectors and other administrative staff responsible 
for recruitment and admissions;

(c)  Give consent for their personal data to be retained by the University for a specified period. In so doing, the applicant
accepts that such information may be used and shared with relevant bodies for the purposes of verifying the identity,
qualifications or references of the applicant.

This section must be signed by the applicant. Should an application be received without the applicant’s signature, the
University reserves the right to refuse the application.

It is very important that you submit accurate details on your application. Failure to do so may result in your application
being rejected.


