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Agreement of Traineeship 
No. …………….
realized within the project “Interdisciplinary Trainee program for students of Earth Sciences - ES for traineeship'”. 
The project is co-financed by the European Union from the European Social Fund.
Priority III. Measure 3.1

Concluded on …………………….. between:

the University of Gdańsk with headquarters in Gdańsk (ul. Bażyńskiego 8, 80-309 Gdańsk), represented by
Dr. Tomasz Zarzycki – the project Manger, acting pursuant to the power of attorney granted by Professor Jerzy Piotr Gwizdała – Rector, 

hereinafter referred to as the “University”
and 

………………… with headquarters in ………………………….., the National Official Register of Business Entities number ………………………., Tax Identification Number ……………….., entered in the National Court Register maintained by …………………………… number …………………., represented by:

………………………………………………………

hereinafter referred to as the “Institution receiving for a traineeship” or the “Institution”
and
Ms./Mr...……………………………. residing at …………………. proving her/his identity with the ID card number ………………………………….
Student of the Faculty of Oceanography and Geography of the University of Gdańsk, hereinafter referred to as the “Trainee”.

The above mentioned Parties agree as follows:

§ 1

General provisions:

1. Traineeship should be understood as acquiring practical skills to perform tasks in the workplace without an employment relationship.

2. The duration of the traineeship defined in § 2 section 1 is the duration of this Agreement.

3. The duration of the traineeship realization cannot be terminated. In case of the traineeship termination, resignation of the traineeship, cessation of its realization, depriving the Trainee of a possibility to continue the traineeship by the University, including at the request of the  Institution receiving for a traineeship, or in case of loss by the a Trainee the status of the student of the Faculty of Oceanography and Geography of the University of Gdańsk during the traineeship, the Trainee is not entitled to the traineeship scholarship.
4. The Trainee’s scholarship and the remuneration refund for the traineeship Supervisor will be financed within the Project “Interdisciplinary Trainee program for students of Earth Sciences - ‘ES for traineeship’'” partly financed within the Operational Programme Knowledge Education Development, Priority III “Higher education for economy and development” Measure 3.1 "Competence in Higher Education" implemented under Agreement No. UDA-POWR.03.01.00-00-SP55/15. The project is co-financed by the European Union within the European Social Fund.
5. The administrative service of the project is conducted by the Project Office located at the headquarters of the Department of Oceanography and Geography of the University of Gdańsk, al. Marszałka J. Piłsudskiego 46, 81-378 Gdynia (POLAND), (room 209), ph. +48 58 523 66 07.
6. Rules of the Traineeship Program should be understood as the Rules of the Traineeship Program realized within the project “Interdisciplinary Trainee program for students of Earth Sciences - ES for traineeship'” determined by the University.

§ 2

Institution is obliged to:

1. Take on a Trainee for 1-month (i.e. 120 hours) traineeship at the Institution’s company, in the period from …………………. to …………….. . The place of the traineeship realization is ……………………………………………………...
2. Provide the Trainee with the Supervisor of traineeship.

3. Prepare the traineeship program (Annex 1 to the Agreement point IV) in accordance with the Trainee’s field of study as well as to conduct the traineeship in accordance with the program.

4. Conduct job position training for the Trainee, training in health and safety at work and fire regulations.
5. Inform the Trainee about the confidentiality clauses.

6. Familiarize the Trainee with the scope of responsibilities entrusted to her/him during the traineeship. 

7. Familiarize the Trainee with existing labor regulations and other relevant regulations of the Institution.
8. Deliver to the Project Office an attendance list of the Trainee approved by the Institution within 7 days from the end of the traineeship (Annex 2 to the Agreement). 
9. Conduct the traineeship in accordance with the best practices, ensuring safety and health at work.
10. Provide the Trainee with materials, tools and personal protective equipment necessary to complete the traineeship.
11. Provide the Trainee with guidance and assistance in fulfilling the assigned tasks.

12. Approve the final report of the completed traineeship prepared by the Trainee. 

13. Immediately notify the University of unexcused absences of the Trainee and of terminating or ceasing the traineeship by the Trainee.
14. Issue for the Trainee an opinion about the completed traineeship (Annex 3 to the Agreement).
15. Protect personal data of the Trainee in accordance with the provisions of the Act of 29 August 1997 on protection of personal data (Journal of Laws No. 101, item 926 as amended).

16. Not to apply for additional funding for the traineeship, which is the subject of this Agreement from other sources.
17. Store the documents connected with the Project realization until 31 December 2021, ensuring their availability, confidentiality and security, and is obliged to inform the University about the place of its archiving within 5 working days from the date of signing the Agreement, as long as the documentation is stored outside its headquarters. In the event of changing the place of archiving the documents and in case of suspension or cessation of the Institution’s activity in the period until 31 December 2021, the beneficiary shall immediately inform the University in writing about the place of archiving documents connected with the Project realization.
18. Subject to the inspection conducted by authorized entities on the regularity of the Project realization.
§ 3

University is obliged to:

1. Pay the traineeship scholarship for the Trainee in the amount of 1 566.74 PLN gross (say: one thousand five hundred and sixty-six PLN seventy-four groszes gross) for 1-month traineeship (i.e. 120 hours), reduced by health insurance contributions (if it is due in accordance with applicable regulations). Payment of the due scholarship will be made to the bank account indicated by the Trainee after the end of the traineeship completion (payment will be made in accordance with the procedures in force at the University of Gdańsk, but not later than 60 days from the date of the completion of the traineeship). In case of the resignation of the participation in the traineeship, cessation of the traineeship, depriving the Trainee of a possibility to continue the traineeship by the University, including at the request of the Institution or in case of the cessation of its realization, irrespective of the extent of the already completed traineeship or in the event of loss by the a Trainee the status of the student of the Faculty of Oceanography and Geography of the University of Gdańsk during the traineeship, the traineeship scholarship will not be paid.
2. Pay social security contributions (old-age pension, disability pension and accident contributions).
3. Provide the Trainee with the accident insurance for the traineeship duration.

4. Provide organizational and substantive supervision (verification of learning outcomes) over the course of traineeship and its monitoring.

5. Deprive the Trainee of a possibility to continue the traineeship, including at the request of the Institution, in case of any non-conformity with this Agreement or Rules of the Traineeship Program, unexcused absences, failure to comply with duties specified in labor regulations or other regulations in force to the Institution.

6. Provide the Institution, through the Project Office, with appropriate logos and guidelines related to the source of funding of the traineeship and all documentation for the proper clearance of the traineeship. 
7. Refund the Institution part or all of the monthly remuneration cost of the Trainee’s/Trainees’ Supervisor at the Institution side. The total amount of the remuneration refund, in accordance with the Notice of the President of the Central Statistical Office on the average monthly remuneration in enterprise sector (August 2015), cannot exceed 100% of the average remuneration in enterprise sector, i.e. the amount of 4024.95 PLN gross with surcharges of the employer - the above maximum rate is applicable in case of performing activities 168 hours a month related to the care of at least 10 trainees realizing traineeship duties on the same hourly basis. In other cases, the remuneration is calculated (i.e. reduced) in proportion to the number of hours of traineeship completed by trainees and the number of trainees themselves. The period for which a refund may be paid is the same as the duration of Traineeships realized in the Project.
7.1. Possible forms of refund to the part or all of the monthly remuneration cost of the Trainee’s/Trainees’ Supervisor:

a) Account note issued by the Institution by way of remuneration for the Supervisor,

b) VAT invoice issued by the Institution, whereby the Institution must verify the compliance of the service with the type of its business activity.
The institution must provide the University of Gdańsk access to the documents confirming the payment of both the above remuneration of the Supervisor and its amount depending on the number of hours worked in connection with the care of a Trainee/Trainees.
In order to document the payment of remuneration of the Trainee’s/Trainees’ Supervisor, the Institution agrees to deliver within the time specified by the University the following documents for the Supervisor:
a) A copy of the payroll approved for payment by authorized persons confirmed by the employee/s with signed and dated receipt of taking remuneration or evidence of payment on ROR account,
b) Copy of the attendance list,

c) Copy of the ZUS DRA declaration,
d) Copy of the proof of payment for ZUS social insurance, health insurance and FP with the indicated amount of contributions paid,

e) Copy of the transfer to the Tax Office on the payroll tax with the indicated amount.

In the absence of submission of the above documents the University is entitled to refuse to pay refund of the Supervisor’s remuneration to the Institution.
5.1. The above refund of remuneration includes also any expenses that Supervisor made in order to properly perform additional duties related to the care of the Trainee. The period for which remuneration for refund can be paid is the same as the duration of Traineeships realized within the Project. In case of earlier termination of the Traineeship by the participant, regardless of the reason for termination of the Traineeship, the remuneration refund will no longer be paid (in this respect the combined total remuneration refund for the Supervisor may be reduced). The hour of work of the Trainee’s supervisor is understood as a clock hour, i.e. 60 minutes.

5.2. If the Trainee’s Supervisor designated by the Institution is unable to fulfill her/his responsibilities for different reasons, among others, for health reasons, the Institution receiving for a traineeship is obliged to immediately inform the University about these circumstances. In such a situation, the Institution is obliged to designate another person acting as the Trainee’s Supervisor.
§ 4

Trainee is obliged to:

1. Realize the traineeship on a full-time basis i.e. 120 h, within 1 month. 
2. Begin and end the traineeship according to the timeframes specified in § 2 section 1 of this Agreement and the time schedule determined by the Institution.

3. Realize the traineeship at the place and in accordance with rules and program defined by the Institution, using materials and tools entrusted by the Institution.

4. Comply with the rules laid down by the Institution regarding secrecy.

5. Perform tasks entrusted by the Institution on time and with due diligence and with respect for property owned by the Institution.

6. Sign the attendance list and to carefully keep the traineeship log (Annex 4 to the Agreement).

7. Prepare at the request of the Project Office all documents connected with the realization and clearance of the traineeship resulting from the guidelines of the Operational Programme Knowledge Education Development 2014-2010.

8. Submit to Project Office a report on the course of the traineeship approved and signed by the Institution within 10 days after the completion of the traineeship. 

9. Not to apply for additional funding for the traineeship, which is the subject of this Agreement from other sources.
10. Comply with labor regulations or other regulations in force to the Institution and the provisions of the Labor Code and the Civil Code.

11. Notify in writing the University of the termination of the traineeship within 3 days from the date of the occurrence of this fact by providing a statement to the Project Office.
12. Notify the Institution and the University (Project Office) of any absence, indicating the reason for absence, and the estimated time of absence within 2 working days from the day of absence.

13. Immediately return the entire traineeship scholarship taken from the University together with statutory interest for the delay from the date of its receipt, in the event of failure to meet the obligations specified in § 4 sections 7, 8 and 9, regardless of the reasons for failure to comply with these obligations, and in the event of termination of this Agreement by the University in cases specified in the Rules of the Traineeship Program.

14. Comply with the Rules of the Traineeship Program determined by the University.
Trainee declares that:

15. She/he expresses her/his consent to the processing of personal data by the Institution and the University to the extent necessary to realize the Project and to realize the traineeship, including for statistical, evaluation and promotion aims within the Project. Providing personal data by the Trainee is voluntary, but the lack of consent to the processing of personal data makes the implementation of this agreement impossible.

16. She/he notices that the University (i.e. the University of Gdańsk with headquarters in Gdańsk, ul. Bażyńskiego 8, 80-309 Gdańsk) is the administrator of her/his personal data within the meaning of the Act of 29 August 1997 on protection of personal data (Journal of Laws 1997.133.883 as amended). The Trainee has the right to access and correct her/his personal data.
17. Do not remain in the employment relationship under a contract of employment with the Institution, within the meaning of the Act of 26 June 1974 - the labor code (Journal of Laws of 1998, No. 21, item 94, as amended), and does not reach income from other civil law contracts with the Institution.

§ 5
1. The University is entitled to deprive the Trainee of a possibility to continue the traineeship, including at the request of the Institution, in case of any non-conformity with this Agreement, unexcused absences, failure to comply with duties specified in labor regulations or other regulations in force to the Institution.

2. The University is not liable for errors, omissions, or negligence committed or any damage caused by the Trainee or the Institution.
3. The University is entitled to terminate the Trainee’s Agreement, with immediate effect, in cases specified in the Rules of the Traineeship Program.
§ 6

The Institution and the Trainee are obliged to provide reliable information and explanations, make available all documents related to the implementation of this Agreement to the University and other authorized national bodies and the European Union institutions monitoring the implementation of this Agreement.
§ 7

This Agreement has a legal-civil nature and it does not constitute the employment relationship between the Institution and the Trainee.

§ 8

The issues not covered by this Agreement shall be governed by the Labor Code and/or Civil Code.
§ 9

Disputes arising from this Agreement shall be settled by common courts locally competent for the University.

§ 10

The Agreement is made in three identical copies, one for each Party. 
§ 11
Any amendments to this Agreement shall be in writing under pain of being declared null and void. 


……………………………
……………………………
……………………………


University
Institution
Trainee
Annex 1 to the Agreement
traineeship program
I. Personal data of the Trainee
	Name and Surname
	

	Address of residence
	

	Contact phone number
	
	E-mail 
	


II. Trainee’s bank account number (for payment of the traineeship scholarship)

Bank account number: 

	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	


III. Information on the receiving company
	Receiving company 
	Name
	

	
	Contact details
	

	
	Website address
	

	
	Business profile
	

	
	Department name, where traineeship will be held 
	

	A person representing the institution
	Name and surname
	

	
	Contact details
	

	Planned date of traineeship (from - to)
	

	Trainee’s supervisor
	Name and surname
	

	
	Contact details (phone, 
e-mail)
	


IV. Plan of traineeship
	No.
	Tasks/stages

	1. 
	

	2. 
	

	3. 
	

	4. 
	

	5. 
	

	6. 
	

	7. 
	

	8. 
	

	9. 
	

	10. 
	



……………………………
……………………………
……………………………


University
Institution
Trainee
Annex 2 to the Agreement

Attendance list

Personal data of the Trainee
	Name and Surname
	

	Address of residence
	

	Contact phone number
	
	E-mail 
	


	Date
	No. of hours
	Trainee’s signature

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	




……………………………
……………………………



Traineeship Supervisor
Trainee
Annex 3 to the Agreement

Opinion about the Trainee
	Trainee’s name and surname
	

	Address of residence
	

	Name of the Institution where the traineeship was received
	

	Duration of the traineeship
(from-to)
	

	Traineeship Supervisor (name and surname)
	


	Opinion about the Trainee 

(Issues which the student became familiar with during the traineeship; substantive preparation of a student; 
the ability to combine theory with practice; work organization skills; degree of self-reliance and creativity; 
attitude to the tasks assigned, discipline; interpersonal skills, teamwork skills)

	




……………………………



Traineeship Supervisor

Annex 4 to the Agreement
Traineeship log
	Trainee’s name and surname
	

	Year and field of study
	

	Name of the Institution where the traineeship is being received
	

	Duration of the traineeship

(from-to)
	

	Traineeship Supervisor (name and surname)
	


	Date
	Duration of activity 
(in hours)
	Type of activity with a short description
	Remarks
	Traineeship Supervisor’s signature

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	




……………………………
……………………………



Traineeship Supervisor
Trainee
Project “Interdisciplinary Trainee program for students of Earth Sciences - ES for traineeship'”.

is co-financed by the European Union within the European Social Fund.
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