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3 Minimum list of document users 
to be notified upon release of 
document update 

MCAST Academic and Administrative Staff; MCAST 
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4 Document change history 

 A Document Change 
Tracking Number 

Date released Change originator 

 61/2025 11.09.2025 Louis Aquilina 

 Change history (Section/change details) 

 - New written procedure – first release 

 Document change history 

 B  Document Change 
Tracking Number 

Date released Change originator 

64/2026 28.05.2026 Louis Aquilina 

Change history (Section/change details) 
- Clauses 3.5.7 and 3.5.8 have been added. 

 

 
Instructions for document users with access to College Website 

 
All MCAST employees can access current, controlled and approved documents related to the Quality 
Management System via the College website www.mcast.edu.mt. 
 
Document users are encouraged NOT to retain printed hard copies of the Quality Management 
System documents.  If, however a hard copy of the document is required, the user is to ensure before 
use that the printed document is the current revision. 
 

 
Continuous Improvement 

 
Procedures are meant to be 'living' documents that need to be followed, implemented and maintained.  

If the procedure does not reflect the current, correct work practice, it needs to be updated!  Contact 
your Document Controller on Ext 7148 today! 

 

 

 
 
 
 
 

http://www.mcast.edu.mt/
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1. PURPOSE AND SCOPE 

 
This document defines the operations of the ERASMUS+ Projects and Mobility Office with respect 
to the running of Erasmus+ Projects.  

 
2. APPLICABILITY  

 
This procedure applies to all ERASMUS+ and EU projects managed by the Office.  

 
3. PROCEDURES 

 

3.1. The ERASMUS+ Projects and Mobility Office (EPMO) manages various types of 
Erasmus+ projects that might or might not involve participant mobilities.  

 

3.2. As a general rule, all Erasmus+ projects follow and abide by the Erasmus+ Programme 
Guide as issued by the European Commission. The Erasmus+ Programme Guide is 
found at the following link:  

 
https://erasmus-plus.ec.europa.eu/erasmus-programme-guide 

 
3.3. For the purpose of this procedure, EU Projects managed by the EPMO shall be classified as: 

- Key Action 1 (KA1) Motilities and  
- Other ERASMUS+ / EU Projects. 

 
3.4. KA1 Mobilities  

 
3.4.1. KA1 Mobilities focus on the movement of students and staff between participating 

organizations in different European states, with the aim of providing these individuals with 
improved learning performance and enhanced employability and improved career prospects 
amongst other things. 

 
3.4.2. The EPMO issues a call for applications for KA1 Mobilities at the start of an academic year 

or when there is a need to issue such a call to utlise Erasmus+ funds. Such calls for 
application are communicated to all interested parties via the MCAST Email.  

 
3.4.3. Application periods shall have a duration of a minimum of three to four weeks. This period 

shall be extended if the funds are not utilised.  
 
3.4.4. Students and/or Members of Staff wishing to apply for a KA1 Mobility are to do so by 

submitting an application (which is issued with the call for applications) to the ERASMUS+ 
Project and Mobility Office within the application period. 
 

3.4.5. All applications for KA1 mobilities shall be reviewed and evaluated by the EPMO as described 
in the following Flowcharts: 

 
 

 

https://erasmus-plus.ec.europa.eu/erasmus-programme-guide
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Issue Call for Applications  for Students

Owner: ERASMUS Project & Mobility Office

Submission of Applications 
Owner: Student

• Vetting of Applications for completion
• Issuing of Order of Merit by amalgamating individual scores

Owner: Coordinator/Clerk

• Verification of available budget for Student Travel;
• Updating of  Rank Order Excel sheet with available budget.

Owner: Coordinator

• Marking/Identification of applicants which are covered by the 
available budget.

• Setting of Reserve list.

Owner: Coordinator

Call ERASMUS Selection Grant Allocation Committee Meeting

ERASMUS+ Key Action 1 Mobility Projects – The Projects are applied for in January of each year with the EU directly. 

FLOWCHART 1 - ERASMUS+ Student Selection Flowchart

Note 1: Application Period Duration: 
2 or 3 weeks). Duration extended if 

funds not utilised.

Note 2: Vetting Criteria: Attendance; 
Academic Performance; Behaviour/  

Disciplinary Records

Note 3: Reserve List specifications: 

Minimum rank for applicants 
achieving an evaluation score of 

70% for HE and 50% for VET to the 
value of lowest ranked approved 

applicant.

 Applications below 50% evaluation 
score are rejected.

Reviewing of Rank Order Excel List

Owner: The Committee

Rank Order Excel 
List

Agree Y/N?

Approve Rank Order Excel List

Owner: The Committee

Re-Evaluate Problematic Applications

Owner: The Committee

Disagreement 
Cleared Y/N?

NO

YES

YES NO

Notification of Participants

Owner: Coordinator

Execution of Mobilities

Rank Order Excel 
List
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ERASMUS+ Key Action 1 Mobility Projects – The Projects are applied for in January of each year with the EU directly. 

FLOWCHART 2 – ERASMUS+ Staff Selection Flowchart

Issue Call for Applications  for Saff

Owner: ERASMUS Project & Mobility Office

Submission of Applications 
Owner: Staff

Note 1: Application Period Duration: 
2 or 3 weeks). Duration extended if 

funds not utilised.

• Vetting of Applications for completion
• Forwarding of applications to two independent Assesors

Owner: Coordinator/Clerk

Note 2: Independent Assessors - are 
selected from a pool of Potential 

Independent Assessors, via a price-
based selection, for bids submitted 
upon MCAST s request. This process 

is managed by the Director of the 
Erasmus+ Office  and coordinators

• Review and Evaluation of Applications
• Forwarding of evaluated applications to MCAST

Owner: Independent Assessors

Evaluation Sheet

• Applications set in rank order by amalgamating individual 
scores

Owner: Coordinator/Clerk

Note 3: If grades of independent 
assessors differ significantly the 
Director of the Erasmus+ Office 

moderates

• Verification of available budget for Staff Travel;
• Updating of  Rank Order Excel sheet with available budget.

Owner: Coordinator

• Marking/Identification of applicants which are covered by the 
available budget.

• Setting of Reserve list.

Owner: Coordinator

Note 4: Reserve List specifications:

 Minimum rank for applicants 
achieving an evaluation score of 

50% to the value of lowest ranked 
approved applicant.

 Applications below 50% evaluation 
score are rejected.

Rank Order Excel 
List

Call ERASMUS Selection Grant Allocation Committee Meeting

Reviewing of Rank Order Excel List

Owner: The Committee

Agree Y/N?

Approve Rank Order Excel List

Owner: The Committee

Re-Evaluate Problematic Applications

Owner: The Committee

Disagreement 
Cleared Y/N?

NO

YES

YES NO

Notification of Participants

Owner: Coordinator

Execution of Mobilities

Rank Order Excel 
List
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3.5. Other Erasmus+ / EU Projects 

 
3.5.1. MCAST participates in a number of projects funded by the European Union. These projects 

often see experts from different EU states working together towards the achievement of a 
common goal. 
 

3.5.2. The EPMO is responsible for the management of such projects, and the selection of 
representatives who are often members of the College’s Academic and/or Administrative 
Staff to work on these projects. 
 

3.5.3. An Expression of Interest (EOI) for experts to participate in EU and Erasmus+ projects is 
issued by the Erasmus+ Projects and Mobility Office through the MCAST HR department. 
 

3.5.4. This EOI to identify internal staff who would like to participate in the execution of a project 
is issued either at the start of each academic year or whenever a new project is successfully 
applied for.  

 
3.5.5. Members of Staff are selected through a formal interview set up by the MCAST HR 

Department in line with their specific areas of expertise. 
 

3.5.6. The selected candidates shall be called to participate in the various activities within a 
specific project in line with their expertise. 

 
3.5.7. In any case, if the project application writer is a member of MCAST staff, they shall be 

granted the right of first refusal to participate in or coordinate the project, should the project 
application be successful. 

 
3.5.8. In the event that the project commences and no coordinators have yet been formally 

engaged through the procedures outlined above, the MCAST Principal & CEO shall have 
the authority to approve and appoint a number of interim project coordinators until the formal 
engagement process is concluded. 


