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This Handbook contains important information regarding
your period of residence abroad. Read it carefully and
take it with you, referring to it whenever you have a query.
Before you contact UEA for advice, make sure that the
answer is not already in the Handbook. An electronic copy
is also available on the TPO Study Abroad website under

LCS Study Abroad Documents.

This document is produced in good faith. Itis meant only
as a guide and we cannot accept liability for inaccuracies

in, or changes to, the information provided (April 2011).

Please note that you are REQUIRED to keep us
informed of your address while you are abroad. Please do

not forget to update your records on the Student Portal.



BEFORE LEAVING

1. THINGS TO TAKE: CHECKLIST

Documents to take with you

TICK

This Handbook and any additional notes relating specifically to your residence
in the country/countries you are going to. Recruitment Office Handbook

The folder relating to academic monitoring, including the bi-annual self-
monitoring reports (two copies) and notes about documentary research

Valid Passport original and photocopies (photocopy principal pages only).
Make sure your passport is up to date

For Mexico: valid student visa. See section on Mexico for specific
requirements

Full-length birth certificate (everyone) available for a small fee from your
original birth registry office and its translation (university students only) i original
and photocopies

Attestations/atestados  certifying that your year abroad is compulsory

Your European Health Insurance Card (see Health Insurance Advice to
Students under 5- Health and Insurance). These do expire so check validity.

Personal insurance for travel, possessions, sickness not covered by the EHIC,
personal liability

Originals and photocopies of education certificates (for students at
universities) and their translation, plus end-of-year marks computer print-out (for
non-ERASMUS students)

Non-Erasmus students only: Acceptance letter from the host university

Work placements/language assistants: Letter of appointment (teaching
assistants) or signed contract (for work placements)

International Student Identification card (ISIC) obtainable from the Travel
Shop on campus for £9. Useful for travel and arts/museum entrance reductions

Passport photographs - at least 4

Medical certificates and vaccination records could be required for teaching
assistants and anyone going to Latin America. Some préfectures not only want
a medical certificate from you but they will also accept one only from a doctor
specified by the French Consulate. A list of doctors in London is obtainable from
the French Embassy, 23 Cromwell Road, London SW7 2EN (tel. 020 7073
1300). In France, a doctor would charge for the service

Money (see 7 i Financial matters)




We hope you will have a really enjoyable and fruitful year/semester
abroad. This handbook contains some requirements, advice and hints and
you should read it before you go. It is primarily for those going to France,
Geneva, Spain and Mexico, where most students have been. You are
advised to buy guidebooks for more details about living in those countries.

2 STAYING IN TOUCH

It is very important that you keep in touch with us while you are abroad.
We will send out information, reminders and news via your UEA email
address so you should try and read your emails at least once a week while
you are abroad and over the summer before you go via webmail.uea.ac.uk
It is a University requirement that we have your address (and any changes
of address). Please ensure that your address is up to date on the Portal.
While you are abroad we will compile an ongoing blog on Blackboard, with
your help. Jane Setford will be most appreciative of any contributions for
these newsletters including articles, anecdotes and photographs.

The main people you will have contact with while abroad are Jane Setford
in HUM/TPO, your language tutor over academic matters, and Clementine
Jones/Gaby Wood, Erasmus Coordinators in the Recruitment Office (or
Sally Ward for Latin American partners). Phone numbers and email
addresses are given in the list of contacts at the end of the handbook.

3 PREPARING YOURSELF

Itis a good idea to buy an up-to-date guide book for the country and/or
region you are going to. The Rough Guide and the Lonely Planet have
been the most recommended by returning students and contain a lot of
practical information as well as historical background to the places you will
visit. You should certainly consult the websites for universities you are
going to and websites for towns and regions will also give you a good idea
of what to expect. Some useful websites are:

France: www.pratique.fr and www.ambafrance-uk.org.

Other websites are listed at:
www.uea.ac.uk/hum/TPO/studyabroad/french

Spain: A very useful website is http://ukinspain.fco.gov.uk/en

and you can also consult the book, Studying and Working in Spain i a
Student Guide, (2001), by Michael Newton and Graham Shields, which is
in the Study Abroad Office, Arts 0.50.

Other websites are listed at:
www.uea.ac.uk/hum/TPO/studyabroad/spanish

Mexico: the following website has some useful information for people
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travelling or moving to Mexico: http://ukinmexico.fco.gov.uk/en

When you get to your destination look out for the local paper or What's On
magazine. There are books on studying and working in France and Spain
in Arts 0.50 and you can consult these before you go, or buy your own
copies.

Some returning students have advised joining the Facebook group for the
town or university you are going to as this is a great way to make contact
with people before you arrive. You should also see if there is an ESN
(Erasmus Student Network) where you are going as they will often offer
practical help and organise lots of trips.

4 INTERNATIONAL STUDENT IDENTITY CARD

The International Student Identity card (ISIC) costs £9 from the Travel
Shop on campus or online at www.isiccard.com. It is the only document
which gives internationally-accepted proof of your bona fide student
status, and entitles you to many special student concessions. Please
check the dates of validity of your card.

5 HEALTH AND INSURANCE

If you have not already obtained a European Health Insurance Card, do so
now. EHICs are valid for 5 years so do make sure yours is still valid. It
could save you a lot of money if you need medical help while abroad. You
can apply for an EHIC online at www.ehic.org.uk (the quickest way) or by
calling 0845 606 2030, or by post using the form from the Post Office. It
will take up to 21 days to deliver.

It is important to obtain travel insurance but this in itself might not be
enough to cover your medical care while you are away. Some travel
insurance policies are not valid without an EHIC. There are many
companies which provide cover for students, the most widely known being
Endsleigh. We cannot recommend any particular company, but we
strongly advise all students to take out insurance for their time
abroad. If you intend to go cycle touring, skiing, snow-boarding or engage
in any other sports activities, make sure you are adequately covered by
insurance. Specify such activities when applying for insurance and read
the small print.

For students going to France, it is required by law that you have housing-
related insurance which covers explosions, fire and water damage. All
students in France will therefore have to have this insurance. Most
banks and insurance companiesoffer6as sur ance mul tiri squ
for students which will cover the above and other eventualities for a small
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fee (around 05.50610per month in 2009

It is advisable to visit the dentist and have any necessary dental treatment
before going abroad.

If you are intending to travel outside Europe, in tropical regions for
example, make sure you know what, if any, immunisations are required
and that these are up to date and will cover you for the time you spend
travelling. Take vaccination certificates with you if you have them. Consult
your GP or MASTA, www.masta.org. Note that a fee may be charged for
certain vaccinations.

6 ACCOMMODATION WHEN YOU RETURN TO UEA

It is your responsibility to make sure before you leave that you know
what the situation will be regarding your accommodation on your return to
UEA after your year abroad. It is unlikely that any campus accommodation
will be available for students returning from their year abroad, but not
impossible, so it may be worth contacting the Accommodation Office on
accom@uea.ac.uk In early spring of your year abroad, Home Run, the
Student Union's housing bureau, should have an updated housing list
available. Lists will be available from the Advice Centre or by emailing
homerun@uea.ac.uk You might be advised to keep in touch with people
you would like to share with and contact them in the spring.

7 FINANCIAL MATTERS

In our experience teaching assistants may not be paid the first instalment
of their salary until December. The Erasmus grant is not paid until mid
November and it is paid into your UK bank account. It is not necessary to
chase up the Erasmus grant, and the Erasmus Coordinator in the
Recruitment Office would prefer you did not.

Previous year abroad students have commented that you may need
access to as much as £1,000 for the first few months. One student
currently abroad advised that you may spend about 300 euros in the first
week plus 500 on rent and deposit, so make sure you have access to this
sort of amount. You may want to take some cash with you, and then have
access to your bank or building society account with a debit or credit card
whilst you are abroad. The Nationwide Flexaccount used to allow free
withdrawals in Europe however they now charge a fee so it would be more
economical to draw out larger amounts of cash. The Post Office offer a
free, secure transfer service between your UK account and an overseas
account here http://www2.postoffice.co.uk/finance/making-payments/post-
office-international-payments but you would need to set this up in

8


http://www.masta.org
mailto:accom@uea.ac.uk
mailto:homerun@uea.ac.uk
http://www2.postoffice.co.uk/finance/making-payments/post-office-international-payments
http://www2.postoffice.co.uk/finance/making-payments/post-office-international-payments

advance.

Many students have set up internet banking to manage their accounts
while they are away, and some have given written permission to their bank
for their parents to operate their account on their behalf.

Students receiving a student loan may receive slightly more while abroad.
The loan is generated when you fill in the SLC Liaison form which can be
found at www.uea.ac.uk/acad/po/sbpo/lea/yearabroad

We have been told that it is quite common, especially in the university
residences in France, to be asked to pay the whole year's rent in advance,
usually at the end of August before you leave the UK.

Be warned: overdrafts are illegal in France.

8 SAFETY

Make sure that you are careful and act sensibly throughout your
placement. Be aware of your local surroundings and cultural nuances.
Laws vary from country to country so you should make yourself familiar
with these before your departure. For example many countries in Europe
require you to carry ID with you at all times.

Make sure you are aware of any cultural issues and take care if coming
home late at night. Thought should be given to attire and clothing as
you are likely to be living in an area where conservative dress is
more appropriate than it may be in the UK.

Both men and women should make themselves aware of the host
institutionés security procedures
for the police and emergency services, as well as the host institution's
security service.

9 OTHER ADVICE

NEVER give up the original copy of a document whilst abroad, e.g.
passport, if a photocopy will do, so take photocopies of the relevant pages
and take original documents with you. Documents often have to be
presented to several authorities.

You will be provided with three copies of an attestation/atestado (in French
or Spanish) certifying that your year abroad is compulsory. If you need
further evidence that you are a student at UEA, contact Jane Setford in
HUM/TPO.

We advise that you avoid arriving in your host country on a national
holiday day as offices will be shut.


http://www.uea.ac.uk/acad/po/sbpo/lea/yearabroad

REMEMBER !

It is your responsibility to ensure that all arrangements for your year
abroad are in place. If you are in any doubt about any aspect of your year
abroad, ask one of us before you leave UEA (see list of contacts on page

31).
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FRANCE ‘

1 FORMALITIES

It is advisable to carry your passportandyourc art e d o6withudi an't
you at all times, and if you are driving, your driving licence and
insurance certificate.

2 TRAVEL

Look out for numerous special offers from the SNCF. Returned students
have recommended obtaining a discount railcard and taking advantage of
that . This is called the Carte 12/ 25
available from railway stations or online. This will save you up to 50% on
rail tickets. Details can be found on their website www.12-25-sncf.com/
accueil Look out for local travel cards in towns; Paris has the carte
orange.

A number of airlines operate cheap flights from various airports in Britain
to several French destinations - Ryanair, EasyJet, British Midland and
Flybe, just look on their websites for information. You can find and
compare cheap flights using www.skyscanner.net which is very easy to
use. You should beware of excess baggage charges if flying with budget
airlines.

3 ACCOMMODATION

Please note that it is NOT the responsibility of the School or the
Study Abroad Office to find you accommodation. If you have to find
accommodation yourself (not university residences) in the private sector, it
is recommended to rent directly from private landlords, and not through an
agency. Agencies work on behalf of shareholders and the financial
guarantees asked from foreigners are becoming increasingly heavy (the
necessity of providing a guarantor living in France, returnable deposit of

t wo months rent, a monthés rent in adyv
payment could total three to four times the monthly rent - at least 6

mont hds r ent Weéhavedeen told byadturning students
that some private landlords ask for a French resident as guarantor. It
would be advisable if you intend to try and rent privately to take a letter of
guarantee (in French) from your parents and/or your bank which may help.
At some French universities the Erasmus coordinators have proved to be
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a useful contact when it comes to finding accommodation.

We recommend that you look in the local press (i.e. De Particulier a
Particulier (www.pap.fr), L 6 | mmodici).[There @are various websites
that may help: www.parisetudiant.com/etudes/seloger.php, www.fusac.fr,
www.easycoloc.fr, www.appartager.fr and www.colocation.fr The first two
are specific to Paris, the rest apply to the whole of France. You can visit
www.adele.org and www.cnous.fr for help finding student residences.
Many returned students have commented that you will often have to
provide your own bedding in rented accommodation, but this can be
bought cheaply in local shops.

According to one current Year Abroad student, some of the larger
supermarkets had a display clearly tar
September for 1 Euro per item, which could save you a lot of money.

If you are going to ISIT Paris it should be mentioned that finding
accommodation in Paris is likely to be more difficult than in other areas as
there is intense competition for university residences, studios and flats.
We have been advised that you should try and arrive at the beginning of
September to give yourself at least 3 weeks to search. We understand
that French students may not arrive until mid-September and so getting
there earlier could be to your advantage.

When looking for accommodation:
9 Try to arrive early before university starts to find accommodation and
settle into your surroundings.

1 Bear in mind how far lodgings are from the school/work place/university.
You may prefer to be in town rather than in the countryside. Remember
transport in the country is probably limited or non-existent after 8.30pm,
and perhaps without a 24-hour taxi service. You may consider taking
your own car (if you have one) or a bicycle.

1 If you are viewing a property, take someone with you, or if you really
cannot do this tell somebody where you are going and when you expect
to return.

9 Take appropriate original and photocopied identity documents with you,
including Student Finance letter or Assistantship appointment letter, to
prove you are funded.

9 Check what the rent includes, what is extra and be prepared to pay a
deposit in cash. Get a receipt for any deposit or payment you have had
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to make from the landlord. Warning: check if the charges included
in the rent take account of a contribution towards the taxe
d 6 habi bryaouinight receive a tax bill in your first semester
back at UEA.

1 Do not sign a lease binding you to a lengthy period of residence in case
you want to leave it for something else.

1 If you have to sign a contract make sure you have thoroughly
understood the small print before you sign it.

1 Enquire early if you think you are eligible for housing assistance (aide
au logement) 1 many students have benefited from this. See the
Caisses d'Allocations Familiales (CAF) website: www.caf.fr

4 HEALTH

Be sure to read the section on health and insurance on page 7. Soon after
arriving in France, perhaps when you register at the university, you should
find out what to do in case of a health problem and where to turn for help.
You should take your EHIC card to every medical situation as they will ask
forit. To ensure a full refund of health expenses you might like to
subscribe to a Mutuelle as well. Ask your personal insurers to what extent
and how they will refund you. We have been informed by some year
abroad students that despite having the EHIC they were still liable for
doctordés fees and that you would al so
covered if you receive treatment by a doctor.

You will probably need to visit a doctor at least once during your year
abroad and may even have to be hospitalised. The bills incurred could be
enormous. For this reason, you must be covered by insurance. If you do
have to go to hospital, it will help to take your passport with you if possible.
NB: Insurance in Switzerland is compulsory and must be officially
approved.

Visit www.nhs.uk/healthcarefrance/Pages/healthcarefrance.aspx for
current advice on healthcare in France.

You can also get information from: Centre des Liaisons Européennes et
Internationales de Sécurité Sociale (CLEISS) www.cleiss.fr

NOTE: If you are on regular medication, it is advisable to have a letter
from your doctor stating the drugs and dosage you are on. This is
especially important if you are carrying medication on you when you go
through customs. Doctors can only prescribe a certain amount of
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medication at any one time.

Returning students have advised taking certain basic medicines such as
paracetamol, allergy medicines and your regular medication with you as
they can sometimes be more expensive in France. Toiletries can be
pricier as well.

5 FINANCIAL MATTERS

Some purchases can still be made using a cheque. The cheque guarantee
card does not exist in France so your passport will be required. To open
an account, the bank will require your passport as identification and they
will also require evidence of a permanent address such as a utilities bill or
attestation from your landlord/lady. Overdrafts are illegal and if you
become overdrawn without arrangement or without paying in funds within
30 days, you may receive an interdiction which forbids the operation of a
cheque account for a year.

Money to take with you: Returning students advise taking with you, or
having available, at least £700 if you can, and some suggest up to £1000,
in case you need to pay a deposit on your accommodation; up to two
months rent is very often required in advance. Occasionally Language
Assistants are not paid until December.

Most students open a bank account which is easy to do and necessary to
get an internet service and housing assistance, also for getting paid if you
are working or are a language assistant. Some students manage with just
their UK account, but do find out what charges are made for these
facilities.

For students living in private accommodation,at a x e d 6 hnaightibé at i or
levied if you have been in France from the 1 January of your year abroad.
This is rare, but it has happened and it depends to an extent on your
monthly income. You are under obligation to pay. If the sum seems
high, ask someone in France for advice (eg the administrative service
responsible). You may not receive the bill until after you have left
France.

6 OTHER USEFUL TIPS

Mobile phones: some students have found it useful to run two phones:
their UK one for contacting the UK and also a French one for using locally.

14
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If you are using your UK mobile you should check with your service
provider what the rules are for going abroad. O2 currently run a PAYG
scheme costing £10 per month called 'My Europe Extra' which gives you
cheaper calls home and also doesn't charge you to receive calls.
Vodafone run a 'Passport' service where you pay a flat fee per call then
the usual UK rate. You should of course check up on the latest deals and
offers as these are changing all the time. If you are getting a French
mobile or SIM card some returning students have suggested that SFR are
a good company to use. However again you should make your own
enquiries. Skype is of course free for keeping in touch. We have been
told that credit on French mobile phones does expire after a certain period
so be warned.

Internet: if you are sharing a flat and have to arrange your own internet
connection, it is possible to get packages such as the SFR Neufbox which
at the time of writing costs 031.90
wireless internet and multiple-channel French television and gives
unlimited phone calls to any landline in France, most of Europe and the
USA. You may have to pay a charge to terminate the contract when you
leave, however, so check this out before you sign up to anything.

You might consider joining a 'Facebook' group for the town/city and/or
university you are going to as this might give you some useful contacts for
when you arrive, as well as the Erasmus Student Network (ESN).

7 LANGUAGE COURSES

There are cours d'été all over France during July and August and you
could consider taking one of these before you start your placement. It is a
great way of meeting people and would help you acclimatise to speaking
French and being in France. There is an old directory of these (Répertoire
des centres de formation en France) in the Study Abroad Office, Arts 0.50,
but you can also find it on the internet: www.diplomatie.gouv.fr/fr/. The
costs vary according to the type of course and you would have to bear the
costs yourself.

Students on work placements or teaching assistantships are strongly
recommended to follow language courses at nearby universities or
institutes. Please note that you are responsible for the funding of these
courses.

15
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8 IF ANYTHING GOES WRONG

Remember that if you leave your posting or your university, you will not be
able to complete your degree with French at Honours level.

If anything goes wrong, BEFORE doing anything hasty you should inform
lise Van Der Velden, Year Abroad Organiser for French, or Jane Setford in
HUM/TPO - contact details on page 31. Assistants with complaints about
working conditions that cannot be cleared up either at the school or by the
school inspectorate, should contact us and, if the complaints are really
serious, the British Council. Assistants who leave before completing the
first three months may not be paid for the time spent there. If they have
received their salary, they may be required to pay it back.

16



SPAIN p>

1 FORMALITIES

A useful website is http://ukinspain.fco.gov.uk/en and you can also consult
the book, Studying and Working in Spain i a Student Guide, (2001), by
Michael Newton and Graham Shields, which is in the Study Abroad Office,
Arts 0.50.

All EU citizens planning to reside in Spain for more than three months
should register in person at the Oficina de Extranjeros in their province of
residence or at designated police stations. They will be issued a
Residence Certificate stating their name, address, nationality, identity
number and date of registration. This replaces the old tarjeta de
residencia.

Always carry with you your passport and your student card, and if
you are driving, your driving licence and insurance certificate.

2 ACCOMMODATION

Please note that it is NOT the responsibility of the School or Study
Abroad Office to find you accommodation. Erasmus exchange
students may have been emailed ahead of time by the host university to
ask if you want them to arrange accommodation for you, however there is
usually a fee for this service. Accommodation is generally easy to find
though, so if you don't want to use the university's accommodation
service, book into a hostel for the first few days while you search for a flat.
Returning students say that in most Spanish cities there is a large variety
of accommodation available so you should take your time and view plenty
of flats until you find one that you really like. You would normally expect to
pay up to two months rent in advance as a deposit.

Local agencies can be cheaper than the service offered by the university,
and there are many posters and notices up all around towns and the
universities offering rooms. You may find www.enalquiler.com and
www.easypiso.com useful as well.

Many returned students have commented that you will often have to
provide your own bedding in rented accommodation, but this can be
bought cheaply in local shops.
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1 When looking for accommodation:

1 Try to arrive early before university starts to find accommodation and
settle into your surroundings.

Bear in mind how far lodgings are from the school/work place/university.
If you are viewing a room, take someone with you, or if you really

cannot do this tell somebody where you are going and when you expect
to return.

9 Take appropriate original and photocopied identity documents with you,
including Student Finance letter or Assistantship appointment letter, to
prove you are funded.

1 Check what the rent includes, what is extra and be prepared to pay a
deposit in cash. Get a receipt for any deposit or payment you have had
to make from the landlord.

9 Do not sign a lease binding you to a lengthy period of residence in case
you want to leave it for something else.

9 If you have to sign a contract make sure you have thoroughly
understood the small print before you sign it.

= =

3 TRAVEL

Look out for numerous special offers from RENFE. Returned students
have recommended obtaining a discount travel card and taking advantage
of that. Look out for travel cards in towns/cities for buses and metro.

A number of airlines operate cheap flights from various airports in Britain
to several Spanish destinations - Ryanair, EasyJet, British Midland and
Flybe, just look on their websites for information. You can find and
compare cheap flights using www.skyscanner.net which is very easy to
use. You should beware of excess baggage charges if flying with budget
airlines.

Spanair and Vueling often offer reasonably cheap flights for domestic
travel. Internal train journeys need to be booked in advance as most
operate on a reservation/numbered seat basis. Coach services are also
cheap and also need to be booked in advance to ensure the best prices.
www.alsa.es is one website to use for bus and coach travel.

Students in Castilla La Mancha can obtain a free under 26 Travel Card
which entitles them to 50% off buses and 25% off trains. This can be
obtained from the bank of Castilla La Mancha.

18


http://www.skyscanner.net
http://www.alsa.es

There may be organised activities and trips for Erasmus students which
would be worth getting involved with, often arranged by the Erasmus
Student Network (ESN)

4 HEALTH

Be sure to read the section on health and insurance on Page 7. Soon after
arriving in Spain, perhaps when you register at the university, you should
find out what to do in case of a health problem and where to turn for help.
There may not be a health centre on campus as there is at UEA. If you are
ill or have an accident, tell the doctor or hospital staff that you have an
EHIC, otherwise you will be charged as a private patient. If you need to
go to hospital it would be advisable to take your passport as well as your
EHIC. Please visit this website:
www.nhs.uk/healthcarespain/Pages/healthcarespain.aspx for detailed
information about healthcare in Spain and what to do if you are ill.
Prescriptions in Spain have to be paid for and there are no exemptions,
however there may be a discount for students. You may be able to buy
certain medication, such as mild antibiotics, over the counter in a farmacia
without the need to get a doctords pre
If you are on regular medication it is advisable to have a letter from your
doctor stating the drugs and dosage you are on. This is especially
important if you are carrying medication on you when you go through
customs. Doctors can only prescribe a certain amount of medication at
any one time. Returning students have advised taking certain basic
medicines such as paracetamol, allergy medicines and your regular
medication with you as they can sometimes be more expensive in Spain.

5 FINANCIAL MATTERS

Returning students advise taking with you, or having available, at least
£700 if you can, and some suggest up to £1000, in case you need to pay
a deposit on your accommodation, and you should be prepared for this to
be up to two months rent in advance. You should find it easy to open a
Spanish bank account, and this may be necessary to subscribe to an
internet service, also for getting paid if you are working or a language
assistant. We have provided you with several copies of an atestado
stating that you are a student at UEA obliged to spend a year abroad as
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part of your degree course, which you may have to present to the bank.
You may also need to show proof of your local address such as a utilities
bill.

Some students manage with their UK account but do find out what
charges are made for these facilities. Internet banking is available from
many UK banks and many students have used this to operate their UK
bank accounts from Spain, as you cannot check your balance on a
Spanish ATM.

6 OTHER USEFUL TIPS

Computers and Internet: Note that if you wish to subscribe to an
internet service in your accommodation you will probably need a
Spanish bank account. You might consider joining a Facebook group
for the town/city and university you are going to which will give you
some useful contacts for when you arrive, and also consider joining the
Erasmus Student Network (ESN) if there is one.

Mobile phones: you can buy either a Spanish mobile phone or a
Spanish SIM card to go in your English phone relatively cheaply.
Returning students have said that this will be invaluable help in trying
to find accommodation. If you are using your UK mobile you should
check with your service provider what the rules are for going abroad.
02 currently run a PAYG scheme costing £10 per month called 'My
Europe Extra' which gives you cheaper calls home and also does not
charge you to receive calls. Vodafone run a 'Passport' service where
you pay a flat fee per call then the usual UK rate. You should of course
check up on the latest deals and offers as these are changing all the
time.

Climate: bear in mind that although Spain is a hot country, it can get
cold, and quickly, so remember to take warm clothing.

7 LANGUAGE COURSES

There are summer courses all over Spain and in Latin American countries
during July and August and you could consider taking one of these before
you start your placement. There may be leaflets in the James Platt Centre
and there will be more information on websites. It is a great way of
meeting people and would help you acclimatise to Spanish and being in
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Spain (or Latin America). You would, however, have to bear the costs
yourself.

8 IF ANYTHING GOES WRONG

Remember that if you leave your posting or your university, you will not be
able to complete your degree with Spanish at Honours level.

If anything goes wrong, BEFORE doing anything hasty inform Cristina
Alonso Punter or Jane Setford in HUM/TPO - contact details on page 31.
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MEXICO

1 FORMALITIES

There are strict rules about visas for visiting students in Mexico which may
seem a little worrying but as long as you follow the advice below there is
not likely to be any problem.

According to the laws of the National Institute of Immigration, international
students participating in an academic programme for more than 180 days
must obtain a student visa. This means that if you are going for only one
semester you will not need one.

The International Education Department of your host university will send
your acceptance letter to Sally Ward at UEA, and this is needed to obtain
your student visa. Please verify that the acceptance letter states the
correct dates of your academic programme.

Present your acceptance letter to your nearest Mexican Consulate or
Embassy. You must begin processing your student visa at least a month
prior to your departure. More detailed information of what you need to get
your visa is available on the Mexican Consulate website, and the forms
you need can be downloaded from there -
http://portal.sre.gob.mx/conreinounido/index.php or direct from the Year
Abroad module Blackboard site.

Returned students have advised that you make sure the photos are the
correct size (check the Mexican consulate website for details) and take the
student loans letter as proof of income as well as a letter from your
parents saying they will support you, a photocopy of their passport and
possibly a recent bank statement. You should arrive in London early as
the consulate is only open until early afternoon and there are often
queues. You are given a ticket once all the documentation has been
handed in which you MUST NOT LOSE or they will not return your
passport and visa. You will have to return 2 or 3 days later to collect your
visa and passport. If you do not have a British passport you may need to
allow longer to obtain your visa. Guadalajara University should offer to
sort out all the registration formalities when you arrive.

After arrival at the Mexican airport you will need to present your student
visa and your passport to the customs officer. Do not fill out the tourist
visa that is given to you on the flight, unless you are only staying for one
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semester. Having two types of visa is illegal and the National Institute of
Immigration will fine you. It is your responsibility to ensure that the
customs officer stamps your document with the date of entry.

When you arrive on campus, contact the Immigration Services
Coordinator.

You have 30 days after your arrival in Mexico to register your visa. If you
do not register your visa within 30 days, the National Institute of
Immigration will issue you a fine.

Once you have gathered all the necessary documents, (this includes black
and white passport photos) take them to the Immigration Services
Coordinator (on Avenida Juarez) who will then review your documents and
submit them to the National Institute of Immigration. Registration costs
around £30.

If you need to leave Mexico while your student visa is in the National
Institute of Immigration, you must report to the Immigration Service
Coordinator on campus two weeks prior to your departure. You must
apply for an official document to leave Mexico.

At the end of the academic programme, you must take your student visa
with you. If you do not have it, you will not receive your final transcript of
records.

Always carry with you your passport and your student card. You
need to take with you your FM3 Visa, Passport, Acceptance letter and
atestado from UEA, and a photocopy of all documents.

2 TRAVEL

When flying to Guadalajara you normally have to transfer in North America
then fly on to Mexico. There is an airport in Guadalajara, but there may be
a cheaper option if you fly to Mexico City and then get an internal flight.
For Guadalajara, on arrival at the airport a taxi to the city centre should
cost around 200 pesos. If you come from Mexico City on the bus, you will
arrive at the Central Nueva bus station, and a taxi from there to the city
centre should cost around 100 pesos. The local bus service has plenty of
routes connecting all areas, and there is also a metro service, however
this is more limited. Most of the buses and the metro cost 5 pesos
standard but students can buy transvales with your credential (campus
card) which are half price.

23



3 ACCOMMODATION

Please note that it is NOT the responsibility of the School or Study
Abroad Office to find you accommodation. University accommodation
does not exist in Guadalajara so if you intend to find accommodation in the
private sector, arrive early before the start of semester to give yourself
time. Returned students have recommended initially staying at
Hospedarte (www.hospedartehostel.com) which is in a good location and
is cheap so a good base for flat-hunting.

The Informador is a newspaper that has information on houses/rooms to
rent. There are usually signs posted on doors around the city/university
advertising rooms. Returned students advise avoiding the south east of
Guadalajara, but the colonia centro is a good area to look, and the general
consensus is that finding a place is very easy. You should also be
prepared to live a little differently to what you are used to as
accommodation in Mexico is often basic.

When looking for accommodation:

1 Bear in mind how far lodgings are from the school/work place/university.

9 If you are viewing a room, take someone with you, or if you really
cannot do this tell somebody where you are going and when you expect
to return.

9 Take appropriate original and photocopied identity documents with you.

9 Check what the rent includes, what is extra and be prepared to pay a
deposit in cash. Get a receipt, for any deposit or payment you have had
to make, from the landlord.

9 Do not sign a lease binding you to a lengthy period of residence in case
you want to leave it for something else.

1 If you have to sign a contract make sure you have thoroughly
understood the small print before you sign it.

4 HEALTH

Be sure to read the section on health and insurance on Page 7.
Soon after arriving in Mexico, perhaps when you register at the university,
you should find out what to do in case of a health problem and where to
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turn for help. There may not be a health centre on campus as there is at
UEA.

International Medical Insurance: You must obtain international medical
insurance prior to arrival. Each student will be required to submit a copy
of their insurance policy on arrival. You may have to undertake a medical
prior to leaving the UK to obtain this insurance, and should be prepared to
pay a fee for this. Be sure to leave enough time for your vaccinations (at
least a month) as you will need more than one shot and they have to be a
certain number of weeks apart.

If you are on regular medical medication, it is advisable to have a letter
from your doctor stating the drugs and dosage you are on. This is
especially important if you are carrying medication on you when you go
through customs. Doctors can only prescribe a certain amount of
medication at any one time.

5 FINANCIAL MATTERS

It is fairly easy to open a bank account in Mexico but it would be possible
to operate your UK bank account.

You should check your expiry dates on your debit and credit cards and if
they are likely to expire while you are abroad it would be advisable to
order new ones before you leave for Mexico as getting new ones while
you are away might be more difficult.

You should also consider informing your bank that you are going to be in
Mexico for a year as frequent transactions abroad might lead your bank to
believe that your card is being used fraudulently. Internet banking is of
course very useful for checking your balance as this is not always possible
atan ATM.

6 OTHER USEFUL TIPS

Climate: the climate in Mexico can be very varied, and you will probably
arrive in the rainy season (July-September) when, although the
temperatures are warm, the rain is very heavy indeed, so waterproofs will
be practical. During the winter it gets quite cold, mainly at night, so a coat
or jacket would be advisable.

Outside of the rainy season it can get very hot, but in Guadalajara clothes
such as jeans and t-shirts are appropriate everyday wear for city life. If
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you go travelling the temperatures can change dramatically from place to
place so you need to take clothes for all types of weather.

You should consider buying a strong insect repellent containing DEET
before you leave for Mexico as there are often a lot of mosquitoes
(especially on the coast) and it is more difficult to find a good repellent
once you are there.

Further useful tips: refer to the Mexico Handbook on the Year Abroad
Module Blackboard site under Year Abroad Preparation Documents.

SAFETY:

You should read the travel advice for Mexico on the Foreign Office website
www.fco.gov.uk as they advise against travel to certain areas of Mexico.
Common sense precautions are usually sufficient but students should
under no circumstances enter shanty towns or neighbourhoods locals
advise against. You should not use cash points at night or in empty
streets; you should only withdraw cash when you are with other people.

7 LANGUAGE COURSES

There are summer courses in Latin American countries during July and
August and you could consider taking one of these before you start your
placement. There may be leaflets in the James Platt Centre and there will
be more information on websites. It is a great way of meeting people and
would help you acclimatise to speaking Spanish and being in Latin
America. You would, however, have to bear the costs yourself.

8 IF ANYTHING GOES WRONG

Remember that if you leave your posting or your university, you will not be
able to complete your degree with Spanish at Honours level.

If anything goes wrong, BEFORE doing anything hasty inform Hazel
Marsh or Jane Setford in HUM/TPO - contact details on page 31.
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ACADEMIC AND OTHER UEA RELATED MATTERS

Academic monitoring and accreditation has been dealt with separately and

you have already been given a folder of documentation concerning this

and the documentary research you are required to undertake while

abroad. These will also be available to download from the Year Abroad

module Blackboard site.

Please note that double honours students spending the whole year in the
country of their o6weakerd | anguage are
summer in the country of the other language.

You may find it helpful to gather material while you are abroad for your

dissertation, and the 'Translation Theory and Practice' module.

1 PROJECT or DISSERTATION (double marked)

Those of you who want to write a project or a dissertation in their final year
might like to gather material while they are abroad. Projects and
dissertations form part of the assessment for the language compulsory
modules, i.e. French Oral and Written Composition for French and
Advanced Hispanic Studies for Spanish, and can be based on the
documentary research undertaken abroad or on research on another
topic. If you intend to take one of these modules, you should check the
details, including pre-requisites and restrictions, on
http://www.uea.ac.uk/hum/tpo/hummodulecatalogue

2 TRANSLATION THEORY AND PRACTICE

Another final-year module some of you can opt for is Translation Theory
and Practice. Alain Wolf is the Module Organiser. If you intend to take this
module, you should check the details, including pre-requisites and
restrictions, on http://www.uea.ac.uk/hum/tpo/hummodulecatalogue

for the language you are taking. The primary aim of this module is to
develop the skills and critical thinking required for the production, by the
individual student, of an extended piece of translation work and
commentary. The commentary consists of a theoretical discussion of the
translation process and product, together with specific annotations
illustrating the translation strategy adopted.

Students who opt for this module are encouraged to find suitable material
and work on their translation during the year or semester abroad. Queries
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should be addressed to Alain Wolf. He will also need to approve your
choice of material.

Suggested reading

Munday, Jeremy (2008): Introducing Translation Studies. Theories and
Applications. London: Routledge.

3 FEES AND REIMBURSEMENTS

Fees to UEA

Students spending a year abroad as part of their course may continue to
be liable for fees at UEA while they are abroad. Fees cover the
administration and overheads which can include: guidance and assistance
in the setting up of placements, monitoring and approval of placements,
procedures for accreditation and assessment while the student is abroad
and on completion of the placement, sending out information on module
enrolments for the final year, pastoral and practical advice, access to UEA
online services, and other regular contacts with students abroad.

Tuition fees for students abroad for the academic year 2011-12 will be as
follows:

1 students spending one semester abroad and the other at UEA will pay
tuition fees of £3,375 (UK/EC students) or £10,450 (International
Students).

1 students spending the whole year abroad studying at a non-Erasmus
exchange university (eg Universidad de Guadalajara) pay half fees (UK/
EC students) or one quarter of the annual fees (international students)
and do not receive an Erasmus grant.

1 students spending the whole year abroad as an Erasmus exchange
student, a Language Assistant or on a Work Placement in an EU
country currently do not pay tuition fees to UEA. However International
students will have to pay 25% of their normal tuition fees to UEA, as
only EU students are eligible for the fee waiver.

I students spending one semester on the Erasmus scheme and one at a
non-Erasmus university or on a work/volunteering placement outside of
the EU will have to pay half the annual fee (£1,680)

1 If you have a Student Finance award they will pay the fees as usual.

Double Honours students: those splitting the year abroad should note
that the maximum period abroad which UEA can require (and therefore
which local authorities will agree to fund) is nine months.

28



Maintenance and travel: If you are going as a student and are in receipt
of a Student Finance award, the SLC will continue to pay your
maintenance loan/grant and you may be able to claim travel costs. For
those working abroad, if maintenance is payable it will be at a reduced
rate and the SLC is unlikely to pay travel costs. Self-financing students
will, of course, have to pay all their own maintenance and travel.

Fees to French or Spanish institutions and reimbursement:

You should not have to pay any fees if you are an Erasmus exchange
student.

Non-compulsory courses: Local authorities are not likely to reimburse
an introductory course for assistants as it is not a required part of the year
abroad.

4 MODULE ENROLMENT FOR YOUR FINAL YEAR

While still abroad, you will need to enrol for modules for your final year at
UEA. In March 2012 you will receive information from us by email advising
you of the process for choosing your modules. We advise you to think out
your modules carefully and keep in touch with your Course Director/
Adviser while you are abroad.

5 COMPLAINTS

Any student who has a complaint should, in the first instance, seek to
resolve the matter by taking it up as quickly as possible with the person(s)
who are most directly involved if at all practicable in an informal manner.
This may involve contacting their personal adviser/supervisor, another
member of the academic staff or other appropriate person. These informal
proceedings will not prejudice the formal procedure outlined in the
Academic Complaints Procedures Section of the University Calendar.
Students on validated or accredited programmes at partner institutions
should use the complaints procedures at their place of study.

6 FEEDBACK

At the end of your time abroad the Recruitment Office will send Erasmus
students a feedback form. Erasmus exchange students must fill in one of
these as part of the contractual obligations. Students attending non-
Erasmus universities will be given a different version of this questionnaire
in their pre-departure pack. It is very helpful both to us and to second year
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students preparing for their year abroad to have feedback from you as you
will have acquired considerable experience and knowledge. These forms
will be made available to students.

7 FI NALLY ¢&

Remember to look in this Handbook if you have any queries - the
answer may well be here.

If you lose your campus card, you can obtain another by writing to the
Library Circulation Desk, UEA, Norwich NR4 7TJ, and including a cheque
for £10. If it is stolen, obtain a police note showing that you reported its
loss and send that instead of the cheque.

Jane Setford is in the Study Abroad Office (HUM/TPO, Arts 0.50)
Tuesdays, Thursdays and Fridays.

We will compile a newsletter/blog twice during your year abroad which will
be published on the Year Abroad module Blackboard site. We really do
welcome your comments and advice as well as photos and will include
these if possible. Please send to Jane Setford. We also have a photo
album in the Study Abroad Office and with your permission will put some
of the best photos in it for second year students and applicants to LCS to
have a look at.

The Universityds Administration Servic
If there are any changes to any of the contact details in this handbook, you
will be notified by email.

Please note that you are REQUIRED to keep us informed of
your address while you are abroad. Please do not forget to
update your records on the Student Portal.
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CONTACTS AT

UEA

NB Area code for Norwich is 01603, so to phone anyone below from abroad dial

+44 1603

éé.

Year Abroad Matters

Jane Setford

General enquiries,

Tel: 592742 Tuesday,

HUM/TPO helpline Thursday, Friday
Arts A0.50 Receipt of academic | j.setford@uea.ac.uk
monitoring paperwork
FRANCE llse Van Der Year abroad Tel: 593621
Year abroad matters | Velden organiser for France |i.van-der-

and emergencies

(4-year course)

velden@uea.ac.uk

SPAIN Cristina Alonso Year abroad tel: 593369
Year abroad matters | Punter organiser for Spain c.punter@uea.ac.uk
and emergencies Hazel Marsh Year abroad organiser | tel: 592151

for Latin America hazel.marsh@uea.ac.uk
Enrolments for final HUM/TPO You will be emailed in

year

March with details

Course content,
academic matters

Your advisor

(enter name here)

(enter phone/email
here)

Recruitment Office

Clementine Jones/
Gaby Wood
Erasmus
Coordinator

Arranges payment of
Erasmus grants

tel: 593967
Erasmus@uea.ac.uk

LEA Liaison LEA Liaison Emma Lisette tel: 592769
Officer lea.liaison@uea.ac.uk
Loans Financial Aid Dean of Students tel: 593184/593290
Office k.menzies@uea.ac.uk
j.narayan@uea.ac.uk
Lost campus cards Library Circulation | Send cheque for £10 | tel: 592419
Desk and address
Accommodation at Home Run List of housing email:

UEA

(Student s
Housing Office)
UEA
Accommodation
Office

@vailable irspring

homerun@uea.ac.uk

accom@uea.ac.uk
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