GENERAL TERMS AND CONDITIONS

STUDY AND WORK PROGRAM
These are the terms and Conditions for the Study & Work Program. A signed copy must be sent together with the enrolment documents. This document contains important information regarding the Job Program. The participant confirms to have read carefully the following terms and conditions before starting the Job Program and that has fully understood them and agree to abide to and respect these throughout the length of the Program.
THE PROGRAM

Applicants for this program will live the opportunity to have a job experience in Spain within the hospitality industry, live independently in a foreign country, improve their Spanish skills and develop their personality.

OBJECTIVES:

o Grow up personally

o Understand your motivations

o Discover different cultures and way of life, the Spanish way!

o Work, travel and have fun

o Improve your CV for your future
REQUIREMENTS

- The Job Program is addressed to Young People from the EU, Switzerland, Iceland and Norway aged 20 up to 30.

- Minimum stay is 3 months of work experience.

- The applicants must have good Spanish skills (intermediate to high level depending on destination) compromise to take during 2 or 4 weeks (depending on the level) a Spanish Language Course (20 lessons per week).

- Previous work experiences are an advantage but not mandatory.

- Good appearance required. We cannot accept candidates with visible piercings and tattoos or men with long hair.

- The participants must be open minded and show respect for a different culture.

- They should be committed to improve their Spanish Language skills through their Job Program.

- The participants entrust to respect local civil law, customs and culture and declare hereby to be personally responsible for the consequences of any misconduct, their actions and/or behaviour. they must comply with the internal regulations of the contracting company
APPLICANTS SHOULD KNOW

- The Study & Work Program is not a holiday program; participants are coming to Spain to have a work experience.

Participants must be ready and motivated to work.

- Work within hospitality industry is fun, interesting but there will be hard periods in which participants must put an extra effort to make sure that their experience becomes successful.

- The placement area is Malaga Province

- The participants should not book the air ticket until has received confirmation of acceptance to the program. The participant should arrive when is required to do so. Changes of the date of arrival by the participant might provoke missing the offer/interview assigned, and we cannot guarantee another offer.

- Jobs will be different from one to another participant, and salaries will also be different from one job to another.

- The job placement / interview proposed will depend directly on participants personal skills level of Spanish and jobs

available. They must be open to work anywhere from Fast food restaurants, to work as kitchen assistant helping on the general cleaning of the Restaurant or to work as a waiter. The objectives are to improve their Spanish and to have a work experience in a foreign country “no matter what type of job they develop”.

- The participants have to be flexible and have flexible timetable, as may have split, continuous or rotating shifts.

- Participants should bring around 1.000 €, as they will have to pay for the expenses, accommodation, caution deposit (If they require accommodation), food, etc, before they get their first pay check (it depends on the length of the language course and their level of Spanish when they will be able to start work)

- Spain is a prime tourist destination, so participants should be aware that they might work with other participants from different nationalities and lots of clients might be from different countries.

- Participants should be aware that this is not a money making experience.

- Spain is different from their home countries and they should not compare it.

- To avoid misunderstandings, participants must be aware that travelling or holidays is not an excuse for leaving the job before ending the compromise with the employer. If participants want to travel, they should be aware that travelling will be done after they fulfil the compromise with the employer.

- Our recommendation is to prepare the trip to Spain before departure.

APPLICATIONS AND DEADLINES

We advise the participants to apply as soon as possible to get the more opportunities.

Applications out of deadline will also be accepted upon request.

START WORK DATE

Keep in mind that the course begins2 or 4 weeks before (depends on your Spanish level)

REGISTRATION DEADLINE

01-15 MAY Before

01-05 JUNE Before

JUNE Before

REGISTRATION

To make sure that we receive all the documents for the application, checklist enclosed:

o Spanish test level

o Letter of presentation

o Enrolment Form from IA&LA Group

o CV – Spanish or English

o Passport picture and one full size picture

o Medical certificate

o 2 letter of reference

o Terms and conditions signed

Necessary to bring original passport to Spain

JOB PLACEMENTS

Upon receipt of all the documents we will start searching for your job interview or job placement will be confirmed before arrival to Spain.
Interviews

We pre-arrange the job interviews. All placements are vetted/checked for suitability. IA&LA Group visits regularly every placement provider to examine the condition of the working areas. The interviews are pre-arranged, prior to the departure of the applicant from his home country. If they have had previous training or experience they are more likely to be offered an appropriate placement for their skills and experience. Sometimes pre-arranged interviews, might be cancelled, modified or replaced. We cannot be held responsible for any changes in the planning of job interview meetings however we will find. 

Contractual conditions

The contractual employment conditions will be among the participant and the employer. IA&LA Group is not a job agency. IA&LA Group will not find another job if participants are fired. IA&LA Group will always assist when the participants might loose the job for non-valid reasons given by the Employer.

Participants must accomplish with their contractual commitments with the Employers. In the event the participant decides to leave the job without a justifiable and major reason, we will have the right to expel the participant from the Program. Any participant wishing to leave an employment must give at least 15 days termination notice to the employer. We will have no obligation to find a second job opportunity loosing the participant his deposit, and has to leave the lodgement. We reserve all rights to expel from the Program any participant who has been dismissed by a co-operating placement provider for serious misconduct at work. In this event the participant will have no rights to claim whatsoever from us or our Agents. We cannot be held responsible in the event that none of our co-operating placement providers accept to employ a participant.

Obtaining a Job depends directly of the participant’s personal qualifications, on the market’s employment offer, as well as on the private interview between the participant and the employer.
Working with friends

We do our best to fit in with any requests students have, but we cannot guarantee, that couples or friends will have placements together. We cannot guarantee that the applicants will have the specific job that they want, as it depends on the placement providers needs at that time.
Working hours

The hours of work, are also dependent on the placement providers needs. We cannot guarantee full time hours. The hours of work are decided by your placement provider, not IA&LA Group. Split shifts are common in hospitality industry, and this involves working during the morning period, a long break in the afternoon and then another shift in the evening. Applicants may work very long hours, and may be asked to stay longer than they are originally told.
Type of work Participants should be aware that during the placement they may be asked to do a number of different tasks. They might change around and perform a variety of duties. It is not usually possible to tell them what they will be doing before arrival. The tasks will depend on firstly the placement needs, the attitude / aptitude and the placement providers requirements at the time of the placement. They should be prepared to do any task asked by the placement providers. Examples of duties they may be expected International Au Pairs & Language Abroad Group

to perform are: Waiting on table, Clearing and laying tables, Washing plates / pots / pans, Kitchen assistant, Porter, Serve on a bar, Serve on a counter or a till, Housekeeping, Linen porter / laundry, General cleaning duties. 

Payment terms

In Spain most employers pay once a month. In most cases participants will be paid straight into a bank account. To open a bank account we will give assistance. In some cases they may be paid by cheque, or cash.

Complaints and problems at work

Participants should try to resolve any issue themselves in a mature adult way, it will make them feel better and give them a better all round experience. If they have a complaint, problem or any issue about any aspect of the work, they must please speak to the manager. If a participant has spoken with the manager and the problems still exist, then IA&LA Group will try to help them resolve the issues.
TRAVEL ARRANGEMENTS

Travel arrangements should not be made prior of an offer confirmation. We will be not held responsible for any expenses if arrangements have been made without confirmation from us.
ASSISTANCE

IA&LA Group services provide:

- Confirmed job interview before arrival

- Insurance for 3 months included (for a longer stay obligation to extend)

- Full package of information before arrival, including handbook with useful information

- Personal contact and guaranteed service for all of our participants.

- Organize events to facilitate contact between participants of the Study & Work Program

- 24 hrs assistance on our hot emergency line

- Free internet access and WIFI in our offices

- Postal mail collection service in our offices

- Excursion booking (to pay at school)
ACCOMMODATION

If accommodation has been requested:

Accommodation will be booked prior to arrival and this will be for the whole length of the stay

During the course you can choose family or flat 
When we receive your placement we will let you know your accommodation
THE HOMESTAY

The host family will host the applicant as a member of the family and will help them to improve their Spanish

Board

Prior to the student's arrival the family established the system of contracted meals (Breakfast, half board or full board). If the applicant has a special diet by religion, digestive problems or other reasons will be respected by the family.

The participant always let the host family know if is going to be late for meals. Do not expect the host family to provide meals at different times from everyone else.

The applicant does not take food and drinks from the kitchen without permission

At meals time, the applicant does not waste food. They have to tell their family they like and dislikes so that they know what meals to give them. Do not expect to eat as you do in your own country.
Washing Clothes

Applicant's personal clothing is washed once a week without charge.
Bed linen and towels

The family will provide the applicant with bedding and linen to be washed once a week.
Cleaning the accommodation

The family will take care of cleaning the house, anyway the applicant will keep the bedroom tidy and always switch lights, heaters and any electrical equipment off when is not in the room. They have to use the wardrobes and keep the luggage neat and tidy.

The applicant has to leave the bathroom clean after using it. The family rules about when they can shower/times, etc… one shower a day should be sufficient.
Conduct rules

The applicant has to talk to the host family about anything they are unsure of. They have to try to be friendly, sensitive and cooperative

The participant doesn’t take any friends into the house without permission

It is forbidden to smoke in the host’s home or in any indoor public places as this is illegal.

The applicant has to say “please” and “thank you” if asking for something or receiving something, close or lock all doors properly when coming in or going out of the home, if comes in late make sure they don’t disturb anybody.
The telephone

Do not use the host’s telephone. The family allow to call but asking permission first.
Damage Deposit

There is a damage deposit of 150 € (it has to be paid at school the day of arrival). It will be reimbursed upon departure if no damages in the host family.

THE APARTMENTS

The facilities & equipment vary from one accommodation to another; all the apartments are shared with other participants. The apartments will feature 2/ 3 or 4 bedrooms, two bathrooms, terrace in most of the apartments, fully furnished, living room, kitchen. Each bedroom will have two beds or three (triple) in case that the size of the apartment permits it.
Board

This is self-catering (buy & prepare your own food). There will be many shops in the area; some can be open from early morning till late in the evening.

Cooking facilities

The accommodation offers a shared kitchen including stove, cooker, refrigerator, eating and food preparation area and sink for washing-up; 

Bathroom facilities

Some have showers or baths or both. The students are expected to share these facilities and keep then clean.
Washing Clothes

Most accommodation providers have washing machine available at the accommodation alternatively a launderette is nearby.
Bed linen and towels

Accommodation is supplied with towels and bed cloth; participants can either bring their own or buy them upon arrival.
Cleaning the accommodation (ones a week service cleaning of common areas)

Students are responsible for the cleanliness of the accommodation they live in, this includes a shared responsibility for the bathroom, kitchen and common areas.
Guests in the apartments

Friends or relatives cannot be invited to overnight in the apartment for any period of time without our consent. If a student invites a guest overnight without informing the Accommodation officer, can loose the damage deposit. They are sharing the apartment with other participants of the program and could disturb them.

Guests can be accepted to stay in the apartment for an agreed period of time, if there are beds available in the apartment and at a cost of Euro 35 per night.
Damage Deposit

There is a damage deposit of 150 €. Participants should pay the deposit when they receive the keys to the apartment in which they will be accommodated; In the event of loosing the keys we will charge 50 EUROS to get new set of keys. 

Deposit back

The damage guarantee deposit is refundable at the end of your accommodation agreement except 20 EUROS for cleaning after each participant departure; any damages made to the apartment will be deducted from the deposit.

In order to retrieve your deposit, you should leave the accommodation tidy, and with no damage.

All participants accommodated in the same apartment will be held jointly responsible for damages made to the apartment and or its content, unless the person responsible for the damage informs the accommodation officer. There will be no refunds for those nights you might have cancelled during the last month of your rental agreement
Accommodation Agreement

You will be requested to sign an accommodation agreement upon arrival to your accommodation. 

Rent

Rent for the following months of your stay is payable in advance and this prior to the 5th day of the month you are paying for.

Rent is payable personally to the accommodation officer that will collect the money in your apartment. If the student does not paid the rent on the 5 days of the month they have to leave the apartment.
Rent Includes

Rental rates include water and electricity costs, community charges and maintenance service. If the cooking facilities in the apartment are with gas, the participants will be responsible for ordering and paying their gas supply. We will inform you how to contact gas suppliers or we will offer a service taking the gas bottle to the apartment, extra cost 20 €
Pets

No pets are allowed in the apartments 

Community rules and behaviours in the apartments

All the students have to respect the rules of the community of owners of the apartment and the common areas of the apartments in which they are accommodated. Students must follow a respectful behaviour with roommates, tolerance and good manners. Any student that show any form of aggression or bad behaviour will be expelled from the program
Leave accommodation

If the participants wish to change their accommodation, they must inform IA&LA Group. 

Location of accommodation

We do our best to accommodate students as close to transportation facilities as possible.

PAYMENTS

The Fee: The program and accommodation fee (if requested) should be paid as follows:

100% 2 weeks before arrival to Spain
Deposit: The first day at school
CANCELLATION FEE

From 2 weeks before arrival date : No refund

Before this 2 weeks 150€ : During the work and leaving before 150€ (deposit)
LIABILITIES

CODE OF CONDUCT

IA&LA Group reserves the right to withdraw confirmation of enrolment and expel a student for unsatisfactory work, attendance, or misconduct during the period of the course programme. No refund of fees is payable should a student be expelled or programme terminated.
FORCE MAJEURE

It is a condition precedent to the enrolment that neither IA&LA Group nor its Agents will be liable in any respect should it become necessary to withdraw a service as a result of industrial dispute or causes beyond the control of IA&LA Group. We are not liable for any loss or damage caused as a result of ‘Force Majeure’ such as strikes, war, riots, floods, or any other circumstances beyond our control
STUDENTS / PARTICIPANTS

The company reserves all rights to expel an applicant/participant who does not abide to the terms and conditions in this document and this at any time during the program. The expelled participant accepts and agrees to have no claims whatsoever against the company.

We will not be held liable for any expenses or inconveniences caused to any participant who has been expelled from a course, a job, the apartment as a result of unreasonable or unsociable behaviour.

The participant must indemnify us and keep the company fully and effectively indemnified against any loss or damage to any property, injury or death of any person caused by his/her negligent act, omission or wilful misconduct.

We may terminate the contract if a participant fails to demonstrate reasonable standards of conduct and expel such a person from the program and the accommodation without any rights to claims.
INSURANCE

Insurance for 3 months included. For a longer stay the applicant is obligate to extend it.
ARBITRATION

IA&LA Group may act as arbitrators in the event of a dispute but it must be understood that IA&LA Group and its Agents cannot be held responsible for any disputes in work placement. It must be noted that IA&LA Group will only investigate complaints that are notified to it in writing by the participant concerned whilst still on the programme.
LEGAL INTERPRETATION

Interpretation of these conditions will be made according to the Laws of Spain.
DECLARATION

I declare that I have read and fully understood this document and accept to adhere to the Job Program and that I agree with them.
Name Date of Birth Passport Number
Signature

Please sign and send us the full copy together with the application form.
