Step By Step Guide
to study abroad
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Introduction
Congratulations! You have been allocated a study abroad place at one of Hanze’s partner universities!
In this guide you can find important information about the steps you need to take to successfully register with the partner
university. Please read all the information carefully and make sure you stick to the application deadline.

Who will help you?

School/Institute = your international coordinator or
supervisor
What can they do for you?
•	Give you advice about courses
•	Approve your courses
•	Sign your learning agreement
•	Sign your Erasmus+ grant application (learning
agreement)
•	Validate your transcript of records (grade list)
•	Write you a reference letter/recommendation letter
•	Write you a language statement (proof of your language
level)

The following offices will help you with your study abroad
preparations:
Team Exchange
Website: www.hanze.nl/studiebuitenland and
www.hanze.nl/studyabroad
Each School/Institute has their own contact person
(see below).
What will we do for you?
•	We send a nomination email to the partner university to
let them know you want to apply
•	We inform you about the application procedure
•	We give you practical information about a study abroad

STAD = Student administration
Email: studentadministration@org.hanze.nl
What can they do for you?
•	Issue a certificate of enrolment
•	Sign your OV vergoeding
•	Sign your Bafog form

TIM = Team Internationale Mobiliteit
Email: erasmusstudy@org.hanze.nl
Website: www.hanze.nl/erasmusbeurs and
www.hanze.nl/erasmusgrant
What can they do for you?
•	Answer your questions about the Erasmus+ grant
•	Process your Erasmus+ grant application

Questions? “We are here for you!”
Jessica Gerdes
•	Institute for Life Science & Technology
•	Prince Claus Conservatoire
•	School of Fine Arts
•	School of Health Care Studies
•	School of Nursing
•	School of Social Studies
•	School for Business, Marketing and Finance
•	School of Business Management
Email: j.m.gerdes@pl.hanze.nl
Phone: +31(0)50 595 3783
Working days: Monday - Friday

Team Exchange
Questions? Please contact your contact person:
•	By email
•	By telephone
•	Schedule a chat through MS Bookings
Each School has their own contact person at
Team Exchange:
Satish Girdhari
•	Institute of Engineering
•	School of Communcation, Media & IT
Email: s.r.girdhari@pl.hanze.nl
Phone: +31(0)50 595 5285
Working days: Monday - Friday

Adriana Grimme
•	Institute of Future Environments
•	School of Sport Studies
•	School of Law
•	School of Education
Email: a.grimme@pl.hanze.nl
Phone: +31(0)50 595 2491
Working days: Tuesday & Thursday

Ivonne Weidgraaf
•	International Business School
Email: i.m.weidgraaf@pl.hanze.nl
Phone: +31 (0)50 595 1325
Working days: Monday, Tuesday, Thursday, Friday
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Timeline Study Abroad
The schedule below indicates what to do and expect next. Note that this is a general outline. In some (unforeseen)
circumstances (e.g. early partner deadline) your schedule might differ.
When are you going abroad?
S1 = Semester 1/Autumn semester
S2 = Semester 2/Spring semester
S1: June-July / S2: November-December:
Letter of acceptance
Once the partner university has received and checked your
documents, they will issue you with a letter of acceptance.
Team Exchange will send you Check List 2 to help you
with the final steps.

S1: March-April / S2: September-October:
Nomination
Team Exchange will nominate you with the partner
university that has been allocated to you. We do this in
order of partner deadline. Once you have been nominated
you will receive application details from Team Exchange or
the partner university.

S1: Before 15 June / S2: 1 December:
Erasmus+ grant
You will receive a message from us when you can apply
for an Erasmus+ grant. Our colleagues at TIM will help you
with the application procedure, process your application
and answer all your questions.
website: www.hanze.nl/erasmusgrant / 			
www.hanze.nl/erasmusbeurs
email: erasmusstudy@org.hanze.nl

S1: March – May / S2: September – October:
Apply before the deadline!
Follow the instructions you receive from Team Exchange
and/or the partner university. Read all the information
carefully and refer to Check List 1. Here you can find an
explanation of the documents you might need and how to
acquire them.
Please make sure you start in time and that you do not
miss the application deadline. An application is not done
within one day so do not underestimate it. If you have
problems obtaining certain documents, please contact
Team Exchange asap so we can help you.

S1: June/ S2: December:
Pre-departure session
A fun and informative session about culture shock.
You will receive an invitation for this session from Team
Exchange.
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Things to consider
LEARNING AGREEMENT

Some partners send your acceptance package directly to
the address you fill out on your application form. Therefore,
make sure that address is the correct address, but also a
safe address, so it will not get lost. If the partner university
sends the documentation directly to us, we will notify you
as soon as we receive it.
We strongly advise you to wait with the booking of any
flights until you have been accepted or have arranged your
visa.

Some partners will ask you to fill out a Learning Agreement
with your application. On this document you fill out the
courses you wish to follow. The document has to be
approved and signed by the international coordinator/
supervisor of your school. Some partners have their
courses available during the application process, others will
inform you once you are accepted. Note that the courses
you choose are provisional and subject to changes.

VISA

Team Exchange cannot advise you what courses to take.
If you have any questions about courses, your coordinator/
supervisor of your school is the person to talk to.
Note that when you apply for an Erasmus+ grant, you will
need to use the Hanze Erasmus+ online application
form : (Part 1). The learning agreement from the partner
university is not a valid registration. For more information
on how to apply for an Erasmus+ grant, see page 6 of this
brochure.

Always check if you need a (student) visa for your study
abroad. Some partners help you organise a visa. It is your
own responsibility to arrange the correct travel documents
and to make sure that you get your visa in time. If the
partner does not arrange your visa, you have to do this
yourself. Contact the nearest embassy or consulate of the
country you are travelling to for more information.
Visa information is often provided in the application email
that is send to you by Team Exchange.

LANGUAGE PROFICIENCY

In order to apply for your visa you will need a document
stating that the partner accepts you as an exchange
student. Mostly, this is called a ‘Letter of Acceptance’,
a Certificate of Admission, a ‘Letter of Approval’ or an
‘Offer of Place’. We urge you to apply for your visa as
soon as you receive this letter!

Some students need to provide proof of their language
skills. Some native English speaking countries require such
proof. Team Exchange or the partner will inform you what
proof is accepted. This can be a TOEFL or IETLS test or a
confirmation of your language skills (see below).

TOEFL or IELTS
Non EU students

You will need to arrange a TOEFL or IELTS test yourself.
For widely accepted English tests, go to www.toefl.org or
www.ielts.org. If you have already completed a TOEFL or
IELTS test in the past, you can email a copy of your test
scores to your contact person at Team Exchange. We will
then ask the partner university whether this document is
sufficient.

Due to new rules and regulations, you might be able to
study with your Dutch permit in one of the EU countries.
You need to check this with the partner university and the
embassy of the country you are going to. If you are able
to study abroad with your Dutch permit, please make sure
you inform Hanze’s Team Immigration so they can change
your status: immigration@org.hanze.nl. Also make sure that
your Dutch residence permit is still valid upon your return
to The Netherlands.

English/German/French/Spanish proficiency letter
Some partners also accept a letter certifying that your
language skills are sufficient to follow classes, study and
take exams in the language you are going to study in. If this
is the case, we will let you know. You can request such a
letter from the coordinator/supervisor of your school.

FINANCIAL GUARANTEE
Some of our partners (especially from the USA) will ask for
a financial guarantee for visa purposes. You will have to
provide proof that you have sufficient financial means to
study abroad for a semester. Without this, your application
cannot be processed by the partner. Proof could be a
statement letter in English from your bank confirming that
you have the correct amount in your own or your sponsor’s
(family/friend) bank account. The exact amount and the
kind of proof that will be accepted by the partner will be
mentioned in your application email you receive from us.

Some Spanish partner universities expect you to have a
certain level of Spanish proficiency and sometimes the
offer of English courses is limited. Make sure to check this
before you apply.

Acceptance Letter
Once you have submitted your application, the partner
university will review your documents.
If you need to correct anything, the partner or Team
Exchange will let you know.
If your application is complete the partner university will
send you or Team Exchange an acceptance letter.

BOOKING FLIGHTS
We advise you to wait with the booking of any flights
until you have received your letter of acceptance and
have arranged your visa (if applicable). With your letter of
acceptance you will also find the exact dates you need to
attend.
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HEALTH

Am I insured via Hanze UAS?

Travel vaccinations

For a study abroad you are not insured by Hanze UAS. For
an internship abroad you are insured whilst working at your
internship company.

In a different country you may be vulnerable to diseases
we do not have in the Netherlands. It might be that you
need vaccinations before your departure. You can check
this by contacting the Health Services in Groningen: GGD
Groningen or the Travel Doctor. On their website you can
find what medical advice they give for the country you are
going to.
On their website, you can also make an appointment for
advice and vaccinations. Start this procedure at least two
months before departure.

European Health Insurance Card (EHIC)
Dutch students (or students with a Dutch basic health
insurance)
The EHIC entitles you to reimbursement of the costs for
emergency medical care during a temporary stay in other
EU/EEA countries and Switzerland. The reimbursement
of medical expenses is calculated according to the Dutch
standards for a health insurance package and insurance
rates. This means that it is possible that part of the medical
expenses are not reimbursed if they don’t fall under the
Dutch health insurance package, or when the costs of
medical care are higher than they are in the Netherlands.

Medical costs
In certain countries you need to pay for your medication/
treatments straight away. Make sure that you bring
enough cash if you visit a doctor or pharmacy. Keep the
receipts as you may be able to declare the costs with your
insurance company.

Important: check on the back of your EHIC card whether
your card is still valid!

Medication
EHIC is not an alternative to travel insurance. Even
though you might have an EHIC, it is still very important
that you obtain a proper travel insurance. The card does
not cover any additional costs like loss of personal items,
transportation home or additional accommodation costs.
Additional medical expenses (above the prevailing rate in
your home country) are not covered either. If you want these
expenses covered, you need to take out a supplementary
health care insurance. If you do not have travel insurance
or liability insurance, we strongly advise you to get this.

If you are using medication, talk to your doctor. You can
receive an official letter in various languages stating what
medication you are using. Also check with your doctor
or pharmacy what the name of your medication is in the
foreign language of the country that you are going to.

IMPORTANT: INSURANCE
Check if you have the right insurance coverage for your
time abroad and always inform your insurance company
that you are going abroad. You can also ask them to
issue you a certificate in English confirming that you are
adequately insured during your time abroad.

Students from EU countries
Please check the coverage for healthcare with your
insurance company in your home country and make sure
that you are sufficiently insured or use the AON quick scan
to check your current insurance situation.

Type of insurances
If you are going abroad, always take out the following
insurances:
•
(Additional) medical insurance
•
Travel insurance
•
Liability insurance

Students from non EU countries
Students who have taken out AON student insurance
through Hanze UAS are covered by AON. Please check the
policy at the AON website or use the AON quick scan to
check your current insurance situation.

Important: check with your current insurance company
if you are sufficiently covered during your time abroad. In
most cases it is advisable to take out additional medical
cover.

HOUSING
Always make sure you start in time to search for
accommodation. Housing options vary per partner. A
number of partners will offer (or obligate) you to take
out housing on-campus. Others offer housing options
off campus and some of you will have to arrange
accommodation yourself. Either way, almost every partner
will assist you in the process or will be able to advise you
on how to find suitable accommodation.

AON Student Insurance
For a quote check out AON. Of course, you can also ask
your current insurance company for additional cover or
any other insurance company. AON also offers all outgoing
students a quick scan to check your current insurance
situation and if you need additional coverage.

Dutch Basic Health Insurance
Some partners already include accommodation options
on their website. Others inform students after acceptance.
When you receive the information/forms, apply for
accommodation as soon as possible because often there
is limited housing available.

Check the Nuffic page whether your Dutch Basic Health
Insurance is still valid. If you are planning to have a part
time job during your study abroad or an internship abroad,
please note that your current health insurance may be no
longer valid! For more information, see the Nuffic website.

Housing Anywhere also offers the possibility to look for a
room in the city you are going to.
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Practical information
GRANTS

BANKING

If you are going to study at one of our Erasmus+ partners,
you can apply for an Erasmus+ grant. The Erasmus+
grant is meant as a contribution towards the extra
costs you have while studying abroad. You can find
more information at www.hanze.nl/erasmusgrant and
www.hanze.nl/erasmusbeurs. Note that you need to log in
before the link works.

With your Dutch debit card (bank card) you are able to use
ATM machines in most countries.
However, always ask your bank if you can use your debit
card in the country that you are going to. In addition,
enquire whether there is an extra charge for drawing out
money abroad. Check with your bank what their policy is
and, if necessary, do not forget to change the settings of
your card.

Erasmus+ grant for study

Authorisation

Start in Time! Make sure you read the instructions
on the website (including FAQ’s) before you start your
application. If you have problems with your application it is
important that you contact the Erasmus+ Administrator at
erasmusstudy@org.hanze.nl asap, but certainly before the
deadline! The deadline is mentioned on the website.

We advise you to authorise someone at home to take care
of your banking whilst you are away. If you ever mislay your
debit card, there is at least someone at home who can
apply for a new bankcard on your behalf.

Credit card
L.A. Buma grant

A credit card might come in handy too. For instance, if you
want to rent a car (check whether you need an international
driver’s license at the ANWB!) or for booking travel.

The L.A. Buma foundation offers a scholarship for higher
education students with Friesian parents. To apply for the
grant, you need to write a letter to L.A. Buma Stichting, dhr.
F. Kuipers, De Marke 29, 7933 RA Pesse. We advise you
to do this as soon as possible so you will not miss out, as
there is limited funding available.

SUBLETTING YOUR ROOM
You can use the housing platform HousingAnywhere
to sublet your room. This website is free to use and it
operates on a student-to-student basis. Please check with
your landlord whether you are allowed to sublet.
Note: Subletting your room or renting a room is at your
own risk.

Other grants
If you are not eligible to apply for the Erasmus+ grant, your
grant possibilities are limited. However, you can check
www.beursopener.nl to see if there is a grant available
for you.

CHANGE OF ADDRESS
It is important to always inform authorities of your new
address in case they need to send post to you. However,
do not de-register at city hall. Inform them about your new
postal address instead (friends, family).

DUO
If you receive ‘studiefinanciering’ of the Dutch Government
you can get an OV refund for every month you are abroad
for studies. You can find the details and the form on the
DUO website.
The form needs to be signed and stamped by the Student
Administration. On occasions, DUO also requests a
statement. You can get this at your school.

LANGUAGE PREPARATION
Options if you would like to improve your language skills:
Hanze Language Centre for students who wish to study
one or more languages. You can contact
talen@org.hanze.nl for more information.
- Language Centre at RUG (Rijksuniversiteit Groningen).
- Language Exchange Programme at Erasmus Student
Network (ESN) Groningen. ESN can link you to a
foreign student to practice a language.
- DuoLingo: download the free app

-
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EMERGENCIES ABROAD
Be prepared! Political unrest, natural disasters, accidents,
terrorist attacks, a pandemic ….it can happen that there is
an incident in the country where you are going to.
Or something happens when you have started your study
abroad. Therefore, regularly check the travel advice of the
Ministerie van Buitenlandse Zaken (Ministry of Foreign
Affairs). You can the find travel advice per country (only in
Dutch).

NEGATIVE TRAVEL ADVICE
Hanze UAS follows the advice from the Ministerie van
Buitenlandse Zaken (Ministry of Foreign Affairs). In case of
a negative travel advice or in case of calamities, you should
always consult your School for advice.
•
Code green or yellow: you are allowed to travel to the
country.
•
Code orange due to COVID-19: you are allowed to
travel to the country.
•
Code orange: you are not allowed to travel abroad.
If you are already abroad, you will need to return home
asap.
•
Code red: you are not allowed to travel abroad. If you
are already abroad, you will need to return home asap.

Register your contact details in Osiris!
It is important that you inform Hanze about your address
abroad, how to contact you and who to contact in an
emergency. Therefore, make sure that you register your
details in Osiris (tab ‘buitenland’ or ‘stay abroad’).
Keep up to date with travel advice: download the 24/7
travel app and register yourself with the ambassy at
Nederland Wereldwijd (in Dutch) before you travel abroad.
Wijs op reis / travel smart:
https://www.netherlandsworldwide.nl/
More information about the coronavirus
Current situation at Hanze: hanze.nl/coronavirus
(change language to ‘English’).
Current situation in The Netherlands: rivm.nl/en
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Useful websites and tips
Website Team Exchange
www.hanze.nl/studiebuitenland or www.hanze.nl/studyabroad
Erasmus+ grant (and other Hanze grants)
www.hanze.nl/erasmusbeurs or www.hanze.nl/erasmusgrant
Grants and Scholarships
www.beursopener.nl
Nuffic Wil Weg
www.wilweg.nl
Wereldwijdestudenten (NWS)
wereldwijdestudenten.nl
Joho
www.joho.org.nl
DUO
OV Vergoeding: duo.nl/particulier/ov-vergoeding-buitenland.jsp
Government Website
www.nederlandwereldwijd.nl/ or www.netherlandsworldwide.nl/
Erasmus Student Network (ESN)
www.esn.org
International Student Identity Card (ISIC)
www.isic.org
Sublet your room
Housing Anywhere
Travel vaccinations
ggd.groningen.nl/gezond-op-reis or www.traveldoctor.nl/
European Health Insurance Card
www.hetcak.nl/regelingen/buitenland/ehic-van-het-cak/wat-is-een-ehic
Travel advice per country
www.nederlandwereldwijd.nl/reizen/reisadviezen (in Dutch only)
24/7 BZ Travel App
https://informatieservice.nederlandwereldwijd.nl/
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“We are here
for you!”
Our office will help you along the way.
Please read all information carefully and stick to the
application deadline.
Don’t hesitate to contact us should you have any
questions or problems. We are happy to help.
For now, good luck with your application and
preparations for your study abroad!

HANZE220709

Kind regards,
Adriana, Ivonne, Jessica & Satish
Team Exchange
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