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This document describes the process to: 

- Apply for the eTwinning School Label (for users) 

- Monitor, approve/reject such applications (for NSS/PSA) 

 

Section 1: Identification of the schools & application process 
 

1.1 Identification of eTwinning Schools: Selection Criteria 

 

The identification of eTwinning Schools is based on a two steps procedure. At each 

stage, a number of criteria must be fulfilled. 

 

Stage 1 is an automatic check by the system of the following 3 points 

• The school is registered in eTwinning for more than 2 years 

• There are at least 2 eTwinning teachers linked to the school who were active1 in 2018/2019 

• There is at least one European eTwinning project with a National Quality Label (within the last 

2 years from application date). 

 

If a school passes Stage 1 by fulfilling all these requirements, all registered eTwinning 

teachers in that school will receive an email inviting them to fill in a self-assessment 

application form. This form is available – only for the schools passing Stage 1 - on 

eTwinning Live.  

  

Stage 2 is a self-assessment application covering the following 4 Criteria: 

1. eTwinning and the development of eSafety awareness in the school 

2. eTwinning in relation to teaching and learning practices, interdisciplinary 

teaching, and project work 

3. eTwinning and the strategic professional development for teachers and 

other school staff 

4. eTwinning and the strategic development of the school 

 

The application period covers 3 months to allow schools to catch up with missing 

requirements and gather the necessary material. Schools are asked to provide 

evidence in some of the criteria and the final submission must be certified by the 

School Principal/Manager. 

 

1.2: System actions triggered after Stage 1  

The running of the Stage 1 process triggers 3 actions as follows: 

 

 
1 The notion of ‘active’ includes teachers who were involved in projects, events, groups and other eTwinning activities 
during the indicated timeframe..  
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1. All eTwinning teachers in schools fulfilling the three criteria will receive an 

email inviting them to fill out the application form. 

2. The application form will be available for each teacher in each eligible 

school (the link will be in the email and also on the home page of eTwinning 

Live for teachers in eligible schools) 

3. The CSS will send an email with a list of eligible schools  & teachers to the 

NSS/PSA 

 

1.3 Timeframe  

 

The application process for the eTwinning School 2020 will begin on the 5th 

November 2019 with the running of the automatic process for Stage 1 

 

It will close on the 7th February 2020 

 

The applicants have until the 7th February 2020 to submit the application form 

After this there will then be a period between 10th February and 16th March for the 

NSS/PSA to validate all the applications.  The validation process can of course 

begin as the applications are finalised during the application period. The 

announcement and publication of the list of schools will take place by the end of 

March. 

 

1.4 Summary of application process dates  

 

• 5 November 2019 – stage 1 process runs and applications open 

• 7th February 2020 – at midnight the applications will close 

• 10 February – 16 March 2020 – NSS/PSA validation period 

• End of March – Public announcement of awarded schools 

 

 

Section 2: Filling the application form  
 

2.1 The structure of the form  

 

The application form is an online self-assessment by the school of its eligibility 

based on the 4 criteria mentioned in Section 1 above. The form contains 8 

Questions 

 

In the application form the four criteria are grouped into 4 Sections: 

1. eTwinning and its contribution to developing eSafety awareness in the 

school 

2. eTwinning and its contribution to the teaching and learning practices, 

interdisciplinary teaching and project work  
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3. eTwinning and its contribution as an active and strategic professional 

development tool for teachers and other school actors 

4. eTwinning and its contribution to the strategic development of the school 

Each Section contains 1 or more criteria with related questions. This may be seen in 

Table 1. 

 
Sections Criteria Question  

Section 1: eTwinning and its 

contribution to developing 

eSafety awareness in the 

school 

 

Criteria A. The school must demonstrate 

activities that prove teachers’/pupils’ 

awareness of responsible use of the internet 

 

Q 1 - 3 

Section 2: eTwinning and its 

contribution to the teaching 

and learning practices, 

interdisciplinary teaching 

and project work  

 

Criteria B. The school must demonstrate that 

there is an active collaboration between a 

group (3 or more) of teachers in eTwinning 

activities. 

 
Criterion C. The school must demonstrate that at 
least 2 projects are running with different groups 
of pupils. 

Q 4 - 5 

Section 3: eTwinning and its 

contribution to an active 

and strategic professional 

development tool for 

teachers and other school 

actors 

 

Criterion D.  The school must demonstrate 

that two active eTwinning teachers from the 

school must have participated in one or more 

eTwinning educational event 

 

Q6 

Section 4: eTwinning and its 

contribution to the strategic 

development of the school 

Criterion E. The school must publicly show its 
involvement in eTwinning, for example, by 
displaying a description of their eTwinning 
activities on the school website or evidence from a 
school publicity/policy document or brochure 

where eTwinning activities are referred to.Criteria  

 

 

Q 7 - 8 

 
Table 1: Outline of the application form 



 5 
 

Section 2.2 The application process 

 

The form may be filled in by any eTwinner on the staff of the school although it is 

recommended that the teachers meet together with the school principal to 

discuss what approaches they will take to the various sections. 

 

The application may be saved in draft form and may be edited by any other 

eTwinners on the staff (the system will show the editors and dates). 

 

Please note: 

• that the form is locked for 15 minutes after a teacher has saved a draft and 

left the session, so another teacher in the school cannot open it. 

• The final submission must include the upload of the declaration of honour 

signed & stamped by the school principal or manager. It this is not 

uploaded and submitted the application form is not fully received by the 

system and cannot be validated. 

 

Each criterion has a set of questions to be answered. Depending on the answer 

chosen, the applicant schools must provide supporting evidence in the form of a 

document upload, or a link to relevant material. In most questions, the system will 

prefill in information that already exists in the system and the applicant cannot 

supplement that information. 

 

Depending on the answer & the submission of proof by the applicant school a set 

of points is automatically awarded by the system in each section.  

 

Please note: 

• The applicant should meet all the criteria in order to get awarded the label. 

• The schools which are below the threshold, they receive a message in the 

preview page with what they need to complete. 

• A school may apply and submit and will get immediate feedback on the 

status of their application. Schools unsuccessful in their first submission are 

free to resubmit up to the final deadline if the application is rejected by the 

NSS/PSA (which are invited to contact the school to re-submit the 

application. NB: the form cannot be re-submitted if not rejected.)  

• Any school rejected after its further submissions up to the deadline date, 

must wait until the next application period opens in 2020 if they wish to 

reapply  

 

REQUIREMENTS FOR STAGE 2 

Before submitting the application, the applicants must provide evidence to 

meet all the following requirements. 

NB: the system shows immediately a feedback in both cases (the requirement is 

met or not). 

 

 

• The school must demonstrate activities that prove teachers’/pupils’ 

awareness of responsible use of the internet. 
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In this area teachers must click on yes and provide evidence link, description 

or/and a document) which will then be assessed by NSS/PSA. 
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In this area teachers must answer YES to all questions to be eligible. 

 

 

• The school must demonstrate that there is active collaboration between a 

group (3 or more) of registered teachers in eTwinning activities. 

 

 

 
In this area the system will list all the users of the school which are involved in 

eTwinning and are not dormient. The teacher must select at least 3 names 

(including his own), if available. 

 

• The school must demonstrate that at least 2 projects are running with 

different groups of pupils. 

 

 

 
In this area the system will list all eTwinning currently running or closed projects 

which were joined by any member of the school in 2018, 2019 or 2020 (until the 

date of the application). 

The teacher has to select at least two (if available). 
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• The school must demonstrate that two eTwinning teachers from the school 

have participated in one or more eTwinning events in the year of the 

application. 

 

 
In this section the system lists all the colleagues in the school who have 

participated in any eTwinning event which were recorded in the system by CSS 

and NSS and took place in 2018, 2019, 2020 (until the date of the application). 

The list of such events is also listed for convenience.  

 

In case there are no events, or only one person has participated, the teacher is 

invited to participate (and make other colleagues participate) in other 

eTwinning professional development events). 

 

 

• The school must publicly show its formal engagement in eTwinning. For 

example, a school could display a description of their eTwinning activities 

on the school website or have eTwinning activities referred to in a piece of 

school publicity, in a policy document or in a brochure. 
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In this section the teacher must comply with the requirements described in the 

form (put a link and/or upload a document). 

 

 
In this section the system lists all the eTwinning on-site events created by members 

of the school in 2018-2019 and 2020. The user must select at least one which 

included other staff from the same school or the other actors mentioned. 

 

Preview 

The next step allows to preview all the answers to the form: 
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The user can download all answers (for instance to discuss about them with 

colleagues and/or to present them to the Principle, which has to sign the 

declaration (see later). 

 

In case the answers given are not sufficient (ALL requirements must be met), the 

system shows, in the preview page, this text: 

 
The user should not submit but rather go back to the areas which do not meet the 

requirements (for instance number of projects, events, professional development 

activities) and make sure that they are in order. In case something is missing, they 

have until the deadline to comply (for instance by participating in an eTwinning PD 

activity or creating an on-site event: this depends on what is missing). 

 

If all is fine, the user must download the the declaration, have it signed and 

stamped by the Principle, in the next page: 
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 The form should be scanned, transformed into a PDF or JPG picture, and 

uploaded again. 

 

The form is then ready to be submitted. 
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Once the application is submitted 2 alternative actions are triggered by the 

system: 

 

1. successful schools receive a message as follows  
Thank you for your submission. You have answered all the areas successfully and are now in the 

process of becoming part of the elite group of European eTwinning Schools. <strong>Please note 

that your award is pending and will be reviewed by your National Support Service or Partner 

Support Agency</strong> who, in some cases, may come back to you to ask further information, 

before the final validation.<br/><br/> 

The formal announcement will be made in _period1, and, provided that your application meets 

the required criteria, your school will be listed among the successful schools who have obtained 

the label of eTwinning School _period2. By your participation you have demonstrated that your 

school and staff are really dedicated to the practice and promotion of eTwinning 

2. Schools which failed receive this message: 

You are close to obtaining the label of eTwinning School, but you still have some steps to do in 

some areas. Please <a _link>read the feedback</a> for those areas where you need to 

improve.</p><p>Is there anything you can do now to fulfil the requirements for this year’s 

application before _date? If the answer is yes, then please take the appropriate steps and when 

they are complete, resubmit your application before the deadline. Don't forget to click on the Save 

Draft button each time you change something.</p><p>If you feel you would like to take more time 

to work on specific areas, then you may apply again next year in _period1 for the eTwinning School 

_period2.</p><p>Please keep an eye open on eTwinning Live for events in _year linked to being a 

successful eTwinning School. 

The system sends the above mail to all teachers + principal of the school with the 

same message 

Section 3: The Validation Process 
 

Once the applications are submitted, schools have been notified of the ‘pending’ 

status and the validation of all the applications can begin or continue. 

 

The review process is available on the NSS/PSA desktop under the registrations 

section as in Figure 1 below. 

 

 
 
Figure 1 

 

 

NSS/PSA should list applications based on the year of the application (2019 

corresponds to the applications for 2020-2021) and/or other criteria. 
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From the list, NSS/PSA click on the id number in the left column to see the 

application of that particular school.  As can be seen from Figure 2 below a 

summary of the information on the application form is presented. Click on the tabs 

to see the answers for each section.  

 

 

 
 

NB: the minimum points to pass is 8/10. 

 

Also, NSS/PSA need to check the file uploads that are used in justification of an 

answer to see if they are compliant.  

In particular: 
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b) eSafety document which you may see under the Section 1s tab as per Figure 2, 

3 and 4 below. 

 

 

 
 
Figure 2 

 

 
Figure 3 
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Fig 4 

 

Finally, NSS/PSA check the School Principal's Declaration visible under the Various 

tab as per Figure 5 below. 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

Figure 

5 

 

 

Should NSS/PSA notice something amiss, we suggest you first check with the school 

and ask them to provide the correct information. If you are still not satisfied you 

may reject the application by clicking on the reject button. 

 

 
The figure above shows the status of an application which met all criteria but was 

not awarded (this will only happen after the evaluation period, in March, in a 

batch which will turn all ‘passed’ (and therefore non-rejected) applications into 

‘awarded’. 
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A mail is automatically sent to all schools’s members: 

- A congratulation email to the ones who got the Label 

- An information email to the ones who did not pass or were rejected 

Section 4 Communication 
 

The CSS will communicate along the process with reminders of the various 

significant dated.  

 

In March 2020 the CSS will send a Communication plan to coordinate the 

announcements of the new eTwinning Schools in every country. 

 

Section 5: Merging Schools – known issues 
 

 

There is a known an issue which may occur if you merge schools during the 

application period or after the final point of awarding the schools, one of which 

may have been awarded the eTwinning School label.  

 

- When merging schools in the NSS Desktop you must check in the step where 

you see the information of the schools. If a school has applied for the 

eTwinning School application and whether it was awarded the Label or not, 

you must keep that school or else the application and if awarded, the 

award status will be lost and cannot be recovered! 

 

- When you are merging 2 or more schools the system will check how many 

applications there are, and which have been awarded.  

 

- If there are no applications, then any selected school can be chosen as the 

school to keep.  

 

- If there is one or more schools with an application, but no awarded schools, 

the school(s) that can be kept will be limited to those that have an 

application.  

 

- If 1 or more schools were awarded the Label then the school(s) that can be 

kept will be limited to those that were awarded the label, excluding schools 

that were not awarded the label but did apply.  

 

- In addition the different “Yes” values are highlighted in red and bold font.  

 

Figure 5 below gives an example: 
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Figure 5 

 

Here only the ID 71 can be kept because it was awarded the Label while the 

others were not, even if ID 66 did apply. 

 

 


