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Training need request form
The project “Towards Excellence - Systemic Support for the Development of Teaching at the University” (project number: FERS.01.05-IP.08-0204/25) is implemented within the European Funds for Social Development Programme 2021-2027, co-financed by the European Social Fund Plus.
[bookmark: _GoBack]This form is intended for staff who teach lectures/classes at VIZJA University (UV). Use it to report training needs related to teaching and other areas supporting the quality of education. Submitting a training need does not guarantee that the training will be organised. The Didactic Excellence Office (DEO) will review each request for relevance and organisational feasibility and will inform the requester of its decision. Requests do not form the basis for employee appraisals or personnel decisions, but may be used when planning training and other professional development opportunities for teaching staff.
Instructions: Print the form and complete it legibly. Enter your answers in the blank fields and mark the appropriate options with an X. For questions labelled “Select one answer” choose only one option.
A. Training needs request
Details of the person submitting the request
1) First name(s)

2) Last name

3) Email address

4) Contact phone number

5) School/Department

B. Information about the training need
6) Target group
Indicate whom the reported training need concerns. Select one answer.
☐ Me only
☐ A group of persons teaching classes at VIZJA University
☐ Teaching staff of my faculty
☐ Teaching staff of the entire University
☐ Other target group

If you selected “Other target group”, describe it here

7) Estimated number of participants

8) Preferred delivery format
Select one answer.
☐ On the university campus 
☐ Online
☐ Hybrid
☐ No preference
9) Preferred implementation period
Select one answer.
☐ In the current semester
☐ In the next semester
☐ In the next academic year
☐ No preference
10) Preferred language for the training
Select one answer.
☐ Polish
☐ English
11) Area of the training need
You may select more than one answer.
☐ Course design and delivery
☐ Teaching methods and tools
☐ Digital technologies and artificial intelligence (AI) in teaching
☐ Assessment and verification of learning outcomes
☐ Accessibility of education and teaching materials
☐ Future skills
☐ Sustainable development and green transition
☐ Language and intercultural competencies
☐ Other area
If you selected “Other area” in the previous question, describe it here.


12) Description of the need and expected outcome 
Briefly describe the reasons for the reported training need (e.g. the nature of the classes you teach, student evaluation results, a supervisor’s recommendation, etc.), the knowledge or skills concerned and what should change as a result of the training.
	
	
	
	
	
	
	
	
	
	
	
	
	
		
	
	
	
C. Special needs
13) Do you have any special needs and  require any adjustments to participate comfortably and fully in the training session or workshop?
This question is optional. Select one answer.
☐ No
☐ Yes
If you select “Yes” in the previous question, select all required adjustments:
☐ materials in an alternative format
☐ induction loop
☐ enlarged text
☐ live captions
☐ support from an assistant, e.g. for a blind, deafblind or mobility-impaired person
☐ presence of a companion or assistant for a person with a disability
☐ appropriate conditions for an assistance dog
☐ Polish Sign Language (PJM) interpreter
☐ Signed Polish (SJM) interpreter
☐ other adjustment
If you selected “Other adjustment” in the previous question, describe it here



14) Date
Enter the date in DD.MM.YYYY format



D. Decision of the Didactic Excellence Office
The following section is to be completed by a DEO staff member.
1) DEO decision on organising the training
Select one answer.
☐ The training will be organised
☐ The training will not be organised
2) Reasons for the decision
	
	
	
	
	
	
	
	
	
	
	

3) Date of the decision
Enter the date in DD.MM.YYYY format.
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