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Training Program for Academic Staff and Doctoral Students of VIZJA University on Modern Digital Tools in Teaching – From MS Teams to Moodle+
I. Basic information
1. The training program was developed for the implementation of the project entitled „Kierunek: Towards Excellence – Systemic Support for the Development of Teaching at the University (project no.: FERS.01.05-IP.08-0204/25).
2. The Project, including the development of the training program and the delivery of the training, is co-financed by the European Union from the European Social Fund Plus under the European Funds for Social Development 2021–2027 program.
3. The Project is implemented by VIZJA University from 01.01.2026 to 31.07.2028 in accordance with the provisions of the Project funding application.
4. Detailed information about the Project, including the training, can be obtained on the Project’s website, at the Project Office (VIZJA University campus, ul. Okopowa 59, Warsaw; European Projects Department office, room no. 614; telephone number: 22 53 65 453; e-mail: projektyeuropejskie@vizja.pl; staff available for direct contact from Monday to Friday between 9:00 and 15:00).
5. The project (project number: FERS.01.05-IP.08-0204/25) is implemented under the European Funds for Social Development 2021–2027 programme (hereinafter referred to as the "programme"), co-financed by the European Social Fund Plus. Detailed information regarding the program is available on the European Funds for Social Development 2021–2027 website.
6. [bookmark: _Hlk215739210]The training program is the result of creative work by individuals employed at VIZJA University involved in the implementation of the Project (Katarzyna Gutowska, Anna Dmoch, Viki Kuklińska, Magdalena Machnicka, Bartosz Osmola) – the training program constitutes a work[footnoteRef:1] within the meaning of the Act of 4 February 1994 on Copyright and Related Rights (Journal of Laws 1994.24.83, as amended), covered in its entirety by the CC BY 4.0 (Attribution) license, and made publicly available in full on the Project's website. [1:  In accordance with art. 1 sec. 1 of the Act on Copyright and Related Rights, the subject of copyright is any manifestation of creative activity of an individual character, established in any form, regardless of its value, purpose, or manner of expression (work).] 

7. CC BY 4.0 license – You are free to copy, distribute, display, and perform the copyrighted work and derivative works based on it, provided that the original author is credited. Additional license information is available on the Creative Commons website. Link to the full text of the Creative Commons Attribution 4.0 International (CC BY 4.0) license in Polish (English: Canonical URL: https://creativecommons.org/licenses/by/4.0/)[footnoteRef:2]. [2:  Information in English: this work is licensed under CC BY 4.0. To view a copy of this license, visit https://creativecommons.org/licenses/by/4.0/] 

8. [bookmark: _Hlk212536387][bookmark: _Hlk180653368]The training specified in this program is implemented in accordance with the provisions of the document entitled Regulations on recruitment and participation in the   project entitled „Direction: Excellence – Systemic Support for the Development of Teaching at the University” (hereinafter the „Project Regulations”; the document has been made publicly available in digitally on the Project's website and is also available in printed form at the Project Office).
9. [bookmark: _Hlk215654382]At all stages of the Project's implementation, including the delivery of training sessions, the principles concerning horizontal policies are observed, in particular: accessibility for persons with special needs; ensuring equal opportunities and non-discrimination, including equal opportunities for women and men; and the implementation of the principle of sustainable development – these policies are implemented in accordance with the "Guidelines on the Implementation of Equality Principles under EU Funds for 2021–2027," a document available on the European Funds Portal website.
10. The training program was developed taking into account the accessibility standards set out in the document entitled “Annex No. 2. Accessibility Standards for Cohesion Policy 2021–2027” to the Guidelines on the Implementation of Equality Principles under EU Funds for 2021–2027, a document available on the European Funds Portal website. In the event of difficulties in reading, understanding, or other specific needs related to analyzing the content of this document, please report these needs to projektyeuropejskie@vizja.pl, by phone at +48 22 53 65 453, or through direct contact with VIZJA University staff at the Project Office.
II. Training organizer
1. The training organizer is VIZJA University (ul. Okopowa 59, 01-043 Warsaw, NIP 5252208719). Activities related to the organization, delivery, and evaluation of the training on behalf of the organizer are undertaken by the Project personnel under the supervision of the Project Manager.
2. The training organizer provides the infrastructural, technical, and human resources necessary for the implementation of the training.
3. The training organizer is responsible for selecting, in accordance with the Guidelines on the Eligibility of Expenditure 2021–2027 in force at the time the procurement procedure is conducted, the entity responsible for the substantive delivery of the training – the trainer conducting the training will possess the competencies and professional experience necessary to achieve the objective of the training.
III. Training Location
1. The training may be delivered in an in-person, remote, or hybrid format, taking into account participants’ preferences, trainer availability, and training room availability.
2. In the case of an in-person format, the training will be held on the VIZJA University campus at ul. Okopowa 59, Warsaw[footnoteRef:3] – the building has no architectural barriers negatively affecting the Project’s implementation and includes multiple adaptations for the needs of persons with disabilities. Information on the architectural accessibility of the Project implementation site is available on the Project website, including: [3: VIZJA University reserves the right to conduct trainings at other university locations within the city of Warsaw, depending on current organizational needs and the availability of infrastructure.] 

a) the building’s entrance is at ground level,
b) the building’s communication routes, classrooms, offices, and utility rooms are free of horizontal and vertical architectural barriers; corridors do not have protruding display cases, advertisements, decorative elements, or other objects that could pose an obstacle for persons with disabilities,
c) the building is equipped with accessible elevators allowing access to every level – elevators are sufficiently wide and spacious, equipped with Braille buttons, and provide audio guidance;
d) On the building’s functional levels, there are restrooms adapted to the needs of persons with disabilities,
e) the building has accessible parking – for persons with disabilities, spaces are available in the underground parking (levels -1 and -2); these spaces are appropriately marked, free of architectural barriers, and from levels -1 and -2 it is possible to reach any other level of the building directly by elevator;
f) the building is located in an area well connected by Warsaw Public Transport – the nearest bus and tram stop to the building entrance is named “Niska”; both stops are adapted for low-floor vehicles; on the route from the stops to the building entrance, there are no architectural barriers such as stairs, overpasses, or high curbs; along the sidewalk adjacent to the university building, there are guiding lines for blind and visually impaired persons, enabling safe access from the university to the nearest public transport stop. Information on public transport accessibility for persons with disabilities can be found on the “Transport Without Barriers” website maintained by Warsaw Public Transport.
3. In the case of a remote format, the training will be delivered using a digitally accessible training platform, for example a platform such as MS Teams (information on the platform’s accessibility is available on the Microsoft website – Technical Support) or the ClickMeeting platform (information on the platform’s accessibility is available on its website in the Help Center section).
4. Participants will be informed of the exact location and format of the training at least 7 calendar days before the start of the training.
IV. Duration of the training
1. The training for one training group (from 8 to 12 participants) is delivered in a total of 8 teaching hours (1 teaching hour = 45 minutes).
2. The time of technical/subsistence breaks is not included in the total training duration.
3. The management of technical/subsistence breaks lies with the trainer, who consults this matter with the training participants.
4. The allocation of the total pool of training hours to individual training sessions will take into account the preferences of the training participants, the availability of the trainer, and the availability of training rooms.
5. Participants will be informed of the detailed division of the total training time into training sessions at least 7 calendar days before the start of the training.
V. Training schedule
1. The training will be delivered in accordance with a schedule established and communicated to the Project participants. The document entitled Schedule of Planned Support for Project Participants will be published in a digitally accessible electronic version on the Project’s website and will also be available in printed form at the Project Office.
2. The schedule will be published and updated at least 7 calendar days before the planned start of the training.
VI. Training participants
1. Participants in the training may be members of VIZJA University's academic staff conducting teaching activities (teaching staff and research-and-teaching staff) as well as doctoral students from the University's Doctoral School, who have completed the recruitment process specified in the provisions of the Project Regulations and have obtained the status of a Project participant.
2. Fair and full participation in the training is ensured for every person participating in the training, regardless of individual differences such as sex, age, race, skin color, ethnic or social origin, disability status, or other differences.
VII. Scope of the training
1. This program sets out the minimum substantive scope of the training for academic staff and doctoral students of the University on modern digital tools in teaching – from MS Teams to Moodle+.
2. Training title: "Modern Digital Tools in Teaching – From MS Teams to Moodle+"
3. The detailed specification of the substantive scope of the training will be prepared by the trainer after becoming familiar with the preferences of the members of a given training group.
4. Minimum scope of the training:
a) the role of digital tools in the education process at the higher education level;
b) MS Teams as a teaching platform (environment for organizing classes, creating teams and channels, and managing their operation);
c) Microsoft 365 in teaching, in particular the use of the OneNote, Forms, Whiteboard, and Stream applications;
d) Moodle+ – modern features, integrations, course personalization;
e) organization and delivery of teaching activities using digital tools;
f) organizing classes in on-site, remote, and hybrid formats, taking into account the specific characteristics of each format and good teaching practices;
g) creating and sharing materials for synchronous and asynchronous work;
h) automation and efficiency of a teacher's work.
5. The substantive content of the training will be delivered in Polish (Polish-language groups) and in English (English-language groups), in the event that non-Polish-speaking groups are formed.
VIII. Purpose of the training
1. The purpose of the training is to enable participants to acquire and develop teaching competencies in the effective use of modern digital tools in teaching in higher education, in order to raise the quality of the education process. The training includes the practical application of Microsoft Teams as a teaching platform, as well as Microsoft 365 tools (including Microsoft OneNote, Microsoft Forms, Microsoft Whiteboard, and Microsoft Stream) in the planning, organization, and delivery of teaching activities. Participants in the training will also learn about the modern features of the Moodle platform (Moodle+), the possibilities for tool integration, and course personalization. Furthermore, the scope of the training includes the management of classes conducted in on-site, remote, and hybrid formats, as well as solutions supporting the automation and increased efficiency of teaching work.
2. The acquisition of competencies by a training participant takes place through their active participation in the training process, including interactions with the trainer and other members of the training group.
3. The verification of the acquisition of competencies is carried out in accordance with the principles set out in the Project Regulations, including verification through pre-test and post-test of the achievement of the following learning outcomes:
a) knowledge – a person completing the training knows and understands:
1) the role of modern digital tools in the planning, organization, and delivery of the teaching process at the higher education level;
2) good teaching practices incorporating the use of digital tools when working with students, in particular engaging training participants and supporting their activity related to the education process;
3) the capabilities and limitations of the MS Teams platform in the context of a teaching environment;
4) the architecture of the digital ecosystem: the principles of integrating the Microsoft 365 environment with the Moodle+ platform, indicating the benefits of their combined use in teaching;
5) the functionalities of supporting tools: the capabilities of OneNote, Forms, Whiteboard, and Stream in synchronous and asynchronous work;
6) the principles of planning and conducting classes in on-site, remote, and hybrid formats, taking into account the specific characteristics of each of these formats;
7) automation tools and the possibilities for automating teaching and organizational activities: work optimization techniques, such as automatic grading in Forms or the personalization of learning paths in Moodle+;
b) skills – a person completing the training is able to:
1) make use of the digital ecosystem in teaching: implement the principles of integrating the Microsoft 365 environment with the Moodle+ platform, selecting appropriate digital tools for the teaching objective, the class format, and students' needs, while indicating the benefits of their combined use in teaching;
2) create and manage a class environment in MS Teams (teams, channels, communication with training participants);
3) use the functionalities of tools supporting Microsoft 365 applications: OneNote, Forms, Whiteboard, and Stream in the context of preparing and conducting classes, delivering teaching content, creating teaching materials, and activating students;
4) design the basic structure of a course on the Moodle+ platform, skillfully using selected platform functionalities that support the education process;
5)  organize classes in on-site, remote, and hybrid formats: taking into account differences in interaction with students depending on the class format;
6) apply automation tools: work optimization techniques, such as automatic grading in Forms or the personalization of learning paths in Moodle+;
c) social competencies/attitudes – a person completing the training is prepared to:
1) make conscious use of digital tools in teaching work;
2) critically assess the usefulness of selected digital tools in relation to the objective of the classes and the needs of students;
3) build a digital community: initiate and moderate online collaboration, paying attention to engagement and communication culture within groups of students;
4) support students' independence: promote the use of modern tools for self-organized learning and a critical approach to digital resources;
5) adapt to technological changes: remain open to the continuous improvement of their teaching practice and to the implementation of digital innovations that raise the quality of education in higher education;
6) flexibly adjust the way classes are conducted to the form of education: on-site, remote, or blended.
4. Each person participating in the training who acquires the competencies will receive a written document confirming the acquisition of competencies in accordance with the principles and scope set out in the Project Regulations.
IX. Teaching methods used to deliver the training
1. The training program defines the general range of teaching methods that may be used in its implementation. The actual range of teaching methods will be adapted by the trainer to the needs of the training participants and their progress in achieving the learning outcomes.
2. General range of teaching methods that may be used in the delivery of the training:
a) interactive lecture supported by multimedia presentations – the trainer discusses issues related to the training topic,
b) demonstration with explanation – the trainer shows how specific tools work and what their limitations and associated risks are,
c) reflective exercises and self-reflection – individual analysis of one's own skills and identification of areas requiring support,
d) practical computer-based workshops – exercises developing skills related to the Training Program,
e) case study – analysis of a problem situation and formulation of responses and arguments,
f) moderated discussion – a deliberately planned and trainer-led exchange of opinions aimed at achieving specific educational objectives defined in the training program,
g) pair or group work – joint completion of tasks and exchange of views on issues related to the training topics,
h) individual work – involving the development of selected elements of classes or teaching materials for synchronous and asynchronous work,
i) task-based learning method – preparation and presentation, individually or in groups, of a project task within the scope of the training subject matter,
j) [bookmark: _Hlk225498852]consultations and feedback – supporting training participants in achieving the training objectives.
X. Accessibility standards implemented
1. The training is delivered in accordance with the training accessibility standard and, within the component elements of the training process, in accordance with the digital standard and the information and promotion standard. These standards are set out in the document entitled “Annex No. 2. Accessibility Standards for Cohesion Policy 2021–2027” to the Guidelines on the Implementation of Equality Principles under EU Funds for 2021–2027, a document available on the European Funds Portal website.
2. Solutions implemented with regard to the training accessibility standard, the digital standard, and the information and promotion standard include, among others:
a) the training (its scope, format, place of delivery, and provided potential accommodations) enables persons with special needs to participate in its course and to benefit from its outcomes on an equal basis with others – the principles of universal design were applied in the development and implementation of the training,
b) non-discrimination in access to the training, in particular on grounds such as: gender, race, skin color, origin, genetic characteristics, language, religion, beliefs, political or any other opinions, membership of a national minority, disability, or other differences,
c) regardless of individual differences, fair and full participation in the training is ensured, including ensuring a state in which women and men are assigned equal social value, equal rights and equal obligations, and equal access to all training resources,
d) the process of identifying special needs of training participants related to their participation in the Project consists of five elements:
1) verification through written questions included in the application form for participation in support measures (training recruitment stage),
2) verification through oral questions asked by the trainer at the beginning of the training sessions (training implementation stage),
3) verification through observation of the training group by the trainer (training implementation stage),
4) verification through written questions in the evaluation survey summarizing the course of the training – an anonymous satisfaction survey (training evaluation stage),
5) ongoing verification through ensuring, by the provisions of the Project Regulations, the right and possibility for each person at every stage (recruitment, participation in the support measure, evaluation of the support measure) to report to the Project Office the occurrence of a special need related to their involvement in the Project,
e) in the event that a person with a disability participates in the training, the organization of the training will be adapted to their needs, taking into account the type and degree of disability (e.g. the following will be provided: a Polish Sign Language interpreter or a Signed Polish interpreter, an assistant for a person with a disability, enlarged text, training materials in an alternative format; the following will be ensured: an induction loop, the possibility to extend or shorten the duration of classes, the possibility of a slower pace of training delivery; the following will be ensured: special conditions for an assistance dog, other solutions),
f) information materials about the Project, including the training, are prepared in an accessible manner and published in a digitally accessible version on the Project’s website and are also available in printed form at the Project Office (printed materials are provided upon reporting such a need to the Project Office – in order to uphold the principle of sustainable development, materials are not printed in advance without a reported need),
g) training materials are prepared in electronic form in accordance with the digital standard,
h) communication between the training organizer and the training participant is ensured through the following methods of communication using two different sensory channels (sight, hearing):
1) electronic communication using the Project’s website and digitally accessible documents available for download from it, including the document entitled Schedule of Support Provided under the Project
2) internal electronic communication using official e-mail accounts or digital messaging platforms,
3) direct communication through in-person and telephone conversations with Project personnel working at the Project Office,
4) personalized communication – where an individual has specific needs related to communication and participation in the recruitment process, they may notify the Project Office in order to receive individual support (e.g. use of an induction loop, provision of an individual in-depth consultation, conducting a conversation in a room isolated from external auditory stimuli, or the possibility of contact through an authorized representative),
i) information on the architectural accessibility of the Project implementation site, including the training venue and the location of the Project Office, is prepared in an accessible manner and published on the Project’s website and in the content of digitally accessible documents, i.e. the content of the Project Regulations and the content of this program.
j) counteracting discrimination, by refraining from any discriminatory behavior toward training participants, including avoiding the use of stereotypes related to gender, disability, skin color, religion, or other differences, and by monitoring the occurrence of such behaviors,
k) the trainer and the Project personnel are familiar with and obliged to apply equality principles, including:
1) the trainer is obliged to provide support to every person regardless of their differences, taking into account their individual preferences and, where applicable, their special needs,
2) the trainer is obliged to monitor and report any manifestations of discrimination and breaches of equality principles occurring during the delivery of the training, including with regard to the behavior of training participants,
3) at the beginning of each training session conducted in the on-site format, the trainer is required to inform all training participants about potential emergency situations and to indicate the emergency exits,
4) Project personnel involved in the validation of learning outcomes are obliged to ensure a fair assessment of the acquisition of competencies based on the principles specified in the Project Regulations, regardless of any differences of the assessed person.
XI. Solutions implemented with regard to the principle of sustainable development
1. implementation of project activities aimed at meeting the needs of the present is conducted in such a way as not to limit the possibilities of future generations, including, among other things, by applying the principle of “do no significant harm” to the environment (DNSH principle: Do No Significant Harm).
2. Solutions implemented with regard to pro-environmental measures include, among others:
a) limiting paper printing in favor of electronic communication,
b) making training materials available in digital form,
c) where paper printing is necessary, applying double-sided printing,
d) using rooms with natural lighting and energy-efficient lamps,
e) the use of a building equipped with technology for automatic switching off of lights in unused rooms (lighting controlled by motion sensors, via the building management system, access control to rooms), water refill stations (drinking fountains), waste segregation bins, washbasin faucets with sensors limiting water waste, a cooling system with cold accumulation technology and regulation and use of cooling,
f) the use of a building that, in accordance with the energy performance certificate, meets the requirements for a new building,
g) the use of a building well connected by public transport, which allows for reducing the use of individual car transport.
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