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of the Vice-Rector for Education at VIZJA University
of 5 August 2026
PROCEDURE NO. 2
Procedure for Reporting and Analyzing Training Needs
§ 1. [Purpose of the Procedure]
1. This Procedure sets out the principles, procedure, and responsibility with regard to the reporting and analysis of training needs in the area of teaching and other areas indirectly related to the quality of the teaching process at VIZJA University, hereinafter referred to as “UV.”
2. The purpose of the Procedure is to systematize the process of identifying needs and planning the development of the competencies of persons conducting classes at UV in the area of teaching and in other areas supporting the quality of the education process, in accordance with the University's Strategy and the Internal Quality Assurance System for Education.
§ 2. [Scope of the Procedure]
1. This Procedure applies to the reporting of teaching-related training needs and other development needs indirectly related to the quality of the teaching process, the competencies of persons conducting classes at UV, or the achievement of UV's educational objectives.
2. The training and development needs referred to in para. 1 may relate in particular to teaching methodology, modern teaching methods, the use of technology in teaching, the accessibility of the education process and teaching materials, future-oriented competencies, sustainable development, green transformation, language and cultural competencies, and other competencies supporting the quality of education.
3. This Procedure does not apply to the reporting of needs relating to mandatory training, the delivery of which arises from labor law provisions or separate internal regulations of VIZJA University.
§ 3. [Legal Basis and Related Documents]
1. Procedure No. 1 – Procedure for the Periodic Evaluation of Teaching Activities.
2. [bookmark: _Hlk236230083]Procedure No. 3 – Procedure for Providing Feedback on the Results of the Evaluation of Teaching Activities.
3. VIZJA University's Internal Quality Assurance System for Education.
4. The University's Strategy.
5. Ordinance No. 5/12/2025 of the Rector of VIZJA University dated 22 December 2025 on the establishment of a new organizational unit within the structure of VIZJA University – the Didactic Excellence Office.
6. Ordinance No. 1/07/2026 of the Vice-Rector for Education of VIZJA University dated 27 July 2026 on the adoption of the "Principles of Operation of the Didactic Excellence Office within the Structure of VIZJA University."
§ 4. [Sources for Identifying Training Needs]
1. Training needs are identified in particular on the basis of:
1) reports submitted by persons conducting classes at UV;
2) the results of the evaluation of teaching activities conducted among students;
3) recommendations received from the University Council for the Quality of Education and the Faculty Committees for the Quality of Education;
4) reports submitted by deans, vice-rectors, the rector, and organizational units of UV.
§ 5. [Procedure for Reporting Training Needs]
1. Training needs in the area of teaching and other areas indirectly related to the quality of the teaching process are reported to the Didactic Excellence Office, hereinafter referred to as “DEO,” on an ongoing basis using the application form available on the DEO's website. The completed form may be submitted to the DEO electronically, by mail, or delivered in person in paper form.
2. The detailed manner of reporting training needs is set out in separate internal regulations or DEO announcements.
3. Regardless of the reporting procedure referred to in sec. 1, the DEO may, on an ad hoc or periodic basis, initiate the identification of training needs of persons conducting classes at UV.
§ 6. [Responsibility and Analysis of Reports]
1. The DEO registers and analyzes the reported training needs.
2. After registering a report, the DEO analyzes the training need in terms of the current possibilities for its implementation, in particular the availability of the training, its relevance, costs, form of delivery, number of reports received, potential justification for organizing it, and organizational feasibility.
3. Upon completing the analysis of a report, the DEO shall, without undue delay, inform the person who submitted it of the decision regarding the organization of the training.
§ 7. [Use of Reports]
1. The results of the analyses of reported training needs form the basis for planning training and development activities at UV.
2. Reporting a training need is developmental in nature and does not constitute a basis for employee evaluation or personnel decisions.
§ 8. [Final Provisions]
1. The Procedure shall be updated in the event of circumstances justifying its amendment.
2. The Procedure shall enter into force on the date of its approval.
Page 2 of 2

image1.jpeg
Fundusze Europejskie Rzeczpospolita Dofinansowane przez
dla Rozwoju Spotecznego Polska Unie Europejska





