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of the Vice-Rector for Education at VIZJA University
of 5 August 2026
PROCEDURE NO. 6
Procedure for Updating the IT System and Ensuring Its Functionality in the Context of the Evaluation of Teaching Activities
§ 1. [Purpose of the Procedure]
1. This Procedure sets out the general principles for the maintenance, updating, and development of the IT system used by the Didactic Excellence Office, hereinafter referred to as “DEO,” to carry out tasks related to the evaluation of teaching activities and to support the quality of education at VIZJA University, hereinafter referred to as “UV.”
2. The purpose of the Procedure is to ensure the functionality of the IT system, appropriate to the needs of the DEO, and the efficient execution of the processes supported through its use, taking into account the applicable legal provisions and the principles of information security and personal data protection.
§ 2. [Scope of the Procedure]
1. This Procedure applies to the IT system and electronic tools used by the DEO, in particular for collecting, processing, analyzing, and making available data related to the evaluation of teaching activities and to activities carried out for the benefit of the quality of education.
2. This Procedure covers the identification and reporting of functional needs, the reporting of irregularities, cooperation with the relevant units of UV, and the verification of changes affecting the performance of the DEO's tasks.
3. The detailed principles for the technical maintenance of the IT system, cybersecurity, backup creation, access management, and incident handling are set out in separate regulations and procedures in force at UV.
§ 3. [Legal Basis and Related Documents]
1. Procedure No. 1 – Procedure for the Periodic Evaluation of Teaching Activities.
2. 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.”
7. Applicable legal provisions and internal regulations of UV concerning IT systems, information security, and the protection of personal data.
§ 4. [Responsibility]
1. The DEO identifies the functional needs related to the performance of its tasks, reports irregularities to the relevant UV unit or system administrator, and defines the expected outcome of changes from the perspective of teaching and quality-related processes.
2. The UV unit responsible for IT matters, or a designated system administrator, is responsible for the technical operation, maintenance, security, and implementation of changes in the IT system, in accordance with the scope of competence and internal regulations of UV.
3. The DEO cooperates with the units referred to in para. 2 and, where necessary, also with other relevant units of UV, to the extent necessary to ensure the proper functioning of the IT system.
4. The scope and timeframe for implementing changes are determined taking into account the significance of the reported need, its impact on the processes carried out by the DEO, and UV's organizational and technical capabilities.
§ 5. [Identifying and Reporting Needs]
1. The need for functional changes to the IT system may arise, in particular, from changes in the way the evaluation of teaching activities is conducted, changes in legal provisions or internal regulations, analysis of the IT system's operation, user reports, and the development of the DEO's tasks.
2. Needs for changes and information about irregularities are communicated by the DEO to the relevant UV unit or system administrator via the communication channels used at UV.
3. The scope of information contained in a report is adapted to the nature of the matter in a manner enabling it to be understood and enabling the expected outcome to be defined.
4. Reporting a need does not determine the technical manner of its implementation or the timeframe for implementing the change.
§ 6. [Updating and Verifying the Functionality of the IT System]
1. Updates and changes to the IT system are carried out as needed, arising from the DEO's activities, to an extent appropriate to their significance, scale, and impact on the processes supported by the DEO.
2. Changes to the IT system that have a significant impact on the DEO's tasks may, depending on their nature, be subject to functional verification before or after implementation.
3. The DEO participates in the functional verification of changes to the IT system to the extent related to the tasks it carries out. Technical verification remains within the competence of the unit responsible for IT matters or the system administrator.
4. In the case of changes affecting the way the IT system is used, or its temporary unavailability, information appropriate to the scope and significance of the change is provided to users. Providing information to users remains within the competence of the unit responsible for IT matters or the system administrator.
§ 7. [Reporting Irregularities and Improvement Actions]
1. Users may report difficulties related to the operation of the IT system via the communication channels available at UV, or directly to the DEO, by e-mail (bdd@vizja.pl), via the MS Teams platform, or in person at the DEO's office, if the report concerns processes carried out by the Office.
2. The DEO shall, without undue delay, analyze the report in terms of functionality, and shall refer matters requiring technical action to the relevant organizational unit of UV or to the system administrator.
3. Actions taken in connection with a report take into account its significance, its impact on the performance of processes, and organizational and technical feasibility.
4. Conclusions arising from the use of the IT system, from reports, and from analyses may form the basis for formulating recommendations regarding the further development of its functionality.
§ 8. [Documentation and Review of the IT System's Functionality]
1. Significant findings regarding functional changes to the IT system and their implementation are documented to an extent appropriate to the nature of the change and in accordance with the regulations in force at UV.
2. The DEO reviews the adequacy of the IT system's functionality periodically or as needed, in particular in connection with changes to the processes carried out or the occurrence of recurring difficulties.
3. The results of the review of the IT system's functionality may form the basis for the DEO to report development needs or improvements.
§ 9. [Final Provisions]
1. In matters not regulated by this Procedure, the applicable legal provisions and the relevant internal regulations of UV shall apply.
2. The Procedure shall be updated in the event of circumstances justifying its amendment.
3. 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





