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Annex to the Ordinance of the Vice-Rector for International Cooperation of VIZJA University No. 1/01/2026 dated 15 January 2026
[bookmark: _Hlk181878150][bookmark: _Hlk213071568][bookmark: _Hlk180653368]Regulations on recruitment and participation in the project entitled „Vizja Otwartości – Łączymy Światy, Tworzymy Przyszłość” (Vizja: Openness – Connecting Worlds, Creating the Future)
The project is implemented by VIZJA University under the National Agency for Academic Exchange program entitled “Welcome to Poland – call 2024”.
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§ 1 [bookmark: _Toc220656204]General provisions
1. The Regulations define the rules of recruitment and participation in the project entitled „Vizja Otwartości – Łączymy Światy, Tworzymy Przyszłość” (Vizja: Openness – Connecting Worlds, Creating the Future), hereinafter the “Project” (Project number: BPI/WTP/2024/1/00078). BPI/WTP/2024/1/00078).
2. The Project 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 01.10.2025 to 30.09.2027 in accordance with the provisions of the Project funding application. The unit responsible for implementing the Project is the International Center of VIZJA University.
4. Detailed information about the Project 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; phone number: +48 22 53 65 453; e-mail: projektyeuropejskie@vizja.pl; staff available for direct contact Monday to Friday from 9:00 a.m. to 3:00 p.m.), and at the International Center (rooms no. 601 and 619).
5. This project is carried out under the National Academic Exchange Agency (Narodowa Agencja Wymiany Akademickiej [NAWA]) Program entitled “Welcome to Poland – call 2024”. The funding source for this call under the program is European funds from the European Social Development Fund 2021–2027, allocated for the implementation of the NAWA project entitled „Wsparcie instytucji szkolnictwa wyższego i nauki w obsłudze osób cudzoziemskich oraz Polek i Polaków wyjeżdżających za granicę” (Support for higher education and science institutions in servicing foreign nationals and Polish citizens going abroad) (hereinafter the “NAWA project”; NAWA project number:  FERS.01.05.IP.08-0003/24). In implementing the project in question, VIZJA University is a beneficiary of the NAWA project – it uses the financial resources of the NAWA project and contributes to the achievement of its objectives.
6. Detailed information about:
a) the NAWA program entitled  “Welcome to Poland – Call 2024” can be found on the NAWA website,
b) the NAWA program entitled „Wsparcie instytucji szkolnictwa wyższego i nauki w obsłudze osób cudzoziemskich oraz Polek i Polaków wyjeżdżających za granicę” (Support for higher education and science institutions in servicing foreign nationals and Polish citizens going abroad) can be found on the project website,
c) information on the European Funds for Social Development 2021–2027 program is available on the European Funds for Social Development 2021–2027 website.
7. At all stages of Project implementation, the principles of horizontal policies are observed, in particular: accessibility for persons with special needs[footnoteRef:1]; ensuring equal opportunities and non-discrimination, including gender equality; and the implementation of the principle of sustainable development – these principles are applied, among others, through: [1: Persons with special needs include in particular: 
1) persons with disabilities: a) within the meaning of the Act of 27 August 1997 on Vocational and Social Rehabilitation and Employment of Persons with Disabilities (consolidated text, Journal  of Laws 2024, item 44, as amended), b) within the meaning of the Act of 19 August 1994 on the Protection of Mental Health (consolidated text, Journal of Laws of 2022, item 2123).
2) persons who are in a more difficult situation due to other factors (e.g., elderly persons, persons with low income, foreigners, refugees, pregnant women, etc.).] 

a) use of universal design principles to create and implement forms of support so that they are useful for all persons regardless of their differences, to the greatest possible extent, without the need for adaptation – the Project enables persons with special needs to participate in its activities and benefit from its outcomes on an equal basis with other persons (application of the principles specified in the annex to the NAWA Beneficiary Handbook entitled  „Standardy dostępności – przykłady zastosowania”), (Accessibility Standards – Examples of Application)
b) conducting recruitment and implementing forms of support with respect for all differences and diversity of persons involved in these activities, including with regard to gender, age, race, skin color, ethnic or social origin, disability status, genetic characteristics, religion or beliefs, political opinions, membership in a national minority, other differences – the Project, regardless of the differences of the persons involved, ensures fair and full participation in its activities, including recruitment and use of its products and results,
c) ensuring a state of Project implementation in which women and men are attributed the same social value, equal rights, and equal obligations, and have equal access to Project resources (its Forms of support) from which they may benefit.
d) counteracting discrimination, in particular by refraining from any discriminatory behaviors towards persons participating in recruitment and Project activities, including avoiding gender or other stereotypes, and monitoring the occurrence of such behaviors,
e) 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).
8. The project support site and the Project Office are located on the campus of VIZJA University at ul. Okopowa 59 in Warsaw – the building has no architectural barriers that negatively affect project implementation and includes numerous adaptations for persons with disabilities. Information on the architectural accessibility of the Project implementation site is available on the Project website.
9. The regulations and the application form for participation in the support measures have been developed in accordance with the principles for creating electronic documents set out in the annex to the NAWA Beneficiary Handbook entitled „Standardy dostępności – przykłady zastosowania” (Accessibility Standards – Examples of Application). In case of difficulties in reading, understanding, or other specific needs related to the analysis of the documentation content, please report these needs by e-mail to projektyeuropejskie@vizja.pl, by telephone at +48 22 53 65 453, or through direct contact with VIZJA University staff by visiting the Project Office (room no. 614, Monday to Friday between 9:00 and 15:00).
§ 2 [bookmark: _Toc220656205]Objective of the support offered within the Project
1. The main objective of the Project is to strengthen VIZJA University’s capacity for internationalization and enhance its competitiveness in the international higher education market through the following specific objectives:
a) improving the English communication skills of the university’s academic and administrative staff,
b) fostering understanding and respect for diverse cultural norms through training for the university’s academic and administrative staff,
c) building positive relationships with international individuals, including students and staff who engage with the university,
d) facilitating administrative and formal support for international individuals,
e) raising awareness among academic and administrative staff of global standards for international collaboration,
f) identifying and equipping spaces to serve international students.
2. The Project objectives will be achieved during the period from 1 October 2025 to 30 September 2027.
§ 3 [bookmark: _Toc220656206]Scope and topics of the support offered within the Project
1. Support provided within the Project includes (hereinafter “support measures” or “support forms”):
a) English language training program (advanced level) for academic teachers of VIZJA University – specialist vocabulary and expressions related to the teaching process in higher education:
i. 60 teaching hours per training group,
ii. 2–4 participants per group,
iii. training conducted in English,
iv. intended for Polish-speaking academic staff teaching on English-language programs.
b) Training program for academic teachers of VIZJA University on interpersonal skills, including empathy, conflict resolution, and communication techniques addressing language and cultural barriers in the higher education teaching process:
i. 6 teaching hours per training group,
ii. 8–12 participants per group,
iii. training conducted in Polish and English,
iv. intended for Polish- and English-speaking academic staff teaching on English-language programs.
c) Training program for academic teachers of VIZJA University on cultural differences in the higher education teaching process:
i. 6 teaching hours per training group,
ii. 8–12 participants per group,
iii. training conducted in Polish and English,
iv. intended for Polish- and English-speaking academic staff teaching on English-language programs.
d) English language training program (advanced level) for administrative staff of VIZJA University – specialist vocabulary and expressions related to educational and administrative services in higher education institutions:
i. 60 teaching hours per training group,
ii. 4–6 participants per group,
iii. training conducted in English,
iv. intended for Polish-speaking administrative staff working with or collaborating with the International Center.
e) Training program for administrative staff of VIZJA University on interpersonal skills, including stress reduction techniques and methods for supporting adaptation in a new environment within higher education institutions
i. 6 teaching hours per training group:
ii. 8–12 participants per group,
iii. training conducted in Polish and English,
iv. intended for Polish- and English-speaking administrative staff working with or collaborating with the International Center.
f) Training program for administrative staff of VIZJA University on current regulations and procedures regarding the support of international students and the use of IT systems applied in this process:
i. 12 teaching hours per training group,
ii. 8–12 participants per group,
iii. training conducted in Polish and English,
iv. intended for Polish- and English-speaking administrative staff working with or collaborating with the International Center.
g) study visits to foreign academic institutions aimed at fostering openness and acceptance within the academic and research environment, as well as exchanging good practices in internationalization:
i. visits to four European universities and one university in North America,
ii. travel for two participants – one academic staff member who has participated or will participate in at least one training under the Project referred to in a)–c), and one administrative staff member who has participated or will participate in at least one training under the Project referred to in d)–f),
iii. visits in Europe lasting a maximum of three days, and visits outside Europe lasting a maximum of five days (including travel to and from the destination).
2. Support measures will be provided during the period from  01.01.2026 to 30.09.2027, in accordance with the information published on the Project website in the digitally available document entitled „Harmonogram planowanego wsparcia uczestników projektu” (Planned schedule of participant support). The schedule will be published and updated at least 7 calendar days before the planned start of each support measure.
3. Participation in the support measures provided under the Project is free of charge.
4. In the case of study visits, participants are entitled to travel-related allowances, which will be reimbursed in accordance with the Announcement of the Minister of Family and Social Policy of 2 October 2023 on the publication of the consolidated text of the regulation of the Minister of Labour and Social Policy on allowances due to an employee employed in a state or local government budgetary unit for official travel (Journal of Laws 2023, item 2190).
§ 4 [bookmark: _Toc220656207]Target group – characteristics of Project participants
1. The Project’s target group consists of Polish- and English-speaking academic staff teaching on English-language programs (teaching and research-teaching staff) and Polish- and English-speaking administrative staff working in or cooperating with the International Center in serving international individuals (students and staff at the university), whose period of employment under an employment contract or contract for services at VIZJA University is at least six months at the time of submitting the application form for participation in the support measures.
2. The Project ensures fair and full participation in the support measures and access to its products and outcomes for all participants, regardless of differences such as gender, age, race, skin color, ethnic or social origin, disability status, or other characteristics.
3. The Project plans to provide support for 70 academic staff members (including 33 women and 37 men) and 40 administrative staff members (including 26 women and 14 men). The indicated gender distribution is for guidance only and does not affect eligibility criteria or the recruitment process.
4. Due to the nature of the support measures described in §3 sec. 1 of these Regulations, the following limitations apply to the number of support measures that participants from the target group may receive:
a) training – Polish-speaking academic staff teaching on English-language programs may participate in one, two, or three trainings specified in §3 sec. 1 a), b), and c) of these Regulations,
b) training – English-speaking academic staff teaching on English-language programs may participate in one or two trainings specified in §3 sec. 1 b) and c) of these Regulations,
c) training – Polish-speaking administrative staff working in or cooperating with the International Center may participate in one, two, or three trainings specified in §3 sec. 1 d), e), and f) of these Regulations,
d) training – English-speaking administrative staff working in or cooperating with the International Center may participate in one or two trainings specified in §3 sec. 1 e) and f) of these Regulations,
e) study visits – each academic or administrative staff member may participate in a maximum of three study visits.
§ 5 [bookmark: _Toc220656208]Eligibility criteria for Project participants
1. Any interested person may participate in the Project provided they meet all of the following eligibility criteria:
a) belong to the group of “Eligible Project Participants” defined by NAWA in the document entitled  „Ogłoszenie o naborze wniosków o udział w programie nr 32/2024 z dnia 30 października 2024 r.” (Call for applications under Program No. 32/2024 of 30 October 2024) i.e., academic, research, teaching, or administrative staff employed by the Beneficiary (the term “Beneficiary” refers to VIZJA University),
b) belong to the Project’s target group as defined in the Project funding application and indicated in §4 sec. 1 of these Regulations,
c) submit a correctly completed application form for participation in the support measures by the deadline specified in the recruitment information,
[positive verification by the Recruitment Committee of the criteria listed in a)–c) above grants the person the status of a qualified participant in the support measures and allows them to proceed to fulfill the criterion listed in d) below],
d) after obtaining the status of a qualified participant in the support measures, complete the formalities related to the NAWA IT system (hereinafter “NAWA System”), including: 
i. registering an account in the NAWA System by providing their first and last name, e-mail address, and a password created by the user,
ii. activating the account in the NAWA System by clicking on the activation link sent by the system to the e-mail address provided during registration and completing the remaining registration steps.
iii. After receiving from the Project Office a link enabling access to the hidden functionality in the NAWA System, the participant will complete and submit the electronic participation form, providing true and up-to-date information (including personal data).
[The electronic participation form replaces the following documents previously submitted in paper form: the declaration of participation in the Project, the participant’s personal data form, and information clauses regarding the processing of the participant’s personal data.]
iv. Upon receiving an e-mail from the NAWA System confirming the submission of the electronic participation form, the participant will forward that e-mail, together with the attached form saved in PDF format, to the Project Office at projektyeuropejskie@vizja.pl.
[Failure to submit the electronic participation form in the NAWA System and to send it to the Project Office shall be considered a withdrawal from participation in the support measure.]
2. To determine the group of individuals qualified for a given support measure, the following preferential criteria and rules will be applied:
a) preferential criteria:
i. a person with a disability certificate (+6 points),
ii. a person with special needs who does not hold a disability certificate[footnoteRef:2] (+3 points), [2: A person with special needs who does not hold a disability certificate is defined as an individual who, due to their external or internal characteristics, or due to the circumstances in which they find themselves, must undertake additional actions or apply additional measures in order to overcome barriers and participate in various spheres of life on an equal basis with others (definition from the Act of 19 July 2019 on Ensuring Accessibility for Persons with Special Needs, consolidated text,  Journal of Laws of 2022, item 2240).] 

iii. a person who, in the 12 months preceding the submission of the application form, has not participated in any training or study visit related to work at VIZJA University (+1 point),
b) applications for a given support measure will be ranked according to the preferential points awarded (in the event of a tie, the order on the ranking list will be determined by the date and time of submission of the application form),
c) individuals whose applications appear on the ranking list within the available number of places for a given support measure will be informed of their status as qualified participants and of the need to complete formalities related to the NAWA System (the group of participants qualified for a given support measure),
d) individuals whose applications appear on the ranking list beyond the available places will form a reserve group of participants qualified for a given support measure,
e) a person from the reserve group may be moved to the group of participants qualified for a given support measure if a place becomes available in that group.
§ 6 [bookmark: _Toc220656209]Recruitment and provision of support under the Project
1. Recruitment and provision of support are conducted in compliance with the principles of horizontal policies set out in §1 sec. 7 of these Regulations.
2. Participation in the recruitment process and in the support measures is voluntary and free of charge.
3. Recruitment is conducted on a rolling basis for each support measure until all places are filled.
4. Recruitment is carried out by the Recruitment Committee, chaired by the Project Manager. The Committee includes Project personnel (minimum composition): Recruitment and Training Coordinator, Content Coordinator. If necessary, the composition of the Recruitment Committee, including the chairperson, may be changed to other employees of VIZJA University.
5. The authority over the Recruitment Committee (functions: supervisory, appellate, and approval) is held by the Vice-Rector for International Cooperation of VIZJA University.
 If necessary, the Managing Director of VIZJA University may replace the Vice-Rector in performing these functions.
6. Any person participating in the recruitment process may submit objections regarding the work of the Recruitment Committee and appeal its decisions to the Vice-Rector for International Cooperation. Decisions of the Vice-Rector are final.
7. The Recruitment Committee is responsible for ensuring compliance with horizontal policy principles, including guaranteeing equal treatment of all participants in the recruitment process and preventing discrimination based on any differences.
8. At any stage of recruitment and participation in support measures, participants may report to the Project Office any specific needs related to their participation in recruitment or use of the support measures.
9. In the event of specific needs among participants in the recruitment process or users of the support measures, solutions and accommodations specified in the relevant accessibility standards contained in the annex to the NAWA Beneficiary Handbook entitled „Standardy dostępności – przykłady zastosowania” (Accessibility Standards – Examples of Application) will be applied.
10. The recruitment process is conducted in accordance with the training accessibility standard, the information and promotion standard, and the digital standard, including:
a) the recruitment process is conducted using a variety of communication channels:
i. electronic communication via the Project website and digitally available documents downloadable from it,
ii. internal electronic communication using official e-mail accounts or digital messaging platforms,
iii. direct communication with the academic and administrative staff of the university, i.e., in-person and telephone conversations with Project personnel,
iv. 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),
b) recruitment documentation is available for download from the Project website in a digitally accessible format and in printed form at the architecturally accessible Project Office,
c) recruitment communications and documents do not contain content that is discriminatory, demeaning, or perpetuates stereotypes related to disability or other characteristics of difference, including gender, race, skin color, ethnic or social origin, genetic characteristics, language, or other differences,
d) members of the Recruitment Committee and all Project personnel are familiar with and obliged to apply equality principles.
11. The primary tools used in the recruitment process are the application form for participation in the support measures and the NAWA System, which includes an electronic participation form.
12. The application form for participation in the support measures may be submitted to the Project Office in paper form or electronically by e-mail to: projektyeuropejskie@vizja.pl.
13. Recruitment is carried out through verification by the Recruitment Committee of application forms in terms of meeting the eligibility criteria, preferential criteria, and the application of ranking list rules (including the list of participants qualified for a given support measure and the reserve list) set out in §5 of these Regulations.
14. The Recruitment Committee will verify affiliation with the target group of persons participating in the recruitment process on the basis of information provided in the application forms and information obtained from the Human Resources and Payroll Department of VIZJA University.
15. Completion of formalities in the NAWA System, including completion and submission of the electronic participation form, must be carried out entirely by electronic means.
16. Failure by a person qualified for participation in a given support measure to submit the electronic participation form in the NAWA System and forward it to the Project Office shall be considered a withdrawal from participation in that support measure.
17. Submission of the electronic participation form in the NAWA System results in obtaining the status of a participant in the Project implemented by VIZJA University and a participant in the project implemented by NAWA (the NAWA project is described in §1 sec. 5 of these Regulations; the VIZJA University Project is implemented within the framework of the NAWA project; detailed information on the NAWA project is available on its official website).
18. A person holding the status of a Project participant has the right to:
a) participate in the support measures free of charge,
b) receive written confirmation of participation in a support measure,
c) be treated with dignity, in accordance with the principles of equal opportunities and non-discrimination,
d) obtain appropriate assistance from Project personnel with regard to a reported or identified specific need related to participation in the Project,
e) access to and correction of their personal data processed for the purposes of Project implementation;
f) withdrawal from participation in the Project by submitting a written statement containing justification for the reason for withdrawal.
19. A person holding the status of a Project participant is obliged to:
a) comply with the provisions of these Regulations,
b) actively participate in the support measure,
c) take part in the process of verification of acquired competences (completion of a pre-test and post-test for each training) and in the evaluation of the support measure (completion of a satisfaction survey),
d) participate in the measurement of the NAWA project results within up to 4 weeks of completing participation in the Project (survey-based and evaluation activities conducted for the purposes of the NAWA project and the VIZJA University Project),
e) promptly notify the Project Office of any changes to personal data that were required at the recruitment stage of the Project (including changes to first name, last name, and address details).
f) report to the Project Office all observed instances of discrimination and breaches of equality principles during Project implementation.
§ 7 [bookmark: _Toc220656210]Standard of requirements describing competences acquired as a result of the support
1. Implementation of training for academic and administrative staff (support measures specified in §3 sec. 1 a) to f) of these Regulations) leads to the achievement of the result indicator defined by NAWA:
 “Number of representatives of Polish entities within the higher education and science system who have acquired competences in the admission and support of persons from abroad and persons departing abroad”.
2. Participants in the training acquire competences defined by NAWA through the acquisition of the following competences:
a) language competences in the admission and support of persons from abroad and persons departing abroad,
and/or
b) communication competences in the admission and support of persons from abroad and persons departing abroad,
and/or
c) management competences in the admission and support of persons from abroad and persons departing abroad.
3. Competences are confirmed abilities to apply knowledge as well as personal, social, and methodological skills in the context of professional or educational tasks and in the course of professional and individual development. A competence is a distinct set of learning outcomes that have been verified through a validation process in accordance with the requirements established for a given competence, in particular with regard to the learning outcomes comprising that competence. Learning outcomes define what a learner knows, understands, and is able to do upon completion of the learning (support) process, divided into the categories of knowledge, skills, and social competences.
4. List of learning outcomes comprising the competences developed through the training:
a) English language training program (advanced level) for academic teachers of VIZJA University – specialist vocabulary and expressions related to the teaching process in higher education:
i. the training leads to the enhancement of language competences in the admission and support of persons from abroad and persons departing abroad;
ii. learning outcomes:
A. knowledge – a person completing the training knows and understands:
1) specialist vocabulary and idioms related to the planning, delivery, and evaluation of teaching activities at the level of higher education;
2) terminology related to the structure and functioning of higher education institutions;
3) principles of communication in English in spoken and written form;
4) principles of formal style, correspondence etiquette, and standards applied in the international environment;
B. skills – a person completing the training is able to:
1) use advanced academic vocabulary in spoken and written communication when delivering classes, holding consultations, and conducting meetings with students;
2) communicate in professional situations related to the implementation of the teaching and learning process with university staff;
3) prepare teaching materials in English, including syllabi, task instructions, and information for students;
4) admit and support persons from abroad arriving at VIZJA University;
C. social competences/attitudes – a person completing the training:
1) demonstrates readiness to work in a multicultural academic environment and to communicate in English in an open, clear, and professional manner; 
2) demonstrates a supportive attitude towards students and colleagues, particularly in the context of their diverse abilities and language needs in the teaching and learning process;
b) training program for academic teachers of VIZJA University on interpersonal skills, including empathy, conflict resolution, and communication techniques addressing language and cultural barriers in the higher education teaching process:
i. the training leads to the enhancement of communication competences in the admission and support of persons from abroad and persons departing abroad.
ii. learning outcomes:
A. knowledge – a person completing the training knows and understands:
1) basic and advanced methods of interpersonal communication in the academic environment; 
2) principles of empathetic communication and cooperation in international teams; 
3) conflict resolution techniques as well as mediation and negotiation models applicable to teaching activities at the level of higher education; 
4) communication barriers arising from linguistic and cultural differences, together with strategies for minimising such barriers when working with international students and staff;
B. skills – a person completing the training is able to:
1) apply empathetic communication techniques in interactions with students and colleagues; 
2) identify and resolve conflict situations in the academic environment using appropriate mediation and negotiation tools; 
3) communicate effectively in contexts of cultural and linguistic diversity; 
4) formulate clear, culturally sensitive and comprehensible instructions, messages and feedback; 
C. social competences/attitudes – a person completing the training:
1) strives to create a safe, supportive and inclusive teaching environment based on mutual respect and understanding; 
2) demonstrates openness to linguistic and cultural diversity, responding appropriately, tactfully and responsibly in situations of potential misunderstandings or tension;
c) training program for academic teachers of VIZJA University on cultural differences in the higher education teaching process:
i. the training leads to the enhancement of communication competences in the admission and support of persons from abroad and persons departing abroad.
ii. learning outcomes:
A. knowledge – a person completing the training knows and understands:
1) concepts related to culture, cultural differences and intercultural communication; 
2) sources of cultural differences in the academic context; 
3) potential barriers to intercultural communication in higher education and methods of identifying them;
4) principles of conducting classes in a culturally diverse environment;
B. skills – a person completing the training is able to:
1) identify situations in the teaching process in which cultural differences arise; 
2) explain the academic and organizational rules in force at VIZJA University;
3) adapt communication styles and teaching methods to the needs of students from different cultural backgrounds;
4) create conditions that foster cooperation in culturally diverse groups during classes;
C. social competences/attitudes – a person completing the training:
1) is open to cultural diversity and demonstrates respect for others; 
2) shows readiness for continuous development of intercultural competences in academic work;
d) English language training program (advanced level) for administrative staff of VIZJA University – specialist vocabulary and expressions related to educational and administrative services in higher education institutions:
i. the training leads to the enhancement of language competences in the admission and support of persons from abroad and persons departing abroad;
ii. learning outcomes:
A. knowledge – a person completing the training knows and understands:
1) English-language vocabulary and expressions related to the educational support of English-speaking students;
2) administrative procedures in English applicable at VIZJA University; 
3) forms and principles of formal communication in English; 
4) principles of professional administrative service;
B. skills – a person completing the training is able to:
1) conduct oral and written communication in English related to educational and administrative services;
2) formulate precise administrative messages; 
3) provide information and explanations regarding academic procedures;
4) resolve selected communication-related issues concerning the admission and support of persons from abroad;
C. social competences/attitudes – a person completing the training:
1) demonstrates openness and readiness to support persons from abroad; 
2) ensures clarity of communication and maintains a professional and courteous style in international interactions.
e) training program for administrative staff of VIZJA University on interpersonal skills, including stress reduction techniques and methods for supporting adaptation in a new environment within higher education institutions:
i. the training leads to the enhancement of communication competences in the admission and support of persons from abroad and persons departing abroad.
ii. learning outcomes:
A. knowledge – a person completing the training knows and understands:
1) mechanisms underlying the development of stress; 
2) typical stress responses; 
3) basic stress reduction techniques and tools; 
4) methods of supporting adaptation to a new environment, illustrated by the example of a higher education institution; 
B. skills – a person completing the training is able to:
1) recognize signs of stress and overload in themselves and in persons they work with; 
2) respond appropriately in stressful situations; 
3) apply stress reduction techniques in professional contexts; 
4) create a welcoming and supportive atmosphere in interactions with persons from abroad; 
C. social competences/attitudes – a person completing the training:
1) demonstrates willingness to apply stress reduction techniques in the workplace; 
2) supports the adaptation of persons from abroad at VIZJA University;
f) training program for administrative staff of VIZJA University on current regulations and procedures regarding the support of international students and the use of IT systems applied in this process:
i. the training improves managerial competencies related to the admission and support of persons from abroad and travelling abroad;
ii. learning outcomes:
A. knowledge – a person completing the training knows and understands:
1) applicable national regulations and internal rules governing the process of supporting international students; 
2) administrative procedures related to the support of international students;
3) principles of operation and use of university IT systems;
4) standards of personal data protection and information security;
B. skills – a person completing the training is able to:
1) apply current regulations and procedures in everyday work; 
2) operate VIZJA University IT systems; 
3) identify potential procedural errors and risks in administrative services; 
4) cooperate with other organisational units and external institutions in the area of support for international students; 
C. social competences/attitudes – a person completing the training:
1) demonstrates readiness to continuously update knowledge of procedures and IT systems;
2) ensures reliability, transparency and compliance of administrative services with applicable regulations and standards.
5. The defined learning outcomes meet the following requirements:
a) they are unambiguous and allow for the planning and conduct of validation,
b) they are achievable by participants in the Project,
c) they are verifiable during the validation process,
d) they are understandable to the staff of VIZJA University.
§ 8 [bookmark: _Toc220656211]Criteria for the assessment of learning outcomes after completion of support and the method of verification of learning outcomes based on the adopted criteria
1. Confirmation of the acquisition of competences, in accordance with the NAWA rules set out in the appendix to the NAWA Beneficiary’s Handbook entitled „Zasady rekrutacji, sprawozdawczości i zbierania danych uczestników projektów finansowanych ze środków FERS” (Rules for recruitment, reporting and collection of data on participants in projects financed from FERS funds) includes four stages:
a) Stage I – Scope: definition, within the funding application for the Project and in these Regulations, of the target group to be covered by support and indication of the thematic scope of the support,
b) Stage II – Standard: specification in these Regulations of the standard of requirements, that is, the learning outcomes to be achieved by Project participants as a result of the implemented activities, together with information on the criteria and methods for verification of these outcomes,
c) Stage III – Assessment: verification based on the criteria described in the standard (Stage II) after completion of the support provided to a given person, with separation of functions between the education process and the validation process,
d) Stage IV – Comparison: comparison of the results obtained in Stage III (assessment) with the adopted requirements (learning outcomes defined in Stage II) after completion of the support provided to a given person.
2. Criteria and methods for verification of learning outcomes:
a) each person participating in the training is required to complete a pre-test (before the start of the training) and a post-test (after completion of the training),
b) test questions are assigned to the learning outcomes constituting a given competence - providing correct answers to at least 50% of the questions relating to a given learning outcome means that the outcome has been achieved upon completion of participation in the training,
c) achievement by a given person of at least 70% of the learning outcomes after completion of participation in the training and an improvement of the post-test result compared to the pre-test by at least 1 point means acquisition of the given competence,
d) in justified cases, it is permissible to apply methods for verifying the achievement of learning outcomes based on direct communication (e.g. an oral test, a verification interview, etc.).
3. The education process (i.e. the substantive delivery of the training) is separated from the validation process (i.e. verification of competence enhancement). Training instructors will not distribute, collect, or assess pre-tests and post-tests. The Project staff will be responsible for the distribution, collection, and assessment of pre-tests and post-tests. The Project staff operate independently of the trainers delivering the training sessions – there is no hierarchical, personal, or other relationship that could affect the validation results.
4. The validation process will be documented by reports from the competence acquisition verification process, prepared by the Project staff under the substantive and methodological supervision of the Substantive Coordinator.
5. Each person acquiring competences will receive a written document confirming the acquisition of competences, together with:
a) a description of learning outcomes divided into knowledge, skills, and social competences,
b) confirmation that validation was conducted based on the verification criteria defined in the learning outcomes,
c) confirmation of the application of solutions ensuring separation of the education and validation processes.
§ 9 [bookmark: _Toc220656212]Final provisions
1. Recruitment documentation and documentation related to participation in Forms of support are processed and stored in compliance with personal data protection regulations, including the Act of 10 May 2018 on the Protection of Personal Data (consolidated text, Journal of Laws of 2019, item 1781) and Regulation (EU) 2016/679 of the European Parliament and of the Council of 27 April 2016 on the protection of natural persons with regard to the processing of personal data and on the free movement of such data, and repealing Directive 95/46/EC (General Data Protection Regulation; OJ EU L 2016 No. 119, p. 1, as amended).
2. Information on the processing of personal data within the Project and the NAWA project is included in the information clauses provided in the application form for participation in the forms of support and in the NAWA System.
3. The documentation concerning individuals applying for participation in the Project and participants in the Project primarily includes:
a) the application form for participation in the forms of support,
b) electronic data tables and consents related to the creation of an account in the NAWA System,
c) the electronic participation form available in the NAWA System,
d) attendance lists for the training,
e) pre-test and post-test related to participation in the training,
f) a document confirming that the individual acquired competences as a result of participating in the training,
g) evaluation survey for the given training (anonymous satisfaction survey),
h) a report on participation in a study visit, including a description of activities carried out during the visit, conclusions, recommendations, and proposals for potential implementation of good practices,
i) evaluation survey for the given study visit (anonymous satisfaction survey),
j) a survey conducted by NAWA within 4 weeks of completing participation in the Project, assessing the outcomes of the NAWA project.
4. Issues not regulated in the Regulations are resolved by the Project Manager and are determined by the applicable rules established by NAWA for the implementation of the Project. The appeals function regarding the Project Manager’s decisions on substantive matters is performed by the Vice-Rector for International Cooperation of the VIZJA University. The appeals function regarding the Project Manager’s decisions on financial matters is performed by the Managing Director of VIZJA University. Decisions of the Vice-Rector and the Managing Director are final.
5. The Regulations are effective from the date of entry into force of the order of the Vice-Rector for International Cooperation of VIZJA University.
6. The Regulations may be amended at any time, with the amendments taking effect from the date of entry into force of the order of the Vice-Rector for International Cooperation. Any amendments to the Regulations require written form.
7. The Regulation is available in a digital version on the Project website, at the Project Office, and in the International Center in printed form:
8. List of annexes:
a) Application form for participation in the forms of support.
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