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Project - “Erasmus - Educational Mobility with countries not associated to the Programme” 
(KA171/2024)
Procedure and Qualification Criteria, Organization, and Funding Rules for Staff Training (STT)*


academic year 2024/2025
A. Definitions 
Whenever referring to:

1. Non-academic staff member – it shall be understood as all non-academic staff employed at the University of Warsaw under an employment contract;

2. List of competition applications – it shall be understood as a list containing the names of non-academic staff members approved by deans/heads of organizational units and mobility coordinators, or in the absence of a coordinator, only by deans/heads of organizational units;

3. STT (Staff Mobility for Training) – it shall be understood as participation in activities aimed at obtaining, supplementing, or improving the skills and qualifications of a University of Warsaw employee at a partner university indicated in point B 4;

4. Mobility – it shall be understood as a travel abroad to the country of a partner university to implement an agreed training program contained in the Mobility Agreement;
5. Erasmus STT/KA171/2024 scholarship – it shall be understood as funds granted to co-finance an STT mobility within the framework of the project "Erasmus – Educational Mobility with Third Countries Not Associated with the Program" (financial agreement number: 2024-1-PL01-KA171-HED-000211187);
6. Qualification Committee – it shall be understood as the Qualification Committee appointed by the Chairman of the Rector's Commission for the evaluation of scholarship applications, in accordance with Ordinance No. 276 of the Rector of the University of Warsaw dated December 10, 2020, on the appointment of the Rector's Commission for the evaluation of scholarship applications with subsequent amendments;
7. Foreign partner university – it shall be understood as the universities listed in point B.4., hereinafter referred to as "partner universities".

B. Qualification Rules in UW Units

1. When submitting to the International Relations Office (IRO) the candidature of a non-academic staff member for an STT mobility, thereby expressing consent for their mobility to a partner university, the following rules must be observed.

1.1 Actions performed based on this procedure are subject to ORDINANCE NO. 85 OF THE RECTOR OF THE UNIVERSITY OF WARSAW of May 18, 2021, on the principles of professional development of University of Warsaw staff, to the extent that it is not inconsistent with financial agreement no. 2024-1-PL01-KA171-HED-000211187, concluded by the University of Warsaw with the Foundation for the Development of the Education System (FRSE). 
1.2 By submitting the candidature of a non-academic staff member to IRO for an STT mobility, the dean/head of the UW organizational unit consents to the employee being fully released from work during the STT training period in accordance with the approved Individual Training Program (Mobility Agreement-Staff Mobility for Training). 
1.3 A non-academic staff member is an employee of the University of Warsaw – regardless of nationality – for whom the University is the primary place of work. 
1.4 A non-academic staff member must be employed during the qualification period and at least until the end of the mobility based on an employment contract. 
1.5 A non-academic staff member is not seconded or transferred to another institution in the academic year when planning an STT mobility within the STT/KA171/2024 project.
 1.6 A non-academic staff member knows the language in which the training is provided, at least at the B2 level.

2. Erasmus STT/KA171/2024 funds can be applied for all non-academic staff members (including faculty and central administration staff, engineering and technical staff, IT specialists, programmers, and mobility coordinators (also academic teachers), librarians, scientific information and documentation staff, lecturers) of all UW units.

3. During the qualification and duration of the STT/KA171/2024 scholarship, non-academic staff members cannot be on any kind of leave.

4. List of scholarships covered by the competition:

	Country
	Partner University 
	Subject area
	Number of Scholarships
	Duration of Mobility (including 2 days for travel)
	Lump sum for stay (€)
	Lump sum for travel  (€)*

	Albania
	Universiteti Europian i Tiranes
	wszystkie
	2
	7 days x2
	1 330,000
	309,00

	Bosnia and Herzegovina
	University of Sarajevo
	wszystkie
	1
	7 days
	1 330,00
	309,00

	Montenegro
	University of Montenegro
	wszystkie
	1
	7 days

	1 330,00
	309,00

	Philippines
	Ateneo De Manila University
	wszystkie
	1
	7 days
	1 330,00
	1 735,00

	Georgia
	Ivane Javakhishvili Tbilisi State University
	Wszystkie

	1
	7 days
	1 330,00
	395,00

	Mexico
	Universidad  Nacional Autonoma
	Wszystkie

	1
	7 days
	1 330,00
	1 735,00

	New Zealand
	Te Herenga Waka | Victoria University of Wellington
	Wszystkie

	1
	7 days
	1 330,00
	1 735,00


 *The amount of the lump sum is dependent on the distance between Warsaw (the starting point of the journey) and the destination. The one-way travel distance should be considered to calculate the lump sum amount due for a round trip. To calculate the distance, the IRO will use the distance calculator developed by the European Commission and available on the Erasmus+ program website: http://ec.europa.eu/programmes/erasmus-plus/tools/distance_en.htm.
5. Each non-academic staff member may apply for the Erasmus STT/KA171/2024 scholarship for only one mobility under the entire 2024-1-PL01-KA171-HED-000211187 project. The mobility must be carried out between 1 April 2025 to 30 September 2025, provided that during this period the non-academic staff member does not intend to use the STT mobility to EU countries or countries associated with the program (KA131).
6. The Erasmus STT/KA171/2024 scholarship cannot be awarded for participation in a conference, congress, symposium, language course, etc.
C. Procedure for Submitting Non-Academic Staff Members applications for the Erasmus STT/KA171/2024 Scholarship
1. Deans/heads of organisational units or mobility coordinators are obliged to make these rules publicly available, in particular on the websites of their units.
2. A correctly completed list of competition applications for the STT mobility competition, certified by signatures and stamps or the electronic signature of the dean/head of the UW organizational unit and the mobility coordinator, or in the absence of the coordinator, only by the dean/head of the organizational unit, along with the required documents listed in point C.3., must be sent only in scanned form, in accordance with Ordinance No. 279 of the Rector of the University of Warsaw dated December 10, 2020, on the University's electronic mail, to the email address joanna.wiszniewska@adm.uw.edu.pl or in traditional (paper) form to IRO by February 21, 2025, at 2:00 PM. Incomplete or late documents will not be considered. The template for the application list is Annex No. 1.
3. The list of competition applications must include for each candidature submission:
· A scan of the agreed, correctly and thoroughly completed individual training program (Mobility Agreement-Staff Mobility for Training) with the dates of stay at the foreign university entered, containing the legible signature of the non-academic staff member, the legible signature and stamp or electronic signature of the mobility coordinator of the home unit, or in the absence of the coordinator, the signature of the dean/head of the organizational unit, and the legible signature of the representative of the foreign university. In case of an illegible signature of the foreign university, a name stamp of the person signing the document and/or the stamp of the university is required. The individual training program must be prepared with all due care and accuracy on the Mobility Agreement-Staff Mobility for Training form, required by the Foundation for the Development of the Education System (FRSE). The template for the form is Annex No. 2.
· A motivation letter justifying the choice of the foreign partner university. The document should be in English, up to 4,000 characters, fitting on one page.
· A statement of the number and directions of STT mobilities at UW under the "Erasmus – educational mobility" projects, counting from the academic year 2021/2022. The template for the form is Annex No. 3.
4. The submitted list of competition applications in scanned form along with the correctly completed documents listed in point C.3. is the basis for qualifying applications for the competition.
5. An application that does not include a correctly completed set of documents will not be entered on the university-wide competition list of non-academic staff members.
6. The Qualification Committee will not consider other documents than those listed in point C.3. in its assessment.
7. Email agreements regarding the training program will not be accepted under any circumstances.
8. IRO will email information about the award or non-award of Erasmus STT/KA171/2024 funds to the non-academic staff member for the STT mobility and the mobility coordinator, or in the absence of the coordinator, to the dean/head of the organizational unit, according to the contact details on the list of competition applications.
D. Qualification and Award Procedure for the Erasmus STT/KA171/2024 Scholarship
1. Based on the correctly completed and signed application lists submitted to IRO, a university-wide competition list of non-academic staff members meeting the requirements specified in points B.1. and C.3. will be created.

2. The applications (documents listed in point C.3.) of non-academic staff members will be evaluated by the Qualification Committee.

3. The evaluation criteria and scoring system are as follows: 
a) Scan of the agreed, correctly, and thoroughly completed individual training program (Staff Mobility For Training) with the required signatures and stamps (0 – 10 points); 
b) Motivation letter justifying the choice of the foreign university (0 – 5 points);
 c) First-time STT mobility at UW under the "Erasmus – educational mobility KA131 and KA171" projects, counting from the academic year 2021/2022 (2 points).

4. The final decision on the acceptance of the candidate is made by the partner university.

5. In case of resignation from the mobility, the non-academic staff member must inform IRO by email. Based on the resignation, the Erasmus STA/KA171/2024 scholarship will be awarded to the next person on the reserve list.

E. Rules for Implementing STT mobilities
1. During the STT mobility, the non-academic staff member is required to participate in all activities specified in the training program.

2. The STT mobility must not be shorter than 5 working days, without any breaks in the academic calendar, and a maximum of 2 calendar days for travel.

3. A maximum of one day before and one day after the mobility period allocated for travel will be counted towards the STT scholarship period. For these maximum two days, the scholarship will be paid, provided that the amount due for a 7-day stay is not exceeded.

4. The mobility period confirmed by the partner university on the Erasmus Attendance Certificate must be the same as the mobility period stated in the individual training program (Staff Mobility for Training – Mobility Agreement), excluding travel time. The template for the attendance certificate is Annex No. 5.
5. The non-academic staff member is required to have a document entitling them to health care in the partner country, as well as insurance covering medical expenses, accident insurance (possibly civil liability insurance), for the duration of the travel and stay at the partner university. Travelers are asked to familiarize themselves with the healthcare system in the destination countries. The University bears no responsibility for lack of or insufficient insurance coverage. 
6. The non-academic staff member is required to organize their visit independently and familiarize themselves with the entry and stay regulations in the partner country, including, if applicable, having a valid visa for the entire stay period.

F. Funding Rules for STT Trips

1. The STT mobility (training + travel) must be completed by September 30, 2025.

2. An individual financial agreement must be concluded with each non-academic staff member before the mobility.
3. The amount of the Erasmus STT/KA171/2024 scholarship will be in accordance with the amounts resulting from the European Union's Beneficiary Module electronic system according to the following daily rate regardless of the destination country: 190 € per day of stay. The rate is specified in the FRSE Tariff, relevant information is available in the Erasmus+ 2024 Programme Guide here.

4. The Erasmus STT/KA171/2024 scholarship is intended to cover additional, not full, expenses related to increased living costs abroad.

5. The Erasmus STT/KA171/2024 scholarship and the lump sum to cover travel costs are expressed in euros, in whole numbers; they will be paid by bank transfer after signing the financial agreement prepared based on the Erasmus STT trip application submitted to IRO. The Erasmus STT travel application should be submitted to IRO at least 4 weeks before the travel date, in scanned form, in accordance with Ordinance No. 279 of the Rector of the University of Warsaw dated December 10, 2020, on the University's electronic mail, to the email address joanna.wiszniewska@adm.uw.edu.pl or the original in traditional (paper) form. The template for the Erasmus STT travel application is Annex No. 4.
6. The payment of the Erasmus STT scholarship to the outgoing person can only take place if they accept all the terms and conditions of the individual financial agreement delivered to IRO at least 2 weeks before the travel date in the original or electronic form if a qualified electronic signature is used.
G. Right to Appeal
1. According to the Ordinance No. 276 of the Rector of the University of Warsaw dated 10 December 2020 regarding the establishment of the Rector’s Committee for the assessment of scholarship applications and as amended to the Ordinance, students have the right to appeal against the decision within 7 days from the date of sending via email the information about the results. The appeal is considered by the Chair of the Commission. The Chair’s decision is final.
H. Information on the protection of natural persons with regard to the processing of personal data (GDPR) 
1. Pursuant to Regulation (EC) No. 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 (GDPR), we would like to inform that:

1.1 The controller of the employee’s personal data is the University of Warsaw, represented by the Rector with the registered seat at ul. Krakowskie Przedmieście 26/28, 00-927 Warsaw. The controller can be contacted by selecting one of the contact forms found on: https://www.uw.edu.pl/kontakt/.

1.2 The controller has appointed a Data Protection Officer supervising the correctness of personal data processing, who can be contacted via the e-mail address: iod@adm.uw.edu.pl.

1.3 Personal data of the employees shall be processed in connection with their participation in the Erasmus+ programme.

1.4 The basis for the processing of the employee’s personal data is their consent to the processing of personal data. The data of the persons selected for mobility shall be processed on the basis of an agreement concluded between the University of Warsaw and the Foundation for the Development of the Education System – the National Agency (FDES-NA) and on the basis of Regulation (EU) No.1288/2013 of the European Parliament and of the Council of 11 December 2013 establishing Erasmus+– the EU Programme for education, training, youth and sport, and repealing Decisions No. 1719/2006/EC, 1720/2006/EC and 1298/2008 /EC.

1.5 Providing data by the employee is voluntary, but necessary to participate in the selection procedure. The provision of data by qualified employees is obligatory otherwise the scholarship cannot be paid.

1.6 Recipients of the data will be entities authorised by law and the Foundation for the Development of the Education System (FDES – operator of the Erasmus+ programme), the foreign institution to which the employee travels for training purposes.

1.7 The data will be stored for a period of 5 years from the receipt of the letter from FDES closing the settlement of the project, i.e. until 31 December 2032 at the latest.

1.8 The employee has the right to access their personal data, correct them and limit their processing. Further, they have the right to withdraw their consent at any time. Information on the withdrawal of consent should be sent to: erasmusbwz@uw.edu.pl.

1.9 The employee has the right to lodge a complaint to the President of the Personal Data Protection Office if they believe that the processing of their personal data violates the provisions of the General Data Protection Regulation.

The aforementioned selection criteria have been formulated based on the information and guidelines provided by the Foundation for the Development of the Education System – the National Agency for the Erasmus+ and the European Solidarity Corps as of the date of their publication by the University of Warsaw.

Any amendments or additions to this document will be published in Section I along with the publication date, subsequent to approval by the UW Vice-Rector for Cooperation and Human Resources.

Approved on 13.01.2025
Vice-Rector for Cooperation and Human Resources

Prof. Sambor Grucza
________________________________

* Procedure and Qualification Criteria, Organization, and Funding Rules for Staff Training (STT) are based on: 
a) Financial agreement no. 2024-1-PL01-KA171-HED-000211187 concluded by the University of Warsaw with the Foundation for the Development of the Education System (FRSE), the template of which is available at: https://erasmusplus.org.pl/dla-beneficjentow/szkolnictwo-wyzsze/linki/umowy 
b) Guidelines and information provided by FRSE and the Education, Audio-visual and Culture Executive Agency (EACEA), based in Brussels.
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