
 

 

 

 

 

Order of the Rector of PJAIT 

of 9 October 2020 

 

 

Concerning the operation of Polish-Japanese Academy of Information Technology during 

the COVID-19 epidemic in Poland 

 

On the basis of § 21 section 1 and section 3 point Statute of Polish-Japanese Academy of 

Information Technology, art. 23 section 1 and section 2 point 2, art. 50 section 1 related to 

art. 76a section 1 Act of 20 July 2018 Law on Higher Education and Science (Dz. U. z 2020 

r., position 85 with further modifications) the following is ordered: 

 

§ 1 

General provisions 

1. Considering the need to ensure safe and hygienic conditions for operation and for teaching 

and research at the Polish-Japanese Academy of Information Technology and in connection 

with the need to prevent and eradicate COVID-19, special safety rules are implemented. 

The rules will be valid for the academic year 2020/21 and will be outlined in this order, as 

well as more specific procedures, regulations and updates. 

2. Persons who enter the PJAIT buildings must observe the regulations and follow the safety 

procedures. 

 

§ 2 

Organisation of study 

1. In the academic year of 2020/2021 studies at the Polish-Japanese Academy of Information 

Technology will be organised in the hybrid mode of learning and assessment – stationary 

on campus and remotely using the methods and techniques of distance education. 

2. The unit responsible for the organisation of the study process using the methods, 

techniques and tools of distance education is the Centre for Distance Education. 

3. In cases of classes, labs and meetings at the Academy all safety procedures, including the 

ones specified in this document must be observed. 

4. At the start of each semester, Faculties must inform their Staff and students on matters 

related to safety, and personal data security, especially when distance education is 

implemented. 



 

5. If the epidemic situation forces the authorities to limit the presence of students and Staff 

on the premises, tests and examinations will be done remotely, using technologies which 

will make it possible to monitor and record the event.  

6. Information concerning the processing of personal data in cases when tests and 

examinations are recorded using information technologies for monitoring and recording 

can be found in Annex 1 to the Order. 

7. Classes conducted remotely, as well as verification of learning outcomes, if done remotely, 

should be documented and archived by the teacher, together with the documentation of 

students’ activity. The documentation will constitute the basis for giving credits and for 

approving the teacher’s work by the respective dean, head of the respective unit or 

director of Doctoral Schools. 

8. In the cases when stationary education is preferred, organisational solutions of minimising 

the risk of infection will be implemented. This may involve: 

1) Smaller groups,  

2) Modifications of the timetable. 

9. Having in mind the safety of members of different units of the Academy organisational 

solutions are implemented to lower the risk of infection, also for non-academic staff. The 

measures will include, e.g. the possibility of working remotely or having the shift/rotation 

system of work. 

10. Technical and legal solutions will be implemented and modified in response to changes in 

the epidemic situations and the needs of the Academy. These solutions will facilitate the 

circulation of documents, requests, contracts, etc., the confirmation of authenticity of 

documents and the identity of authors without the need for physical contact of interested 

parties. 

11. In the situation of increased epidemic hazard, in order to ensure the safety of students, 

doctoral students  and Staff, situation will be monitored with the view to the 

implementation of remote learning firstly in cases of classes which do not require presence 

on the premises of PJAIT to work on the equipment. 

12. Teaching, if necessary,  should be done using techniques allowing webinars or 

teleconferences with the option of audio and video communication. During the 

transmission the teacher should possess the option of sharing his/her presentation. An 

additional option of chat allows for teacher-student interaction without disrupting oral 

communication. 

13. The basic tool for remote  education at PJAIT is Microsoft Teams. 

14. The issues pertaining to remote learning at institutions of higher education have been 

outlined in the Recommendations of the Ministry of Science and Higher Education 

concerning education with the use of methods and techniques of distance learning and are 

available at https://www.gov.pl/web/nauka/ksztalcenie-zdalne-na-uczelniach. 

 

 

 

https://www.gov.pl/web/nauka/ksztalcenie-zdalne-na-uczelniach


§ 3 

Basic prevention 

1. Similarly, as in the case of other infections of upper respiratory tract, such as flu or a cold, 

means of public health safety (regular preventive measures) are key to slowing the spread 

of the disease. Therefore, the following measures are recommended: 

1)  Staying at home if a person has symptoms of an infection of upper respiratory tract 

(fever, cough, muscle pain); 

2) Covering mouth and nose while sneezing or coughing with an elbow or a disposable 

handkerchief; 

3) Frequent washing of hands with soap; 

4) Cleaning of frequently touched surfaces and objects. 

2. In cases of changes to the epidemic situation and in order to ensure safe operation of PJAIT, 

the  following procedures have been implemented:  

1) Updating or drawing emergency action plans;  

2) Cancellation of events/meetings of the community which take place on the Academy’s 

premises. 

3. The Academy is prepared in the following areas: 

1) Promotion of frequent hand washing and keeping hygiene in toilets; 

2)  Preparation of places to wash hands using soap and disinfecting them with  alcohol-

based disinfectant  in classrooms and labs, at the entrances to buildings and in toilets; 

3)  Cleaning and disinfecting buildings, classrooms and air conditioning at least once a 

day, and surfaces touched by many persons (railings, tables, handles and  knobs, 

teaching aids) several times during the day. 

 

§ 4 

Duties of academic staff and students 

1. At the beginning of stationary classes the teacher informs the students about the need to 

disclose any information related to epidemic safety. The communication should contain 

the following points: 

„If any person present has:  

- been diagnosed with COVID-19 during the last 14 days; 

- during the last 14 days experienced COVID-related symptoms, that is:  

fever, cough, loss of breath, headache, muscle pain, exhaustion, loss of appetite, 

problems with smell or taste; 

- during the last 14 days come in touch with a person diagnosed with COVID-19,  you are 

obliged to inform the teacher about that. 

If any of the above mentioned situations takes place before the next class, you are obliged 

to inform the teacher as soon as possible”.  

2. Students, doctoral students and course participants are obliged to notify the teacher 

immediately if during the class they experience symptoms which may be linked to COVID-

19. 



3. If there is a suspicion of COVID-19 infection, the procedure outlined in Annex 2 will apply. 

4. Each person should use their own implements/tools necessary for efficient learning. It is 

necessary to disinfect the objects used be several persons, unless these are disposable. 

Students cannot share things with others. 

5. Teachers are obliged to set duty hours – remote or stationary to facilitate contact with 

students. 

6. It is possible to modify the timetable to facilitate learning in the hybrid mode after 

consultation with the respective dean. 

 

§ 5 

Action Team for  monitoring of the Academy’s operation during the epidemic 

1. The chief task of the Team is to monitor the epidemic situation. The Team is responsible 

for assessing and monitoring risks connected with the operation of the Academy during 

the COVID-19 epidemic, for reacting to and preventing risks.  

2. The Teams will draw and update procedures of the operation of the Academy during the 

epidemic, ensuring its continuous functioning in the time of changing external conditions. 

 

§ 6 

Procedures in the event of symptoms of ill health  

Procedures preparing the  Academy to react to presence of symptoms of ill health of staff, 

students and doctoral students involve: 

1) Making and updating emergency contact lists; 

2) Ensuring isolation of sick students, doctoral students and  staff from the healthy while 

protecting personal data; 

3) Drawing a procedure for informing a student’s/staff member’s  family about the 

situation and providing help getting medical aid while protecting privacy of the 

person; 

4) Students/doctoral students/staff members may require, depending on the situation, 

medical care or  be sent home. 

§ 7 

Lecture halls, classroooms, labs 

1. It is necessary to limit gatherings in corridors and halls. Rooms need to be opened earlier 

– by the administrator or a designated person. 

2. Rooms should be regularly ventilated/aired, after each group. There should be a suitably 

long break between classes to ensure safe change of groups and room ventilation. 

 

 

 

 



§ 8 

Administration offices 

1. In the offices of administration workstations should be arranged in a way ensuring the 

distance of minimum 1.5 m. 

2. If the arrangement ensuring social distance is not possible, remote rotation work can be 

considered. 

3. In situations requiring contact with stakeholders it is necessary to protect staff, according 

to general sanitary recommendations (similarly to retail outlets). 

 

§ 9 

Spaces of open access (halls, corridors, toilets) 

1. Entrance door to the building should be kept open so that persons entering do not have to 

touch handles. Wherever possible systems for automatic door opening should be installed. 

2. At entrances to the buildings dispensers with disinfectants should be placed with relevant 

information in Polish and English. These should be used by every person entering and 

leaving the building. 

3. Depending on the current situation staff, students and doctoral students may be asked to 

wear disposable gloves and/or protective face masks before entering the building. 

4. All surfaces on which the virus may dwell must be disinfected regularly, especially sills, 

chairs, tables, etc.  

5. If there are chairs in the corridor, they must be arranged to ensure social distance of min 

1.5m. The administration should monitor the arrangement of seating places regularly. 

6. If it is not possible to rearrange furniture, measures should be taken to prevent using it, 

e.g. by using tape. 

7. In every toilet, apart from soap and paper towels there should be a regularly refilled 

container with alcohol-based disinfectant.  

§ 10 

Library 

1. The number of persons allowed into the Library must be limited. Information concerning 

the maximum number of persons inside should be posted on the door to the Library and 

through the communication tools of the Academy. 

2. Staff should use means of personal protection, i.e. face masks and gloves. 

3. The system for lending books online should be implemented in order to limit contact 

between library staff and  visitors. 

4. Returning books without delay (without penalty fees) should be done without contact with 

library staff, e.g. by creating the place where users can leave the book. 

5. Persons using the Reading Room should disinfect their hands before entering and wear 

disposable gloves when using the Library resources. 

6. Specific recommendations can be found at: https://www.gov.pl/web/rozwoj/biblioteki 

 



§ 11 

Lifts 

1. It is recommended that lifts be not used, except for obvious cases of mobility limitations 

or transporting heavy loads. If using a lift is necessary, no more than 2 persons may enter 

at the same time. They should maintain distance or cover mouth and nose. 

2. Buttons in and outside the lifts, railings should be disinfected regularly (there should be a 

register of disinfection monitored by the Administration). 

3. Information concerning the safe use of lifts in Polish and English should  be placed near the 

lifts. 

§ 12 

Canteen/Bar 

Specific recommendations https://www.gov.pl/web/rozwoj/gastronomia 

 

§ 13 

Assessment of educational outcomes remotely (online) 

1. It is recommended that all participants in distance learning are informed about the 

principles of personal data protection, including the protection of image ( Act of European 

Parliament and Council of Europe 2016/679 of  27 April 2016  concerning the protection of 

citizens while processing personal data and free flow of data and lifting of the 95/48/WE 

directive – general order of data protection, later referred to as RODO).  

2. It is recommended that the progress of courses and ways of verification of learning 

outcomes are constantly monitored.  

3. Students and doctoral students should have the possibility to pass their comments 

concerning the quality of educational process and support. Based on these opinions, 

changes should be implemented to improve the educational process and support system 

for students, solving reported problems. 

4. In cases of written verification of learning outcomes the following  is recommended: 

1) Simultaneously use the e-learning platform and a videoconferencing system allowing 

for the monitoring of the verification process 

2) Choose a platform which allows for the recording of students’ presence during the 

test or examination and recording of the students’ answers, as well as the final result 

3) Use a videoconferencing system to monitor the work of students during the 

test/examination and verify the identity of the test/exam taker 

4) For the purposes of collecting evidence, keep documents generated from the e-

learning platform documentation, including lists of participants questions, student 

answers with final result. The documents should be stored according to the principles 

of archiving tests and examinations. 

5. In cases of oral verification it is recommended that the examiners make audio-video 

recordings, including the verification of the student’s identity. The recording must identify 

the needed personal data of the student, subject year, field and cycle of studies.   

https://www.gov.pl/web/rozwoj/gastronomia


6. Principles pertaining to verification of learning outcomes must be published by the 

Academy on its BIP page. 

§ 14 

Work placement/internship 

1. Recommendations concerning work placement for first and second cycle students are 

available under the following link: https://www.gov.pl/web/nauka/rekomendacje-

dotyczace-realizacji-praktyk-na-studiach-pierwszego-i-drugiego-stopnia-oraz-jednolitych-

studiach-magisterskich 

2. Decisions regarding approval of the effects of work placement and ways of achieving the 

missing outcomes are taken by the Rector’s Plenipotentiary for Student Internships. 

3. It is recommended that documents related to internships be collected without direct 

contact. Internship can be approved as completed on the basis of cards submitted 

electronically. 

4. It is possible to shorten the internship or organise an alternative method of achieving 

similar learning outcomes, e.g. by doing project work, lab (simulation) or class-based 

practice – all remotely. 

5. If an internship supervisor acknowledges that the learning outcomes have been achieved, 

the internship may be considered as completed. 

6. An internship can be postponed to a later time, even the following year, as long as this 

does not disrupt the education process. 

 

§ 15 

Diploma work/thesis 

1. It is recommended that deadlines for submission of thesis/diploma work be adjusted to 

the current epidemic conditions. 

2. The thesis/diploma work should be (if it is possible) submitted in the electronic form. 

3. A student may submit the thesis in the printed form, if it is required, later and first defend 

the electronic version. This should be done before collecting the diploma. 

4. Depending on technical possibilities and the curriculum, the diploma examination may be 

done remotely. 

5. Diploma examination in the traditional form should be organised observing safety 

precautions adjusted to the current situation. The examination should take place in a room 

of proper size, keeping appropriate distance and with everybody present covering their 

mouth and nose. After the examination the room should be aired and disinfected. Students 

should bring their own stationery. If markers or other implements are used, these must be 

disinfected. It is recommended that all additional actions accompanying the event – 

handshakes, presentation of flowers, be abandoned. 

 

 

 

https://www.gov.pl/web/nauka/rekomendacje-dotyczace-realizacji-praktyk-na-studiach-pierwszego-i-drugiego-stopnia-oraz-jednolitych-studiach-magisterskich
https://www.gov.pl/web/nauka/rekomendacje-dotyczace-realizacji-praktyk-na-studiach-pierwszego-i-drugiego-stopnia-oraz-jednolitych-studiach-magisterskich
https://www.gov.pl/web/nauka/rekomendacje-dotyczace-realizacji-praktyk-na-studiach-pierwszego-i-drugiego-stopnia-oraz-jednolitych-studiach-magisterskich


§ 16 

Examinations and tests 

1. It is recommended that educational outcomes be verified remotely. 

2. If, for technical reasons, it is impossible to verify a student’s knowledge, s/he should have 

an additional opportunity of doing so in a regular manner. That additional  verification 

should not be treated as a make-up exam. 

3. Students should bring their own stationery as well as other required implements and tools.  

4. Retake tests and examinations should be conducted in a regular (stationary) manner if a 

student requests so, if the current situation allows for that. The dates for the make-up 

session should be stated following the update of the academic year schedule.  

 

§ 17 

Issuing diplomas and supplements 

1. It is recommended that matters regarding graduation procedures (clearance card) be done 

remotely (electronic clearance card). 

2. If a graduate requests so, using electronic means which verify the identity (e.g. e-mail of 

the Academy), the Academy may send the certificate of completion of studies by registered 

mail or courier service, alternatively the scan of the certificate may be sent by e-mail. 

3. If a graduate requests so, using electronic means which verify the identity (e.g. e-mail of 

the Academy), the Academy may send the copy of diploma by registered mail or courier 

service with the option of personal collection of the diploma after the epidemic. 

4. If a student requests so, it should be made possible for him/her to collect the diploma in 

person following an arrangement. 

 

§ 18 

Students and doctoral students 

It is recommended that the authorities work closely with the Students’ Government and 

Doctoral Students’ Council, because these bodies represent the opinions and interests of 

students and doctoral students both inside and outside of the Academy. Engaging their 

representatives in current actions and consulting them on decisions to be taken will ensure 

support for the Academy’s authorities  and will facilitate communicating new solutions to be 

implemented. 

 

§ 19 

Regulations concerning the admission of students, doctoral students and staff returning 

from other countries 



1. In cases of students, doctoral students and staff arriving from countries where the 

epidemic is active and there is a possibility that a person had contact with SAARS-CoV-2 

infected individuals it is recommended to: 

1) Undergo a medical check and have samples taken for PCR SARS-CoV-2 testing; 

2) Monitor one’s health, self-quarantine for 14 days and take the second test.  

2. In cases of infection of upper respiratory tract in a student, doctoral student or staff 

members returning from another country the following  is recommended : 

1) Use the telephone medical consultation service; 

2) In cases or worsening health – go to the nearest infectious ward to have samples for 

testing taken using your own transport or call 999 or 112; 

3) If the coronavirus infection is confirmed, follow the guidelines of the Ministry of 

Health and the local sanitary station; 

4) If the test is negative stay at home, and if symptoms persist for 5-7 days, do the test 

again using the PCR3 method. 

3. In cases of students, doctoral students and staff members arriving from countries with 

occasional cases of infection the following  is recommended: 

1) Keep social distance and avoid crowded spaces for 14 days from arrival; 

2) Keep track of your health,, including checking body temperature twice a day; 

3) In cases of symptoms of infection, follow guidelines in point 2 above;  

4) Consider medical check-up with taking samples for SARS-CoV-2 PCR test. 

 

§ 20 

Academic/cultural activities of students and doctoral students 

Students participate in events both at the Academy and outside, therefore, in order to contain 

the spread of COVID-19 it is recommended that: 

1) Organization of all events of cultural, entertainment integration and scientific nature 

be cancelled, according to recommendations of the Ministry of Health, except for 

events using the means of distance communication; 

2) Students’ Government and Doctoral Students’ council, as well as other student 

organisations use means of distance communication in their daily activities; 

3) Students’Government and Doctoral Students Council take decisions and organise 

elections of their representatives using electronic means of  communication even if 

such oppion is not envisaged in the Academy’s documents. 

 

§ 21 

Recruitment 

1. Recruitment of candidates for doctoral studies should be  done electronically, and  if it is 

possible using  the Academy’s systems and recruitment platforms. This applies to 

registration of documents (it is possible to upload scans of school leaving certificates, 

diplomas of completed studies and other documents without having them verified as 



identical with the original. It is understood that the original documents will be presented 

later.  

2. In cases of recruitment of this year’s secondary school graduates it is allowed to accept 

temporary certificates with the option of presenting original documents later. 

3. During recruitment examinations it is recommended that  direct contact of candidates and 

Academy’s representatives is replaced with remote forms (videoconference, exams on e-

learning platforms, sending works/portfolios by e-mail or traditional mail). 

4. Recommendations concerning remote examinations apply also to candidates staying 

abroad. 

 

§ 22 

Communication with candidates, including candidates for doctoral studies 

1. It is necessary to limit direct contact of a candidate with other candidates and Academy 

representatives. Communication with candidates should be done using electronic 

communication videoconferencing or phone.  

2. Due to the fact that conditions and dates of recruitment are subject to change it is 

recommended that an overlaying page is used to publish updates and links to modified 

pages. 

§ 23 

Promotion of studies, including doctoral studies 

1. It is recommended that promotion be performed using tools of remote communication – 

the Internet, screens, press, radio, television and social media. 

2. It is recommended  that due diligence is exercised to ensure the information passed is up-

to-date and does not contradict current sanitary recommendations.  

 

§ 24 

International mobility 

1. Outbound visits and accepting guests from foreign universities must be done in accordance 

with current recommendations and announcements of the government and the 

authorities of the Academy. 

2. In order to complete current exchanges, flexible assessment of participant and to maintain 

cooperation with foreign partners the following actions are recommended: 

Fulfilling, if possible, the obligations resulting from agreements with foreign partners 

and the agreements on accepting the curriculum of students on mobility programmes; 

1) Assessing the exchange outcomes in a flexible and positive manner in cooperation 

with foreign partner. That will include the pandemic–related use of distance education 

and examination tools, regardless of the place of stay  of a student/doctoral student 

(e.g. return home) during the mobility; 



2) Informing partner institution that the course cannot ensure full credit and advising in 

the scope of covered learning outcomes e.g. if face-to-face meetings with patients  

were suspended for medical students.  

3) Whenever possible remote education should be provided, also for exchange students; 

4) Recruiting students using remote  technologies; 

5) Taking care of preserving contacts and collaborations, informing partners on matters 

concerning the epidemic and legal situation in Poland and at the Academy; 

6) Collaborating with key partners, such as  MSZ, NAWA, embassies. 

 

§ 25 

Research work 

Opening labs in order to conduct research work requires setting up a list of general Academy-

wide regulations, as well as regulations specific to a given Faculty. It is recommended that 

current epidemic situation be monitored and regulations adjusted accordingly. Initial 

regulations may be made stricter or partially lifted depending on the situation. 

 

§ 26 

Access to research infrastructure 

1. Opening research labs is possible with the safety procedures observed, e.g. allowing a 

limited number of persons inside, using means of personal protection, disinfection, 

monitoring and registration.  

2. It is recommended that: 

1) The health of the researchers using labs be monitored 

2) research projects be launched prioritising those of strategic research value. If 

necessary access to the labs for lesser projects, e.g. graduate diploma work should be 

limited; 

3) the system for ordering materials for research projects in a manner outlined by safety 

regulations safely be implemented; 

4) access to research and lab infrastructure be extended by introduction of flexible 

working hours for staff who are necessary to monitor the equipment. 

 

§ 27 

Academic sport/cultural/integration activities 

1. Sport activities for students must be organised in accordance with current 

recommendations of the Ministry of Health. 

2. It is recommended that individual activities or activities are organized in small groups: 

aerobics, calisthenics and others which can be practised at home with the aid of a 

streaming platform of the Academy. 



3. It is recommended that online tools are used to promote competitions via remote 

communication. 

4. Integration events for Staff should be cancelled until further notice. 

5. Cultural events for students, e.g. Juwenalia should be postponed until a better date. 

 

§ 28 

Academic and administrative Staff of the Academy 

1. Due to the epidemic it is necessary to undertake actions to protect the health of all 

members of Academy staff and collaborators. One such way for people at the greatest risk 

of infection is to allow remote work, upon consent with immediate supervisors. 

2. When it is not possible to eliminate stationary work, it is recommended that rotation of 

stationary and remote working shifts are introduced. It is recommended that an internal 

document is signed regulating remote work and employees sign a statement that they will 

protect personal data and sensitive professional information.  

3. It is possible to proceed matters using academic electronic mail, without the need for face-

to-face contact. Additionally, schedules should be drafted with the arrangement of remote 

(PZ) and non-remote/stationary (PS) working shifts. The schedules are to be verified by 

heads of units of the  Academy.  

4. To protect the persons with weaker immunity because of age and comorbidities and 

pregnant Staff members it is recommended that heads of units organise remote work for 

them. 

5. It is recommended that recruitment for academic and administrative staff be done only 

using the means of electronic communication. 

 

§ 29 

Organisation of work of the Dean’s office and other departments  

The following recommendations are made for the Dean’s office and other offices providing 

services to students and doctoral students: 

1) Face-to-face contact with visitors should be limited to the necessary minimum. Service 

should be remote, whenever possible; 

2) Service of students, doctoral students and staff should be provided using electronic 

means of communication. If documentation is sent electronically it is deemed 

sufficient to verify it using the address in the Academy’s domain. If original copies of 

documents are accepted, electronic signatures or verified profiles are recommended, 

instead of handwritten signatures; 

3) Space for students and other guests should be separated from office space using 

protective panels – acrylic glass or plexiglass, with an option of passing documents; it 

is recommended that an inbox for documents be used, documents disinfected or 

quarantined, writing implements kept in a special container and disinfected following 

each use, distance between persons kept, also in queues outside the door; 



4) register of visitors be kept (name, surname, phone number); 

5) disinfectant dispenser should be provided in the space for students and visitors; 

6) students, staff and visitors should cover their mouth and nose ; 

7) it is recommended that visitors (clients) come following a prior arrangement of date 

and time to avoid queues and gatherings; installing a remote queue management 

system is recommended; 

8) service stations and their equipment should be disinfected systematically during the 

opening hours; 

9) frequent ventilation/airing of rooms is recommended. 

 

§ 30 

Organization of work of technical staff 

Decisions concerning the mode of work of technical staff are taken by Administrative Director 

in consultation with the immediate supervisor of a given unit and taking into considerations 

real needs, as well as safety precautions. 

 

§ 31 

Internal communication 

1.  Personal communication should be limited to the necessary minimum. 

2. Electronic channels should be chosen for contacts between Staff members and with 

students. If that is not possible arranging face-to-face meetings can be done keeping a  

calendar. Participants of meetings should ensure safe distance and use means of personal 

protection. 

3. Paper-based internal communication should be replaced with electronic transfer of 

documents. 

4. If it is necessary to pass paper documents contacts should be limited. For example an 

inbox can be installed, with protective measures to keep the documents safe. The system 

for confirming the receipt must be implemented. 

5. Internal communication concerning current situation should be consistent and reliable 

and come from one source. There should be no situation when information regarding the 

same thing comes from different sources. Updates should be prepared by one person in 

order to maintain clarity and style of messages. The communications should be 

comprehensible for all groups of recipients. 

6. Orders of the Academy’s authorities ought to be made available for all Staff, students and 

doctoral students in a place accessible to everyone.  Information should be provided in 

both Polish and English 

 

 

 

 



§ 32 

Events 

1. Events and academic celebrations such as the opening of the academic year 

immatriculations or diploma presentations should be organized according to the safety 

regulations relevant  at the time  of the event (e.g. concerning the number and  

arrangement of participants and their  access to disinfectant), recommendations of the 

Ministry of Health and Chief Sanitary Inspector. In addition, the events should be 

streamed using the Academy’s channels (e.g. on FB).  

2. Similar recommendation applies to conferences at the Academy and outside. A proper 

online tool should be chosen to facilitate the event, or the event should be postponed. 

 

§ 33 

Good practices – examples 

1. It is recommended that the Academy should inform the members of its community on 

matters related to the epidemic using various means of communication (intranet, large 

screens, etc.): 

1) On recommendations regarding hygiene, encouraging frequent hand washing, 

covering nose and mouth, keeping social distance, airing the rooms, improving 

immunity by activity in open air; 

2) Encouraging the practice to keep calm, show empathy and  civility towards others; 

3) Preventing exclusion  or stigmatising (anyone can get infected); 

4) On preventive and monitoring activities of the  Academy with the aim of ensuring 

safety and support for the academic community. 

2. Temperature of persons entering the premises should be checked.  

 

§ 34 

Final provisions 

1. It is recommended that updates issued by the Academy, the Ministry of Science and Higher 

Education and the Chief Sanitary Inspector are followed: 

https://www.gov.pl/web/nauka/zalecenia-dotyczace-zapewnienia-bezpieczenstwa-

organizacji-zajec-laboratoryjnych-i-klinicznych-na-studiach 

2. The implementation of the Order is delegated to the Chancellor, who will cooperate with 

the Administrative Director. 

3. The Order becomes effective on 10 October 2020. 

 

 
 

https://www.gov.pl/web/nauka/zalecenia-dotyczace-zapewnienia-bezpieczenstwa-organizacji-zajec-laboratoryjnych-i-klinicznych-na-studiach
https://www.gov.pl/web/nauka/zalecenia-dotyczace-zapewnienia-bezpieczenstwa-organizacji-zajec-laboratoryjnych-i-klinicznych-na-studiach


Annex No1 

 

 

Information concerning protection of personal data in cases of recording of test or 

examination using information technologies for the monitoring and recording 

 

1. 

Polish-Japanese Academy of Information Technology, ul. Koszykowa 86, 02-008 Warszawa as 

the administration of your personal data informs that, due to the need to prevent and 

eradicate COVID-19, your data processed in order to carry out the education process, and 

basing on the respective law, will be processed in cases tests and examinations are recorded 

to ensure their monitoring and quality control. The data may be processed using the following 

technologies:  

1) Microsoft Office365, in particular MS Teams,  

2) Google Meet’ 

3) Google Classroom, 

4) Skype, 

5) ZOOM. 

 

2. 

Your data, to the extent necessary for the teaching process, especially testing and 

examinations, will be passed to third parties – suppliers of IT solutions. The recordings will be  

stored for 14 days in cases of regular tests and examinations during the semester or 6 month 

for diploma examinations. You have the right, in justified cases to access the recording and 

the right to file a complaint to the President of the Office for Personal Data Protection if you 

consider your data to be processed with the violation of general provisions of Personal Data 

Protection act of 27 April 2016. 

 

 

 

 

 

 

 

 

 

 



Annex No 2 

 

 

Safety procedures and specific activities at Polish-Japanese Academy of Information 

Technology connected with the prevention of SARS-CoV-2 virus infection  

 

The implementation of procedures will be supervised by the Administrative Director of PJAIT 

(PJATK). 

I  General provisions 

1. Entry to the Academy is reserved only to employees, students and guests who do not 

exhibit symptoms of infection of upper respiratory tract. 

2. Persons in quarantine are strictly prohibited from entering the premises. This also 

applies to persons whose household members are quarantined. 

3. The following is a list of symptoms of upper respiratory tract 

a. Increased body temperature 

b. Sore throat 

c. cough 

d. shortness of breath, difficulty breathing 

e. also: headache, muscle pain, feeling exhausted, lack of appetite, loss of 

smell/taste. 

4. On the PJAIT premises the presence of  outsiders is limited. They 

a. Have their visit registered 

b. Must keep within certain areas  

c. Observe sanitary regulations and procedures. 

II Hygiene and disinfection 

1. Students and employees are required to observe the highest standards of hygiene. 

2. It is required that employees and students wash or disinfect their hands following their 

arrival at the Academy, before eating and after visits to the toilets. Detailed 

instructions on how to wash hands properly have been hung in many places. 

3. During sneezing or coughing the mouth and nose should be covered. It is advised to 

abstain from touching the  eyes and nose. 

4. Masks and face-shields must be worn, at least in communication areas, outside 

buildings  of the Academy. Masks and face shields are recommended in classrooms 

and labs. 

5. At every entrance to PJAIT’s building disinfectant dispensers have been installed. 

6. Social distance of minimum 1.5 m should be kept, especially in communication areas. 

7. At every entrance temperature will be measured and guests registered. 

8. The cleaning service carries on disinfection of selected elements of classrooms, halls, 

and toilets.  



This applies to e.g.: knobs, handles, switches, etc. 

9. Special care must be taken of computer keyboards. 

10. Classrooms and labs must be aired regularly, after every class. 

11. The use of disposable gloves is recommended. 

12. Containers for used disposable masks and gloves are located next to building 

entrances. 

III Organisation of work of PJAIT 

1. Learning is organized according to the timetable. 

2. It is recommended that students’ movement in communication passages (corridors 

halls) be limited. 

3. If possible students should remain in classrooms during breaks. 

4. Students and lecturers should limit the number of objects broought to class to an 

absolute minimum. 

5. Students should refrain from exchanging implements and utensils. 

6. Social distance of minimum 1.5 should be kept in queues to: the dean’s office ,library, 

canteen. 

7. Only heavy outer clothing should be left in the cloakroom. 

8. Occasions for larger gatherings of staff, teachers and students should be limited to an 

absolute minimum.  

9. For health safety reasons staying in canteen for purposes other than consumption is 

prohibited. 

IV Procedure in case of possible infection 

1. There is an isolation room for persons with symptoms possibly related to SARS-CoV-

2on the PJAIT premises. 

2. A staff member is obliged to inform his/her immediate supervisor of the possibility of  

SARS-CoV-2 infection. 

3. The head of the organizational unit is obliged to pass the information about the staff 

member’s illness to the administration of the Academy. 

4. The obligation to informing the Academy about the possibility of having contracted  

SARS-CoV-2 applies also to doctoral students, students and postgraduate course 

participants. The information must be communicated respectively to: 

a. Head of doctoral studies – applies to doctoral students; 

b. Head of a didactic unit – applies to students; 

c. Head of organisational unit – applies to participants of postgraduate courses 

5. Directors and heads of units are obliged to pass the information to the administration 

without undue delay. 

6. Temperature reading of over 38 degrees Celsius will result in directing the person to 

the isolation room. 

7. In case of other symptoms: a person may be directed to the isolation room when three 

of symptoms described in section I point 3 are present. 



8. After isolation the family physician should be contacted. If that is not possible Local 

Sanitary Epidemiological Station (PSSE) must be contacted. The doctor of the PSSE 

decide on further procedure. 

V Final provisions 

1. Procedure for action in the event of possible SARS-CoV-2 infection is determined in 

the Order of the Rector of PJAIT of 9 October 2020. 

2. Current recommendations of the Chief Sanitary Inspector and the Ministry of Science 

and Higher Education are also to be observed. 

3. The phone number with information of PSSE for citizens concerning health and 

quarantine – 222 500 115. 

 

 


