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[bookmark: §_1_Przepisy_ogólne]Regulations for the organisation of teaching activities conducted using methods and techniques of distance learning at the Medical University of Bialystok
§ 1 
General provisions
1. The hereby Regulations shall specify:
1) the rules of organization and conduct of classes with the use of methods and techniques of distance learning,
2) the tools that enable conduct of classes with the use of methods and techniques of distance learning,
3) duties of academic teachers or other persons conducting classes with the use of methods and techniques of distance learning,
4) duties of students participating in classes conducted with the use of methods and techniques of distance learning.
2. Terms applied in the hereby Regulations shall signify:
1) person conducting classes - an academic teacher or other person delegated
to conduct classes,
2) synchronic mode of conducting classes - classes conducted online in real time with the participation of the person who conducts classes as well as students, ensuring the possibility of ongoing interaction between the person conducting classes and students,
3) asynchronous manner of conducting calsses - classes realized on a learning platform remotely on the basis of own work of the student with the use of didactic materials made available by the person conducting classes, prepared in a manner that ensures control of progress made by the student and verification of achieved learning outcomes, occurring without interaction in real time between the person conducting classes and the students,
4) distance classes - classes realized as part of a subject forming part of the curriculum of a degree programme/doctoral school/postgraduate programme, conducted with the use of methods and techniques of distance learning in a synchronic or asynchronous manner, in line with the schedule of classes in a given academic year.
[bookmark: §_2__Zasady_organizacji_i_prowadzenia_za]§ 2 
Principles of organization and conduct of classes with the use of methods and techniques of distance learning
1. Classes using distance learning methods and techniques can be conducted
at the Medical University of Bialystok in all fields and levels of study, conducted in the form of full-time or part-time studies, in doctoral school and in postgraduate studies, if the specifics of the education allow it and if all the requirements set out in the Regulation of the Minister of Science and Higher Education of 27 September 2018 on degree programmes, hereinafter referred to as the Regulation of the Ministry of Science and Higher Education (i.e. Journal of Laws 2023 item 2787 as amended) are met in total.
2. The number of ECTS credits that can be obtained from courses using distance learning methods and techniques cannot be higher than:
1) 50% of the number of ECTS credits necessary to complete the degree programme at a given level for degree programmes with a practical profile,
2) 75% of the number of ECTS credits required to complete a degree programme at a given level for degree programmes with a general academic profile, and
- subject to sections 3 and 4.
3. In the case of programmes conducted in accordance with the educational standards, the maximum number of ECTS credits that can be obtained by taking courses using methods and techniques of distance education is specified in the Regulation of the Minister of Science and Higher Education of 26 July 2019 on educational standards preparing for the pursuit of the professions of doctor, dentist, pharmacist, nurse, midwife, laboratory diagnostician, physiotherapist and paramedic (i.e. Journal of Laws 2021, item 755 as amended).
4. Only lectures may be conducted using distance learning methods and techniques, subject to paragraph 5.
5. Paragraph 4 shall not apply to:
a. classes covered by the project "Integrated Education Programme with the use of innovative methods in the dental team" until the end of its sustainability period;
b. classes implemented as part of a course of study and a cycle of study for which the Faculty Council has approved in the study plan the number and percentage of ECTS carried out using distance learning methods and techniques;
c. seminars approved by the Dean of the Faculty or the Director of the Doctoral School courses for which a justified request has been made by the head of the unit or the subject coordinator to realise part or all of the hours using distance learning methods and techniques;
d. postgraduate studies. 
6. In the case of practical skills courses, the use of distance learning methods and techniques should only support the delivery of these courses.
7. If a given subject is taught separately to several classes by the same or different instructors, a uniform mode of teaching for all classes - with or without the use of distance learning methods and techniques - should be maintained.
8. Hours of classes resulting from the study plan conducted using distance learning methods and techniques in full-time or part-time programmes shall be accounted for as part of the annual teaching load.
9. One hour of classes conducted using distance learning methods and techniques is equivalent to one credit hour of classes conducted using the traditional method.
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Rules for planning classes using distance learning methods and techniques
1. Information on the planned realisation of distance learning classes provided by the organisational units of the Faculties in the academic year 2024/2025 is taken into account as valid in the following years, provided that the educational standard preparing for the professions specified in the regulation of the Ministry of Science and Higher Education / study programme has not changed. This information will be taken into account in the preparation of study plans referred to in the didactic planning and accounting procedure.
2. If the number of hours of classes for which a unit has previously obtained permission to conduct classes remotely changes, the organisational unit is required to submit a correction to the appropriate Dean's Office by 1 April of a given year.
3. [bookmark: _Hlk177630032]In the case of a change of classes to full-time classes, the organisational units of the faculties shall, by 1 April of a given year at the latest, submit to the relevant Dean's Office/Doctoral College information on the planned realisation of classes in the following academic year in accordance with the procedure for planning and accounting for teaching.
4. The organisational units of the Faculties that apply for the first time to plan classes with using methods and techniques of distance education shall, by 1 April of a given year at the latest, submit to the relevant Deans/Doctoral School information on the planned realisation of remote classes in the following academic year, in accordance with the procedure for planning and accounting for didactics.
5. Notification shall be made on the basis of the form attached to the procedure for planning and accounting for teaching.
6. Failure on the part of a unit to notify by the deadline set out in paragraph 1 or 4 shall result in the unit's inability to deliver courses using distance learning methods and techniques in a given academic year, subject to paragraph 7.
7.  In exceptional situations, at the justified request of the head of a unit, the Dean of a Faculty may decide to allow a form of remote delivery of courses during the academic year.
8. The feeding of the Blackboard educational platform with data on subjects, subject leaders and current student lists is done through integration with the Verbis Dean's Office system. It is the responsibility of the relevant Dean's Offices to update data on course plans and student lists in a timely manner. 
9. Making subjects available to students/doctoral students is done by the Platform Administrators by changing the status of the subject on the Blackboard platform to "available":
1) Automatically, subject to the approval of the Dean as to the remote teaching of the course (immediately after obtaining the study plan or individual approval of the Dean/Director of the Doctoral School)
2) at the request of the instructor, provided a statement is made that the course will not be taught remotely, but will only be used to support traditional classes (posting teaching materials, keeping a class diary, verifying learning progress, communication and project collaboration, etc.). The declaration should take the form of an email sent by the instructor to blackboard@umb.edu.pl
10. In the case of postgraduate programmes, the organisational unit responsible for administrative support of the postgraduate programme is responsible for the declaration of subjects and lists of students. Necessary data (course name, year/semester, subject name, instructor) should be submitted no later than 7 days before the planned start of classes.
11. The administrative unit responsible for the organisation of the course and the recruitment of participants is responsible for the notification of the programme, instructors and pre-course participants. The necessary data (course schedule, list of participants, instructor) should be submitted to the Centre for Teaching Excellence no later than 7 days before the planned start of the course.
12. The Centre for Teaching Excellence is responsible for making the subjects (courses) available on the platform in accordance with the information referred to in paragraphs 9-11 and for making the relevant subjects available to the designated course instructors.
13. As part of the training courses preparing students to take remote classes, the University shall, prior to the start of the course, provide training materials available in electronic form (in the form of a short instruction or information or manual), in particular containing information on the technical aspects of taking part in such classes using a specific IT tool. In the case of distance learning tools used in the learning process at individual faculties, the unit concerned or the course instructors are obliged to provide access to such materials.
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Responsibilities of class instructors
1. Classes using distance learning methods and techniques are conducted by class instructors who have received training in preparation for conducting such classes.
2. The academic teacher or other person entrusted by the Medical University of Bialystok (the University) to conduct classes is responsible for the proper content-related preparation of classes conducted using distance learning methods and techniques, in accordance with the curriculum.
3. The lecturer is also responsible for securing and archiving documentation, including teaching materials, enabling verification of the learning outcomes achieved by students, including for the purposes of assessment by accreditation committees.
4. The lecturer is obliged to:
a) make available the teaching materials necessary for the implementation of the programme,
b) communicate with course participants in an agreed manner (electronically),
c) inform course participants about the form of the course credit,
d) provide opportunities for course participants to take part in distance learning activities or consultations, both on-site and using electronic means of communication,
e) provide appropriate methods for the verification of learning outcomes through the conduct of credit and examinations and regular monitoring of student learning.
5. For the purpose of ongoing verification of the learning outcomes achieved by participants in classes conducted using distance learning methods and techniques, the instructor may conduct knowledge tests.
6. The verification of the achieved learning outcomes specified in the study programme takes place in accordance with the Rector's Order No. 28/2021 of 01.04.2021 on the principles of verification of the achieved learning outcomes with the use of methods and techniques of distance learning at the Medical University of Bialystok.
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Obligations of participants in remote classes
1. A participant in remote classes is obliged to:
1) receive training in preparation for participation in remote classes,
2) actively participate in remote classes as specified in the study programme,
3) familiarise themselves with the teaching materials made available by means of the IT tools referred to in § 6,
4) complete the tests, assignments and other forms of activity and knowledge testing provided by the person conducting the remote classes,
5) be accountable for assignments and activities within the deadlines indicated by the person conducting the remote classes.
2. The class participant is obliged to comply with the rules related to the implementation of classes conducted with the use of methods and techniques of distance learning established by the class instructors.
3. The course participant is entitled to use teaching materials and aids as well as assistance from the course instructor to the extent related to the implementation of the learning process carried out using distance learning methods and techniques.
4. The course participant is not entitled to provide unauthorised access to materials and teaching aids as well as personal data obtained in connection with the implementation of the course using distance learning methods and techniques.
[bookmark: §_6_Narzędzia_umożliwiające_prowadzenie_]§ 6 
Tools for conducting classes using distance learning methods and techniques
1. Remote classes and remote verification of the assumed learning outcomes can be conducted using IT tools offered by:
1) the university's e-learning platform Blackboard,
2) the university's Office365 package, in particular MS Teams,
3) other platforms and tools, provided that their use is based on agreements concluded by the Medical University of Bialystok or its individual units with the providers of these services, or the licence of use of the selected platform allows its use without the requirement to conclude a contract, and the tools guarantee the security and protection of the processing of personal data of persons participating in the classes, in accordance with Regulation (EU) 2016/679 of the European Parliament and of the Council of 27 April 2016. on the protection of individuals with regard to the processing of personal data and on the free movement of such data and the repeal of Directive 95/46/EC (Official Journal of the EU. L No. 119, p. 1), in particular an agreement on the entrustment of the processing of personal data has been concluded pursuant to Article 28(3) of the GDPR.
2. The regulations of the IT tools referred to in paragraph 1 are posted on the access pages of the relevant platforms administered by the Medical University of Bialystok.
3. Technical support for instructors using the IT tools referred to in paragraph 1 shall be provided by:
1) for point 1 - the Centre for Teaching Excellence,
2) in the case of point 2 - the IT Department in terms of access to the service, the Centre for Teaching Excellence in terms of assistance in the use of the MS Teams application for distance teaching,
3) in the case of point 3 - a person designated respectively by the Rector of the MUB, the Dean of the Faculty or the head of the general university unit who has concluded an agreement with the service provider or has agreed to use the platform, the use of which does not require a contract.
4. At the latest at the first class, participants should be informed about:
1) the tools and resources to be used for remote classes and remote verification of learning outcomes;
2) who will be the recipient of their personal data.
5. In the case of remote classes or remote verification of learning outcomes, the MUB does not provide equipment for remote learning, in particular computers, laptops, tablets or other devices equipped with a microphone, speakers and a camera, enabling audio and video transmission, as well as access to the Internet outside the premises of the University.
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Recording, taping and preserving of remote classes
1. It is forbidden to record (both video and voice) the course of classes with students as well as examinations and assessments, subject to paragraph 2.
2. In particularly justified cases, where the Dean of the Faculty or, in the case of the Doctoral School, the Director of the Doctoral School consents to recording, this may take place with all the requirements set out in the GDPR, in particular where there is one of the legal grounds in Article 6 of the GDPR, with the principles in Article 5 of the GDPR and with the obligations in Article 13 of the GDPR.
3. Recording, capturing or otherwise preserving, as well as storing, sharing or disseminating, by participants or instructors, recordings of the transmission of remote classes or any form of remote verification of learning outcomes:
1) where the image or voice of the instructor is presented - only with the consent of the instructor;
2) where an image or the voice of the participants in such an activity is presented, only with their consent if necessary. Such consent must be voluntary and accountable.
4. Participants must be informed each time recording (videotaping) begins.
5. When classes/examinations/assessments are recorded, it is not permitted to verify identity by showing to the webcam by the student/doctoral student an identity document, e.g. ID card or student card.
6. Recordings may only be made available within the courses (subjects) in which they were recorded in order to enable participants to acquire, repeat or consolidate their knowledge.
7. Recordings should only be kept for the time necessary to achieve the intended purpose, but no longer than 12 months in encrypted form.
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Supervision
1. The head of the organisational unit in which the person teaching the course is employed is responsible for the substantive supervision of the classes conducted using distance learning methods and techniques. In particular, the head of the unit:
1) provides students with information on the organisation and conduct of distance classes,
2) approve the admission of teaching materials to be made available using distance learning methods and techniques,
3) supervises classes conducted using distance learning methods and techniques,
4) supervises the documentation of the delivery of distance learning classes,
5) performs ongoing monitoring of the learning progress of the participants of the classes, including examinations at the end of the given classes.
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Principles of legal protection of learning materials
1. Learning materials made available using distance learning methods and techniques are protected by copyright to the extent specified in the Act of 4 February 1994 on Copyright and Related Rights (i.e. Journal of Laws of 2021, item 1062 as amended).
2. The lecturer is responsible for the content of teaching materials made available using distance learning methods and techniques, resulting from the Act on Copyright and Related Rights of 4 February 1994.
3. Teaching materials are made available within the framework of classes conducted using distance learning methods and techniques only to the persons participating in such classes.
4. Paragraph 3 does not apply to materials placed in the Didactic Materials Repository introduced by Order No. 33/2021 of the Rector of the Medical University of Bialystok.
5. The use by a participant of teaching materials provided by means of distance learning methods and techniques contrary to their intended use or making them available to unauthorised persons constitutes a breach of the regulations in force at the Medical University of Bialystok and may be subject to disciplinary liability.
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Rules for the protection of personal data in the implementation of classes and verification of the achieved effects of learning conducted using methods and techniques of distance learning at the Medical University of Bialystok
1. For the processing of personal data in the implementation of classes and verification of achieved learning outcomes conducted with the use of methods and techniques of distance education at the Medical University of Bialystok, the provisions on data protection apply, including the Regulation of the European Parliament and of the Council (EU) 2016/679 of 27 April 2016 on the protection of individuals with regard to the processing of personal data and on the free movement of such data and the repeal of Directive 95/46/EC (hereinafter referred to as "GDPR") and the rules on the protection of personal data introduced in this regard at the University.
2. The primary tool for conducting classes, credits and examinations in the form of e-learning is the Blackboard e-learning platform. Auxiliary and supporting tools are, in particular, Microsoft Teams and Microsoft Forms applications, available within the MS Office 365 package and the Big Blue Button system (meeting.umb.edu.pl).
3. The platforms and tools provided by the Medical University of Bialystok must be used for e-learning - arbitrary use of external tools and arbitrary installation of any software by users is prohibited.
4. Users of e-learning tools are required to authenticate in the system with an individual login and password. It is forbidden to use other users' accounts or to share one's own account with outsiders or other users.
5. Users are obliged to use the platform for educational purposes only. The use of the platform for other purposes is prohibited.
6. The content of learning materials posted on the platform and used in the educational process should take into account the principles of personal data protection, in particular the content should be effectively anonymised, i.e. personal data should be removed in its entirety, permanently and irreversibly, in a way that makes it impossible to reconstruct it and makes it impossible to identify a specific natural person, also by using additional information.
7. Those who make learning materials available on the platform are liable for damages caused by the content of the learning materials due to the failure to comply with their obligations under the GDPR.
8. The participant of the classes is not entitled to provide unauthorised access to the teaching materials and teaching aids obtained in connection with the implementation of classes using distance learning methods and techniques.
9. It is forbidden to share links to the classes with unauthorised persons and to publish these links on social media (e.g.: Facebook, LinkedIn, Twitter) or elsewhere.
10. It is forbidden to share teaching materials and other information relating to classes/examinations/assessments, especially those containing personal data, with unauthorised persons and to publish them on social media (e.g.: Facebook, LinkedIn, Twitter).
11. All teaching materials and other information should only be sent via the University systems.
12. If there is a need to send collections of personal data, these should be properly secured, e.g. by encryption.
13. Credit results from examinations/classes should be transmitted in a form that does not identify specific students.
14. The e-learning platform allows results from examinations and assessments conducted on the platform to be transferred individually to students' accounts, and such a transfer of results is recommended (the so-called assessment centre is available to Instructors within each course set up on the platform, in the student view only individual results are made available).
15. The platform is not used for the uploading of results from examinations and credits in the form of aggregated lists, in particular the platform is not used for the uploading of files with the results of credits and examinations carried out outside the platform.
16. In matters not covered by this policy, data protection legislation, including RODO and internal regulations at the University, shall apply.
Rector
prof. dr hab. Marcin Moniuszko

