GUIDE
for Candidates
and Doctoral Students
of the Doctoral School of Exact

and Natural Sciences
at the Jagiellonian University (JU)

The actions described below can be performed either:
▪ in the Phd study programme Secretariat
[Each PhD study programme has its own Secretariat.
The list of the Secretariats is provided here].

or

▪ in the School Secretariat
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Admissions
1.

Information on the current admissions to the Doctoral School of Exact
and Natural Sciences at Jagiellonian University can be found on the
website of the Doctoral School:
▪
▪

ADMISSIONS 2021/22 – REGULAR RECRUITMENT
ADMISSIONS 2021/22 – GRANT RECRUITMENT*
[Grant recruitment is a recruitment to a specific research project where the
scholarship is financed from external funds by institutions such as e.g.
National Science Centre (Narodowe Centrum Nauki), Foundation for Polish
Science (Fundacja na Rzecz Nauki Polskiej). Grant recruitment is conducted
outside the regular recruitment. The School Director may increase the
number of places in the school depending on the conditions of the project.]

2.

Applications for the selected programmes take place via the IRK
system

3.

If any doubts related to admissions arise, please contact:
▪
▪

the PhD study programme Secretariat
the Doctoral School Secretariat
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IRK system (Online Application System)
The IRK system is opened during the time of submitting the applications.

Recruitment schedules are available on the Doctoral School’s website:
‣ Regular recruitment
‣ Grant recruitment
Stages of application:
1. Create an account in the IRK system.
2. Choose a suitable Doctoral School from the list.
3. Select an appropriate PhD programme (and in some programmes - a research topic) from the list.
4. Enter the required and up-to-date data and documents to the system, including:
• personal data
• address and contact information (telephone number, e-mail address)
• education
• passport number and series
• additional personal data included in the requirements of a specific PhD programme.

5. Confirm the application.

IRK system

Instructions for setting up an account
in the IRK system and submitting
the application is available via the link.
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Visa for Poland
PhD Students from non-EU countries receive the documents confirming admission to the Doctoral School from the PhD
study programme Secretariats, to be used for their visa applications at the Polish Embassy in a given country.
Please note that the embassy may require original documents (not in a form of scans) to be provided upon application.
There are usually two documents provided by the Secretariat:
▪ confirmation of admission to the School,
▪ confirmation concerning the amount of the scholarship, possibility of accomodation and insurance conditions.

The document called 'Housing Confirmation' is being prepared by Mr Paweł Winiarski and can be requested via the PhD study
programme Secretariat or Doctoral School Secretariat after submission of an online application (for a place at the Doctoral House)
in the USOSweb system. More information about housing options and the JU IT system, please see the upcoming pages of the
manual.
To receive the documents, request it by e-mail to the PhD study programme Secretariat including:
‣ a passport scan,
‣ and your current correspondence address.

The documents mentioned above in the form of:
▪ a scan are sent via e-mail usually within 1-2 business days after the application;
▪ original documents are sent simultaneously via mail (if required by an embassy).
The time of the final receipt of the parcel depends on the destination address and can last up to two weeks!
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Enrollment
Enrollment into the Doctoral School should be made through the PhD study programme Secretariat within the announced
deadline:
▪ in person,
▪ by correspondence (see on-line enrollment below) - with the approval of the Director. The basis for determining whether
the deadline for entry has been met shall be the date on which all the required documents were sent via e-mail to the
respective PhD study programme Secretariat,
▪ through a proxy - a candidate who is not able to enrol in person can appoint a representative who will submit
the documents on their behalf. A proxy should provide a valid power of attorney (the form may be downloaded from the
candidate's account), personal ID card or passport and a copy of the ID card or passport of the person qualified for
admission.
On-line enrollment is possible provided that all necessary documents required for enrollment were sent via
e-mail within a given deadline, and upon arrival in Poland:
▪ the doctoral oath form can be signed in person at the PhD study programme Secretariat, and
▪ the original documents required at the recruitment phase (in accordance with the information on the School's website),
i.e. a master degree diploma or an equivalent, a transcript of grades, a passport, and additional documents
that were sent in the recruitment phase, will be provided for inspection.

Enrollment
A full set of original documents needs to be presented for inspection upon arrival in Poland in order to succesfully enrol.
To avoid problems with enrollment, due to missing or incomplete documentation, we suggest that you prepare the required
documents in advance, especially those which you cannot obtain in Poland. In most cases it refers to apostille or legalisation
of higher education diplomas.
Apostille/legalisation of a diploma issued outside of Poland
Higher education diplomas obtained outside of Poland have to be authenticated with apostille or legalised. This serves as the
basis of acknowledging foreign documents as valid in the territory of Poland. In case of documents issued in countries which
are parties to the Hague Convention of 5 October 1961 (Dz.U. z 2005 r. nr 112, poz. 938), an apostille has to be obtained.
The list of countries and institutions responsible in each country for issuing apostille can be found here.

Legalisation, similarly to apostille, confirms the authenticity of a document issued in a country other than Poland. Documents
have to be legalized if obtaining an apostille is not possible because the country that issued the document is not a party to the
Hague Convention mentioned above. If your country in not on the list, you need to contact the institution responsible in this
country for legalising documents (in order to use them abroad). Usually it is the ministry of foreign affairs or ministry
of education/higher education. After obtaining initial confirmation, the Polish consulate should be contacted
in order to finalise legalisation of the document.
Apostille or legalisation must be delivered to the respective PhD study programme Secretariat
within a set deadline.

Enrollment
After enrolling into the Doctoral School, the PhD Students receive:
✓ confirmation of the enrollment, including login and password to the university's USOSweb system,
✓ referral for an occupational health examination (if required),
✓ free Student ID card entitling to 50% discounts, incl. discount on public transport tickets (will be issued
within the first few days of studies),
✓ a certificate for a bank to open an account (only for Doctoral Students from outside of Poland).
The waiting time for opening an account in some cases may extend up to 48 hours.
In case of problems while opening a bank account, please contact the Doctoral School Secretariat or
your country's PhD Student Ambassador.

Monika Król-Piela
monika.krol@uj.edu.pl
sekretariatsdnsip@uj.edu.pl
tel. +48 12 664 48 85

Magdalena Pisarczyk
magdalena.pisarczyk@uj.edu.pl
sekretariatsdnsip@uj.edu.pl
tel. +48 12 664 45 25

USOSweb
The IT system at the University
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USOSweb system
The Students should adapt the individual USOSweb account to their needs> Login and password generated at the

stage of matriculation should be adjusted to following format: name.surname@doctoral.uj.edu.pl
The account is necessary to, e.g.:
✓ login into the USOSweb system,
✓ apply for a place in the Doctoral House,
✓ fill in the declaration for scholarship purposes,
✓ register for courses & seminars [and to connect them to a specific stage of studies],
✓ take part in events addressed only to doctoral students of the Jagiellonian University
[login to the events can only be done via an e-mail in the domain @doctoral.uj.edu.pl],

✓ contact supervisors, lecturers, doctoral students and secretariats,
✓ receive e-mails from the Doctoral School Secretariat,
✓ check the date of receipt and the amount of the scholarship,
✓ check the number of ECTS points obtained,
✓ download the transcripts of records.

Insurance
All PhD Students
have to apply for insurance
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Insurance
Each doctoral student admitted to the doctoral school is obligatorily subject to health insurance if he/she is not covered by such
insurance on other grounds (e.g. employment relationship, contract of mandate, business activity).
Additional conditions which apply only to Polish PhD Students are described in the Polish version of the manual.

The health insurance contribution is paid by the Jagiellonian University and is financed from the State budget. In addition,
a doctoral student receiving a doctoral scholarship is subject to compulsory retirement, disability insurance and accident
insurance.
IMPORTANT: A person admitted to the doctoral school begin education and acquire doctoral student rights upon taking the oath.
The Department of Personal Affairs reports each doctoral student admitted to the School to compulsory health and social insurance
at the commencement of education at the earliest. Until that time, foreign candidates are obliged to cover the costs
of insurance for the time of travel, medical treatment, etc. individually.
To apply for insurance and scholarship one is required to submit an online declaration called: Statement for PhD students
at the doctoral school regarding the doctoral scholarship for the academic year 2021/2022 via the USOSweb system.
At first the declaration should be filled in on-line, and then it’s copy (pdf) should be downloaded,
printed and signed. The signed document has to be delivered to the Doctoral School Secretariat.
Important information!
Before completing the declaration, student should open a bank account in Poland.

Insurance
The Doctoral Students have to update the information provided in the statement for scholarship purposes
(i.e. change of bank account, address, additional employment, etc.).

Additional conditions which apply only to Polish PhD Students are described in the Polish version of the manual.
The update must be made within 2 days of the change to the conditions stated in the previous declaration
The change should be stated in the document, signed and delivered immediately to the Doctoral School Secretariat.
Doctoral students are exempt from insurance if:
✓ the insurance is covered by the current employer,

✓ they are employed on the basis of the contract of mandate (and health contribution is being payed within the contract),
✓ are self-employed.

If a student wishes to apply for an insurance for their husband/wife/family member, it is sufficient to
provide the required data in the declaration/statement for scholarship purposes.

Scholarship
Each PhD Student
receives a scholarship
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Scholarship
According to Polish law a doctoral scholarship is awarded to every doctoral student who does not hold a doctoral degree.
The scholarship is paid by the 10th day of a given month, after commencement of education (matriculation and signing the oath )
at the Doctoral School. The total period of receiving a doctoral scholarship at doctoral schools shall not exceed 4 years.
The condition for the payment of the scholarship is to submit a declaration for scholarship purposes in the
USOSweb system in advance [lists of scholarship payments are prepared at the beginning of each month].
The statutory (minimum) scholarship amounts are:
➢ before the mid-term evaluation (up to 24th month): PLN 2 104.64 net
[that is: PLN 2,371.70 gross minus the compulsory pension and disability pension contribution]

➢ after a positive mid-term evaluation (after four semesters): PLN 3 242.29 net
[that is: PLN 3,653.70 gross minus the compulsory pension and disability pension contribution]

The amount of the doctoral scholarship paid from the grant depends on the amount specified
in the agreement, but may not be lower than the statutory scholarship specified above.
The doctoral scholarship is not taxed.

Fellowship for disabled people
Doctoral Students with a valid disability certificate receive a doctoral scholarship increased by 30% in relation to the minimum
amount of the regular one, i.e.:
➢ before the mid-term evaluation (up to 24th month): PLN 2 736.03 net
[that is: PLN 3,083.21 gross minus the compulsory pension and disability pension contribution],

➢ after a positive mid-term evaluation (after four semesters): PLN 4 214.98 net
[that is: PLN 4,749.81 gross minus the compulsory pension and disability pension contribution]

Before submitting the statement concerning the increased doctoral scholarship in the USOSweb system, you should send
a scan of your current disability certificate to the following e-mail address: don@uj.edu.pl. Once the data are entered into
the system (usually on the second day after data migration), it is possible to correctly submit the statement in the USOSweb.
If you have any difficulties in this aspect, please contact:
Monika Król-Piela
monika.krol@uj.edu.pl
sekretariatsdnsip@uj.edu.pl
tel. +48 12 664 48 85

Occupational
health
examinations
[only for Students exposed
to eg. hazardous factors]
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Occupational health examinations
While attending a programme during which Students are exposed to:

▪ harmful,
▪ noxious, or
▪ hazardous factors,

the Students have to, at the time of enrollment, be referred for a medical examination by an occupational medicine physician.
The Doctoral Students are required to provide a medical certificate to the given PhD study programme Secretariat
within a set deadline.
The examination is valid for one to four years.
The Occupational Health Examination is free of charge if performed in indicated facility (next slide).

Occupational health examinations
The facility with which the Jagiellonian University concluded a contract in the field of medical examinations for Doctoral St udents:
Małopolska Center of Occupational Medicine
Zygmunta Augusta 1 Street, 31-504 Krakow
phone: (+48) 12 424 20 00
The tests can be performed from Monday to Friday, 7:30 a.m. to 3:05 p.m.
Prior registration is required in person or by phone at the following numbers:
(+48) 12 424 20 22, -20 13 or (+48) 734 497 184, (+48) 734 497 187.
In the above-mentioned facility, tests can be carried out free of charge.
Please remember that it is possible to carry out the above-mentioned tests in other medical facilities
in the country, but it may be associated with additional fees.
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PhD Students Accomodation
JU Doctoral Students can be accomodated in the Doctoral House.
The application should be submitted via the USOSweb system.

The application should be filled out in electronic form in the USOSweb system (online application is sufficient).
This action is required to get a 'Housing Conformation' in case you are applying for a visa to Poland.
There are 2 types of room that you may be interested in renting:
➢ single room – 675 PLN / month
➢ double room – 450 PLN / month
The allocation of seats is decided by the JU Doctoral Students Council (TD UJ) based on the recommendation
of the JU Doctoral Material Assistance Committee.
If any questions arise, please contact Mr Paweł Winiarski at: kpm-doktoranci@uj.edu.pl
More information about the Doctoral House can be found at the link.
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Registration for courses
Doctoral Students register for the courses on their own via the USOSweb system (consultation with the Supervisor is advised as
for the choice of the courses).
The courses include obligatory subjects for specific PhD programmes as well as optional subjects, which - after consultation with
the supervisor and/or the head of the PhD study programme - can be selected from the vast scientific offer available at the JU.
All PhD programmes are listed on our website. We encourage you to be familiar with the content of your PhD study programme.
It is important to know which activities are obligatory and compulsory, how many ECTS point (and by when) you need to collect
during your PhD. If you have questions regarding your programme, please contact the respective PhD programme Secretariat
or your Supervisor.
Registration for optional courses at a Faculty other than that of the Student can be made through the PhD study programme
secretariat. To participate in extracurricular activities the Student has to obtain the consent of the supervisor and the lecturer.
Each new PhD Student is asked to attend the obligatory Safety at Work Training course for Doctoral Students.
Every year Polish language classes at A1 level (crash course) are offered for foreign-language Students.
The Doctoral School finances and provides each Student with a one-year English language course at C1 level
of 60 hours per year.
Other modern language courses (optional) may be financed by the School in a total amount of up to 30 hours.
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Supervisor
1. The PhD Student is appointed a supervisor/supervisors within 3 months from the beginning of the education process.

2. The supervisor may be a person at least with the degree of habilitated doctor.
The Person with a doctoral degree – may be only an associate supervisor.
3. The PhD Student applies via the Head of the PhD Programme for the appointment of a supervisor or supervisors.
In the application, the Student indicates the scientific discipline within which the doctoral dissertation will be prepared.
4. The application should be accompanied by the opinion of the future supervisor.
5. A scientist supervising the student from the enrolment time can be proposed to become his supervisor.

6. Students are required to provide the above-mentioned application to the PhD Programme Secretariat within the deadline set
by the Discipline Council.
7. In some exceptional cases, it is possible to change the supervisor.
Important!
Failure to submit the application on time can result in removal from the list of Doctoral Students (!)
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Welcome Day Meeting
In October, we invite all Doctoral Students to participate in the Welcome Day meeting combined with the Q&A panel.

During the meeting conducted by the Director of the Doctoral School, among others, the following issues will be discussed:
✓ the operation of the Doctoral School of Exact and Natural Sciences,
✓ matters that can be dealt with at the Jagiellonian University Doctoral Students' Society,
✓ cases in which the Doctoral School Secretariat may provide help.
Doctoral Students are invited to ask questions and present problems.

Heads of the PhD study programmes invite Students to participate in the Welcome Day of a given programme.
The Students of a given PhD programme will receive information on when and in what form the meeting

is prepared through the appropriate PhD study programme secretariat.

Welcome Day Meeting
Selected questions from the Q&A panel:

✓ By when should the Individual Research Plan be submitted?
A PhD Student is required to submit an Individual Research Plan within 12 months of commencing education.
✓ How many leave days are there for a Doctoral Student per year?
A PhD Student is entitled to holiday breaks not exceeding 8 weeks a year. The Student agrees the date and duration of the
leave with the Supervisor.
✓ Is the scholarship paid during sick leave?
Doctoral Students are not entitled to the so-called sickness benefits which are granted under other legal provisions, but if
during maternity leave or illness, a doctoral student loses his/her doctoral student status, provided that he/she has had
valid sickness insurance for 90 days before the loss of his/her doctoral student status, he/she is entitled to sickness benefits
after the loss of the insurance/doctoral student status.
✓ Is a PhD Student entitled to maternity leave?
Yes, at the request of the Doctoral Student directed to the director, education is suspended for the period corresponding
to the duration of maternity leave, leave on the conditions of maternity leave, paternity leave and parental leave specified
in the Act of 26 June 1974 – the Labor Code.
✓ Is it possible to change the Supervisor?
Changing the supervisor is possible for well-founded reasons and at the request of a doctoral student or
supervisor in the mode provided for in § 5 of the Regulations for our School.
✓ Can a technical staff member receive a doctoral scholarship at a doctoral school?
Yes, if they do not hold a doctoral degree. The employment restriction applies to employment
as an academic teacher and researcher.
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Legalization of stay
Foreigners studying in Poland have the right to apply for legalization of stay. To legalize the stay the PhD Students shall apply for
a personal residence card.
Due to the current pandemic, we recommend that you apply for a Residence Card immediately upon arrival, as the waiting time
for the Card to be issued has been extended to several months.
‣ Information on arrival and stay in Poland for third-country nationals: http://bit.ly/PhDStudents_ThirdCountryNationals
‣ Information on the residence card can be found at the link: http://bit.ly/TemporaryResidencePermit and https://bit.ly/3rG0jlq

Remember to register your stay upon arrival
All foreign citizens are obliged to register their long stay in Poland.
This obligation applies to citizens of member states of the EU as well as to all other international visitors.
More information can be found here.
Useful links
You can find information on entry regulations on the following websites:
‣ the Polish Ministry of Foreign Affairs
‣ Office for Foreigners
‣ Euraxess Polska – here you can find more information for family members as well
‣ the Lesser Poland Voivodeship Office
‣ https://www.justaskpoland.com/upon-arrival-poland/

Legalization of stay
Documents required for a temporary residence permit:
I. Documents which should be prepared by PhD Students:
✓ Completed temporary residence application (download the form from the linked document - see: point 2) + extra copy,

✓ 4 passport photos (biometric),
✓ Passport copy (only including visa pages, stamps, and other remarks) and additional copy of the passport’s bio-data page,
✓ PLN 340 fee payment confirmation.
II. Documents to collect from the Doctoral School's Secretariat:

✓ Confirmation of the higher institution entity on accepting the foreigner for studies or
continuation of the studies (issued not later than 1 month before the application submission),
✓ Proof of medical insurance,
✓ Proof of having sufficient funds for covering costs of intended stay in Poland and costs of return
to origin country (the University confirms only the amount of the scholarship which is payed

monthly, the rest should be provided by the Student, e.g. account statement).

Legalization of stay
HOW TO APPLY:
✓ Complete the application (provide your current address, in the case of change inform the Provincial Office),
✓ Prepare all required documents,
✓ Make an appointment to submit the application along with documents via internet at: rezerwacja.opt@muw.pl,

e-mail has to be titled: "legalizacja pobytu".
Data should be sent according to the following formula:

Name

Surname

Nationality

Dathe of birth

Phone no.

The basis for
legal stay

Date of end
of legal stay

Purpose of the
application

Anna

IWANIUK

UKRAINA

01.01.1997

123456789

WIZA

30.09.2021

Kształcenie w
Szkole Dokotrskiej

✓ Submit the application along with the required documents on the appointed date
at the Małopolska Provincial Office in Kraków, Department of 'Foreigners' Affairs –
Przy Rondzie 6 Street (ground floor, service room on the right).
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Development and financing opportunities
Doctoral Students of the
Jagiellonian University receive
a number of development
opportunities and additional
financing opportunities for their
research.

On our website, up-to-date
suggestions for JU Students
can be currently found.
PhD Students notifications
about current development
offers, contests (i.e. Coimbra
Group etc.)
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News
We invite you to visit our website
on a regular basis.
In the
>> NEWS tab,
as well as on our Facebook profile
>> fanpage
you can find a lot of up-to-date
information.
We invite you to follow the activities
of our School and contribute to our
fanpage!

FACEBOOK

Doctoral School
of Exact
and Natural Sciences
Director
room H-0-0-5

[ground floor]

[arrange a meeting through
the secretariat or via e-mail]

Secretariat
room H-1-10

[1st floor]

Prof. S. Łojasiewicza 11 Street
30-348 Cracow

