Annex No 6 to the Order the Rector of the APS No 214/2021 of 30 June 2021 
Draft of the procedure to be followed when inviting a visiting professor 
and other persons (foreigners)
Pursuant to §15 section 1 of the Statute of the Maria Grzegorzewska University (APS)

1. A visiting professor is a person who is not a Polish citizen and who holds the title of professor or is employed as a university professor at another Polish university, foreign university or foreign research institution, or as an institute professor at an institute of the Polish Academy of Sciences, a research institute or an international institute.
2. The organisational unit of the APS inviting a visiting professor is the relevant interested institute, which is responsible for the proper conduct of the entire procedure related to the invitation, the legality of entry into and stay within the territory of the Republic of Poland (see instructions - 'Foreigner - employment rules') as well as the stay and care of the professor at the APS.

3. In order to confirm the fulfillment of the conditions referred to in sec. 1., the visiting professor is required to submit documents confirming his/her citizenship and academic degree and complete Annexes 3 and 10 to Rector's Order APS No 214/2021 of 30 June 2021 (hereinafter referred to as the Order).
4. The initiation of the procedure referred to in sec. 1 begins with an application (Annexes 2 and 2a to the Order ) that has been approved by the director of the Institute to the Rector of the APS. The director of the Institute appoints a person responsible for the admission of the professor.

5. Applications concerning persons to be invited for the 1st semester are to be presented to the Rector by mid-September at the latest, and applications inviting persons for the 2nd semester by mid-December of the given academic year. In exceptional cases, the Rector may consider an application submitted outside the above-mentioned deadlines.

6. The Rector decides on granting the status of visiting professor, on that person’s employment on the basis of a civil law contract (contract for a specific work / provision of services agreement), the amount of the fee as well as any other costs of the stay of a visiting professor or foreign teacher on the institute's request (Annexes 2 and 2a to the Order ) 
7. After obtaining the Rector's approval, the institute notifies the invited person about the terms of the civil law contracts: specific task contracts or provision of services (mandate) agreement. The institute also informs the invited person about the possibility of exemption from ‘natural person’ income tax in the case of a specific task contract and the Social Security Office contributions in the case of a provision of services agreement, after the visiting professor provides the following necessary documents upon arrival [the validity of the documentation and its adequacy is described in the appendix 'Foreigner - employment rules'] :
· A1 certificates - in the case of persons coming from a European Union country - a form from the country of origin. The lack of an A1 certificate means that social and health insurance contributions will be calculated and deducted. (applies to a provision of services   agreement)
· A certificate from an insurance institution on being subject to insurance in the country of origin - in the case of people who are citizens of countries with which Poland has concluded social security agreements (Macedonia, Canada, USA, South Korea and Australia). Lack of such a certificate means that social and health insurance contributions will be calculated and deducted (applies to the provision of services agreement).
· the original of the tax residence certificate (certificate of the taxpayer's place of residence for tax purposes, issued by the competent tax administration authority of the country of the taxpayer's permanent place of residence), translated into Polish by a sworn translator (on the basis of the Polish Language Act, Journal of Laws No. 90, item 999, as amended, art. 4, points 3 and 5 and of the Constitution of the Republic of Poland, art. 27). If the visiting professor meets the requirements of the agreement of the avoidance of double taxation, no advance tax will be charged. In the event that the visiting professor comes from a country with which Poland has not concluded agreements on the avoidance of double taxation, advance tax payments will be deducted from the salary (this concerns a provision of services (mandate) agreement and a contract for specific work.
· IFT-1 / IFT-1R form completed in part C and signed in part E, item 75 - Annex No. 1 arrival [the validity of the documentation and its adequacy is described in the appendix 'Foreigner - employment rules'] :
·  IFT-1 / IFT-1R form Information on the amount of revenue (income) obtained by natural persons not residing in Poland.
as well as providing: passport, visa, a copy of diploma and completing the form regarding personal data (Annexe No. 3)
8. An application for admission and granting of visiting professor status should be submitted to the Research Service and International Relations Office (for reporting purposes), to the Education Planning Office with all the documents listed in point 7 for the purpose of planning classes and preparing the mandate agreement and should also be submitted to the Department of Administration and Service of Educational Facilities (in order that accommodation in the APS guest rooms be provided).
9. The visiting professor performs work on the basis of a contract for specific work / provision of services  agreement accordance with the model contract  set out in Annex No. 4.We sign the contract in two copies. Along with the contract, we provide the Payroll Department with a photocopy of passport, of the document confirming the legality of stay in the territory of the Republic of Poland, of a certificate of residence - if it has been submitted, an A1 certificate or other - if this affects exemption from paying taxes or social security contributions in the Republic of Poland, an IFT 1 / IFT1 form R, and a declaration - Annex No. 1 arrival [the validity of the documentation and its adequacy is described in the appendix 'Foreigner - employment rules']   for tax and social security purposes.
A declaration must be attached to the invoice

Declaration:
1. The center of my personal or economic interests (center of life interests) lies within the territory of the Republic of Poland * YES    *NO     

or

2.  I am staying in the territory of the Republic of Poland for more than 183 days of a tax year * YES    *NO
I declare that all the above-mentioned information is consistent with my factual and legal status, and that I am aware of the criminal liability for providing untrue information or concealing information. I undertake to immediately inform the Principal of any changes to the content of this declaration and assume responsibility for failure to comply with the above obligation.

* mark the appropriate with an „ X” 

** a photocopy of your passport confirming personal data should be attached       
10. The Planning Office enrolls the professor into the USOS system. At this office, the visiting professor receives codes and passwords for the system. The IT Office, on the other hand, provides the password to the APS e-mail. 
11. The Institute submits (annexe No. 4) confirmation of the performance of the classes by the visiting professor to the Education Planning Office. This is the basis for the acceptance of the works/services performed by the professor on the invoice issued by him.
12. The Rector shall issue a circular letter containing information to assist in the employment of foreign nationals as visiting professors, relating to the status, legality of residence and the settlement of remuneration

13. Annex 5.1. contains a model contract order and a print-out of the account of its execution 5.2, triggered in extraordinary cases

14. Annexes 6 to 10 are English translations of key forms (annexes signed by the visiting professor) in order to familiarise foreigners with their content, with the exception of Annexes 3 and Annex 5, which are originally bilingual.

15. The Polish version of the Annexes is the original version and is valid as the parent version. Only the Polish version is for the needs of offices in Poland, the English version serves the comfort of full understanding of  the content of signed documents.

