Appendix No. 10
to the Benefits Regulations for Students of  the Warsaw University of Life Sciences (SGGW)

 introduced by Ordinance No. 95 of the Rector of SGGW dated 30 September 2024

	Procedure name:
	Financial allowance for SGGW students

	Purpose of the procedure:
	Granting financial assistance to SGGW students

	Scope of the procedure:
	Authorised employees of the Student Affairs Office, Dean’s Offices, and the SGGW Student Council

	Who is responsible for monitoring, changes, and risk:
	Student Affairs Office

	Legal basis, internal regulations:
	Act of 20 July 2018–Law on Higher Education and Science (Journal of Laws of 2023, item 742 as amended)


	No.
	Activity performed
	Responsible position/person
	Primary document
	Secondary document
	Verifying position/person (date, signature or initial, stamp)
	Approving position/person
	Recipient
	Deadline

	1
	2
	3
	4
	5
	6
	7
	8
	9

	1.
	Completing the application for transferring the powers of the Rector to the Faculty Scholarship Committee
	Chair of the Faculty Student Council
	Application
	Decision on the transfer of powers
	Dean's office employee
	Rector
	Faculty Scholarship Committee (documentation in the Dean's Office)
	By 14 October

	2.
	Completing the application for transferring the powers of the Rector to the Appeal Scholarship Committee
	Chair of the University Student Council
	Application
	decision on the transfer of powers
	Student Affairs Office
	Rector
	Appeal Scholarship Committee (documentation in the Student Affairs Office)
	By 14 October

	PROCEDURES RELATED TO GRANTING FINANCIAL ALLOWANCE

	3.
	Applying for a social scholarship/ scholarship for disabled persons/ allowance
	Student 
	Application
	Register of submitted applications, entry in the HMS system
	Dean's Office employee
	-
	Faculty Scholarship Committee/ Vice-Dean
	By the last business day of October of the academic year or within seven business days from the start of the month 

	4.
	Reviewing applications for social scholarship/scholarship for disabled persons/ allowance
	Faculty Scholarship Committee/ Vice-Dean
	Applications
	Minutes from the Faculty Scholarship Committee meeting, scholarship decisions
	-
	Chair of the Faculty Scholarship Committee
	Dean's Office
	Within three weeks after the submission of the application

	PROCEDURES RELATED TO AWARDING THE RECTOR'S SCHOLARSHIP

	5.
	Applying for the Rector's scholarship
	Student
	Application
	Register of submitted applications, entry in the HMS system
	Dean's office employee or Student Affairs Office employee
	-
	Appeal Scholarship Committee
	Seven business days from the start of the term 

	6.
	Creating ranking lists of average grades from the previous year of studies (for each year, form, level, and field of study)
	Dean's office employee
	Data in the HMS system
	Ranking lists of average grades in the HMS system
	Head of the Dean's Office
	Vice-Dean
	Appeal Scholarship Committee
	7 October or the next business day, seven days from the start of the term for students starting studies in the summer term

	7.
	Verifying/reviewing applications for the Rector's scholarship
	Student Affairs Office employee
	Applications, ranking lists by average grade
	Applications evaluated using a point-based method for individual achievements
	Student Affairs Office employee
	Chair of the Appeal Scholarship Committee
	Rector/ Appeal Scholarship Committee (stored in the Student Affairs Office)
	By 20 November

	8.
	Reviewing applications for the Rector's scholarship
	Rector/ Appeal Scholarship Committee
	Applications evaluated using a point-based method for achievements
	Minutes from the Appeal Scholarship Committee meeting, ranking lists divided by scholarship categories, scholarship decisions
	-
	Rector/ Chair or authorised Vice-Chair of the Appeal Scholarship Committee 
	Dean's Office
	By 25 November

	PROCEDURE FOR REVIEWING APPEALS AGAINST SCHOLARSHIP COMMITTEE DECISIONS

	9.
	Submitting appeals
	Student
	Appeal
	Register of appeals and requests for reconsideration
	Student Affairs Office employee/ Secretary of the Appeal Scholarship Committee
	-
	Rector/ Appeal Scholarship Committee
	Within 14 days of the student receiving the decision

	10.
	Reviewing appeals
	Rector/ Appeal Scholarship Committee
	Appeals and applications with documentation, register of appeals and requests for reconsideration
	Minutes of the Chair of the Appeal Scholarship Committee meeting, scholarship decisions
	-
	Rector/ Chair or authorised Vice-Chair of the Appeal Scholarship Committee
	Dean's Office 
	Within 30 days from the receipt of the appeal

	PROCEDURES FOR REVIEWING APPLICATIONS FOR RECONSIDERATION OF THE RECTOR’S SCHOLARSHIP DECISION

	11.
	Submitting applications for reconsideration of the Rector's scholarship decision
	Student
	Application for reconsideration
	Register of appeals and requests for reconsideration
	Student Affairs Office employee/ Secretary of the Appeal Scholarship Committee
	-
	Rector/ Appeal Scholarship Committee
	Within 14 days of the student receiving the decision

	12.
	Reviewing applications for reconsideration of the Rector's scholarship decision
	Appeal Scholarship Committee
	Applications for reconsideration, Rector's scholarship applications with attached documentation, application register
	Minutes of the Chair of the Appeal Scholarship Committee, scholarship decisions
	-
	Chair or authorised Vice-Chair of the Appeal Scholarship Committee
	Dean's Office
	Within 30 days from the receipt of the appeal

	13.
	Creating a list of scholarships with granted financial assistance
	Dean's Office employee
	Data in the HMS system
	Scholarship lists
	Authorised Dean's office employee (e.g. Head)
	Dean
	Student Affairs Office
	By the 25th of each month

	14.
	Substantive and formal verification of the lists
	Student Affairs Office employee
	Scholarship list (electronic and printed)
	Scholarship lists and electronic transfer files
	-
	Vice-Rector for Didactics
	Bursar’s Office
	By the last day of the month

	15.
	Approval for implementation
	SGGW Bursar’s Office employees
	Scholarship lists and electronic transfer file
	-
	-
	Bursar (approval for payment)
	Bursar’s Office
	By the 4th day of the following month after the list is submitted

	PROCEDURES FOR SUBMITTING, REVIEWING, AND FORWARDING APPLICATIONS FOR THE MINISTER'S SCHOLARSHIP FOR SIGNIFICANT ACHIEVEMENTS

	1.
	Student application for the Vice-Dean's opinion to apply for the Minister's scholarship for significant achievements 
	Student
	Application with attachments
	-
	Faculty employee
	-
	Dean's office
	By 1 October of the academic year

	2.
	Reviewing applications for the Minister's scholarship by the Vice-Dean
	Vice-Dean
	Application with attachments
	Application signed by the Vice-Dean
	-
	-
	Rector (Student Affairs Office)
	No later than seven business days from receipt of the application

	3. 
	Submitting an application to the Rector for the Minister’s scholarship 
	Student
	Application with attachments
	-
	Student Affairs Office employee
	Rector
	Rector (Student Affairs Office)
	No later than seven business days after the start of the academic year

	4.
	Completing the application in the dedicated electronic system provided by the minister responsible for science and higher education 
	Rector/authorised Student Affairs Office employee, student
	dean's opinion, paper documentation under the Minister's regulation
	Electronic application
	Rector, Vice-Rector for Didactics, authorised Student Affairs Office employee
	Rector
	Electronic system provided by the minister responsible for science and higher education
	By 25 October of the academic year

	5.
	Forwarding applications to the minister responsible for science and higher education
	Rector/authorised Student Affairs Office employee
	Applications signed by the Vice-Dean
	Applications signed by the Rector and positively reviewed by the Vice-Dean.
	Student Affairs Office employee
	-
	Minister responsible for science and higher education
	By 25 October of the academic year


