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Dear Ladies and Gentlemen, Teachers of Wroctaw University of Science
and Technology,

We are handing you a special Guide that we believe is necessary and
useful for all people conducting didactic classes at our University. First,
because it concerns people we may meet in our daily work, who often
think and act in a way that is different from our perceptions. Second,
because it suggests how to adapt the organization of the didactic process
for students and doctoral students to take into account their special
needs, including those resulting from disabilities, while maintaining the

applicable educational standards.

This Guide is addressed to all academic teachers, laboratory assistants,
and all other people conducting classes with students and doctoral
students at our University. Its purpose is to support the process of
organizing and conducting didactic classes aimed at a wide audience,
including students and doctoral students with special educational needs.
Therefore, it was developed as a material containing practical

information, useful for all those conducting classes.

This Guide deals with specific issues related to conducting didactic
classes accessible to people with special needs, including people with
disabilities. The basic issues - related to who people with special needs,
including disabilities, are, how they function, how to communicate with
them, what accessibility is, and why it is important to ensure it — are in
the Introductory Guide. A list of all Guides is at the end of the document,

along with a QR code and an access link to them.

This Guide is prepared in accordance with the principles and good practices of

digital accessibility, which includes, among other things: appropriate font, left
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alignment, and alternative descriptions of illustrations, which are better

accessible for people using screen readers.

We hope that the effort of the authors of this Guide (and subsequent ones) —
specialists who have been involved in supporting the elimination of barriers in
the education process for years - will allow all of us to make Wroctaw
University of Science and Technology a friendly, accessible, and supportive
place for people with special educational needs. We are convinced that this
can be achieved by providing Readers with standards, good practices, but
most of all, specific guidelines and tools for working with people with special
needs, including people with disabilities.

We would like to thank all the people who collaborated with us:
e University employees,
e itsinternal experts,
e Accessibility Leaders,

e as well as specialists from outside the University,

for all their valuable comments, substantive contribution, and support in
the process of creating the content and form of the guide. We hope that
our joint effort will contribute to broadening knowledge and awareness

in the area of university, education, and work accessibility.

The Series Authors Team



1. Who is a person with special needs?

Each of us can have special needs - different at different stages of life.
Imagine that one day we broke our leg and to leave the house, we have to
use crutches, or maybe even a wheelchair. We have a standard workday
ahead of us and unfortunately, we cannot take sick leave. Our workplace is
located on the other side of the city, in a building without an elevator, on
the second floor. How will we get to work on time? Are we able to drive a
car ourselves, and if we usually travel by public transport, are we able to get
to the bus stop on our own, and then get on the tram or bus? How will we
get to the second floor of the building with a briefcase full of important
documents? How will we perform all our daily tasks? Will we be able to
spend the whole day sitting at a desk?

People with special needs face such dilemmas every day. These are not
only people with disabilities, for example, of sight, hearing, or mobility, but
also people with a temporarily impaired body function, e.g., with a broken
arm, people in a mental health crisis, people with depression, pregnant
women, parents with small children, short or tall people, heavier people,
people with manual or cognitive difficulties, transgender and non-binary
people, foreigners who do not understand Polish, and people with cancer.
This list is not exhaustive. It is also not the only one in force. It is important
that people with special needs are not just people with disabilities. Each of
us, at any time, for example, as a result of an accident or illness, can
become a person with special needs, forced to face the challenges of the

surrounding world.

That is why it is so important that we design the physical space in which we

live, communication systems, education, and services in a way that is friendly
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to all their potential users. We should look for solutions that will meet the

needs of various people to the greatest extent possible.

Let's remember that ensuring accessibility is no longer just a social duty today,
but it is an obligation that directly results from legal provisions. Therefore, our
goal should be to ensure access to full and effective participation in all
spheres of life of the Wroctaw University of Science and Technology

community for people with special needs, including people with disabilities.

2. Accessibility of education as a right, not a
privilege

The right to education is one of the fundamental human rights. Its
implementation enables personal development and allows for achieving
self-reliance, independence, and full participation in all spheres of life.
Wroctaw University of Science and Technology, as a public university
acting for the benefit of the community and citizens of Poland and the
European Union, is obliged to ensure universal and equal access to

education for all people who form its community.
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In accordance with the law expressed in the Act of 20 July 2018, Law on
Higher Education and Science, the university's task is to create conditions for
people with disabilities for full participation in the recruitment process,
education, and conducting scientific activity. Therefore, Wroctaw University of
Science and Technology is obliged to take all actions aimed at adapting the
organization of the didactic process for students and doctoral students, taking
into account their special educational needs, including those resulting from
disability, while maintaining the applicable educational standards. To achieve
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this goal, we are guided by the 7 principles of educational support adopted by
the Commission for Equalizing Educational Opportunities at KRASP (2016).

Principle 1. Individualization — adaptations of the study process for a person
with a disability are always prepared in response to their individual
educational needs, resulting from the specifics of their health at a given
moment and the specifics of a given course, including the conditions in which
it takes place.

Principle 2. Subjectivity — taking into account the autonomy of a person with
a disability and their right to decide for themselves.

Principle 3. Developing the potential of a person with a disability in
connection with their field of study — this means selecting adaptations that

would allow the student to acquire knowledge and develop practical skills.

Principle 4. Rationality of accommodation — means proposing economically
rational adaptations that effectively equalize the chances of a person with a

disability and guarantee the preservation of the academic standard.

Principle 5. Maintaining the academic standard — preparing study
adaptations while maintaining the substantive criteria applicable to all

students of a given field or specialization.

Principle 6. Adaptations closest to the standard course of classes —those that
do not have the character of privileges for a person with a disability but
rationally equalize their chances of accessing the educational offer considered

optimal for a given field.

Principle 7. Equal rights and duties — caring not only for the implementation

of equal rights for people with disabilities but also (thanks to ensuring these
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rights) for enforcing the fulfillment of student duties at the same level as for

students without disabilities.

3. Guidance for teachers based on the principles
of educational support

Many studies — including those conducted by nationwide institutions such as
the Office of the Ombudsman, and those conducted at our University —
indicate a strong stereotyping of the perception and thinking of non-disabled
students and teachers about people with disabilities. 96Disability is commonly
associated with dysfunction, a lack, a deviation from the norm, or iliness. The
strongest association for many people is physical disability and problems with
mobility. In reality, people with disabilities are a very diverse group of people

with a wide range of ways of functioning and support needs.

This discrepancy between the common stereotype (not necessarily negative,
but simplifying reality) and the actual functioning of people with disabilities
requires special mindfulness, reflection, and broadening one's own
knowledge and awareness. This is a postulate addressed to all members of
society, and especially to those who work with people with disabilities,
including academic teachers. Therefore, we should think of people with
disabilities as people with characteristics that are for the most part identical
to those of other people, and who differ in the same way that every group of
people differs internally. The group of non-disabled people also has a diversity
of traits, strategies, motivations, and talents. Therefore, let's treat every

student with a disability or special needs individually.

The above postulate may turn out to be less demanding when, as teachers,

we activate empathy, mindfulness, creative thinking, and intuition, and trust
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ourselves. We encourage you to focus on diversity in your own actions:

diversity of materials used, teaching methods, and didactic forms.

We also encourage you to use students' activity. Modern educational models
(problem or challenge-based learning, learning by doing, group work and
project work) can serve everyone, including people with disabilities, due to
the requirement for diverse competencies and sharing activity, knowledge,
and skills with other students.

Of course, in the course of our work with people with special needs, including
disabilities, doubts and difficulties may arise. This is completely natural. If
certain behaviors raise doubts - we do not understand them or we can
consider them a lack of goodwill or courtesy - it is worth clarifying this in an
individual conversation, without witnesses. In addition, we encourage you to
discreetly ask the student what their biggest problem is and what they need
support with. Anxiety, embarrassment, and discomfort in contact with people
with disabilities, although they may seem natural, most often result from a
lack of experience and understanding of these people. If we are not sure how
to behave, let's ask directly. Embarrassment, silence, and shame on the part
of the teacher hinder the building of a healthy relationship and effective
support.

Unfortunately, sometimes one can still encounter harmful attitudes and
beliefs related to the hierarchy of power and privilege in contacts with
people with disabilities. It is not uncommon for people at higher levels of the
academic hierarchy and with a higher status to believe in their right to decide
what is valid and what is allowed ("I decide, not the law or university
regulations"; "the student must adapt to the university, not the other way
around"). These beliefs and practices can lead to students with disabilities

hiding their disability and not applying for the support they are entitled to.
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Let's remember that the functioning of people with disabilities, including our
students with disabilities and special needs, is a dynamic phenomenon that
changes over time. Many disabilities manifest and burden students in a
variable way during the year or the entire cycle of education. We are talking
about situations of exacerbation or remission of a disease, the need for
hospitalization, the introduction of new therapies with unclear side effects,
worse functioning during a certain period (season), an increase in a mental
health crisis, becoming a young parent, and other situations, often of a

temporary nature and variable dynamics.

We hope that this Guide and other activities aimed at increasing the level of
accessibility of our University will contribute to creating standards and
normalizing support actions for students with special needs, including
disabilities. Considering the fact that just a few years ago the concept of
adapting didactic materials for students with disabilities aroused widespread
resistance, and now it is one of the basic support mechanisms, we hope that

other actions proposed by us will also soon become normalized.

We recognize that in the process of increasing accessibility, there may be a
need for support and guidance that goes beyond the scope of this Handbook.
That is why we are continuously improving the system of support for teachers
in this area, involving various university units, including, above all, the
Accessibility Department, the Rector’s Plenipotentiary for People with
Disabilities, and the Accessibility Leaders. We also encourage building mutual
support within groups of teachers working in similar subject areas, as well as

making use of other University resources.
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4. Principles of procedure

Our University, by opening itself to the needs of students with special needs
and striving to ensure them equal conditions for studying and development,
has codified some of these entitlements in the Study Regulations. These
entitlements concern the way students participate in classes and the methods
of passing a course or taking an exam (i.e., verifying the achievement of
learning outcomes), including the final (diploma) examination. In each case, a
student with special needs should inform the course instructor by the end of
the fourth week of classes in a given semester or immediately after the
cause arises. Alternatively, the student may request an opinion from the
Accessibility Department. This solution is intended to allow students to
decide for themselves whether they wish to inform instructors directly about
the reasons for their special needs, or prefer that the Accessibility
Department communicates their needs on their behalf - without specifying
the underlying health condition. As a rule, information about students’ health
is processed only by those units that strictly require it, such as the Dean (e.g.,
when making decisions about granting medical leave) or the Social Assistance

Department, which handles scholarships for students with disabilities.

This solution, introduced in October 2023, is intended to provide better
support for students with special needs, while also ensuring that instructors
are appropriately informed from the beginning of the course about the needs

of students requiring accommodations.

According to the provisions of the Study Regulations (§16 point 10), a student
with a disability or with special needs has the right to participate in classes in
a manner different from other students, if this is necessary due to their

specific needs. The mode of participation is determined by the course
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instructor upon the student's request, submitted no later than by the end of
the fourth week of classes or immediately after the reason arises. In justified
cases, at the student’s request, the Accessibility Department may issue an
opinion regarding the need to ensure accessibility or the needs arising from a
disability.

According to §17 point 14, a student with a disability or special needs also
has the right to have their learning outcomes assessed in an individualized
manner, depending on the type and extent of the disability or the nature of
the special needs. In such cases, the student submits a request directly to
the course instructor no later than by the end of the fourth week of
classes or immediately after the reason arises. The scope of
individualization is determined by the course instructor. At the student's
request, the Accessibility Department may issue an opinion regarding the
need to individualize the assessment of learning outcomes in order to

address accessibility needs or needs resulting from a disability.

A student with a disability or special needs has the right (in accordance
with §18 point 15 and §37 point 10) to take exams (including the diploma
examination) in an individualized manner, depending on the type and
extent of the disability or the nature of the special needs. The student
submits a request directly to the course instructor (or to the dean in the
case of the diploma examination), no later than by the end of the fourth
week of classes or immediately after the reason arises. The scope of
individualization is determined by the course instructor. At the student's
request, the Accessibility Department may issue an opinion on the need to
individualize the exam in order to meet accessibility needs or needs

resulting from a disability.
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If an instructor or Faculty authorities believe that a student may be a person
with special needs, they may also ask the Accessibility Department to reach
out to that student. A valuable support in initiating such contact can be the
Accessibility Leaders—a group of staff members, including both academic and
administrative personnel, representing all faculties of Wroctaw Tech, the
Foreign Languages Department, the Physical Education and Sports
Department, the Library, the Innovation and Business Centre,

the Admissions Department, the Public Procurement Department and other
units of Wroctaw Tech. Accessibility Leaders serve as liaisons between people
with special needs and University staff —for example, they support students
in communicating with instructors, and also refer those in need to specialists,
such as the Psychological Counseling Clinic and the Psychological Support and
Mediation Department. All Accessibility Leaders have undergone training.
More information about them can be found on the website
https://dzd.pwr.edu.pl/en/accessibility-leaders/list-of-accessibility-leaders.

5. Principles of didactic support

This section of the handbook provides a more detailed description of the
educational support offered by the University to students and doctoral
candidates with special educational needs, including disabilities. While
reviewing this catalogue, consider which adaptations would best meet the
needs of individuals experiencing difficulties in learning within the subject
you teach. Although this catalogue is extensive, we recognize that it may
not cover all possible ways to adapt courses. Remember that the proposed
accommodations concern participation in classes, examination situations, as

well as the infrastructure in which education takes place.
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Some adaptations we are able to implement ourselves, as long as we
recognize their necessity and appropriateness (e.g., enlarged print on an
exam or assessment form for a person with significant visual impairment).
However, other adaptations will require us to contact the Accessibility
Department and for the Department to take action. Remember that
whenever we are unsure how to remove barriers in the student learning
process, we can seek help and support from the Accessibility Department,
the Rector’s Plenipotentiary for Persons with Disabilities, or the Accessibility
Leader in our Faculty. The Vice-Dean for Student Affairs or Academic Affairs

may also assist us.

Let us always keep in mind that the situation of students with special
educational needs is not static. The nature of disabilities and other
needs can change over time, even during the semester. Being attentive,
empathetic, and flexible will help you respond naturally, promoting
equal access to your classes.

Therefore, what we can always do is:

® Ensuring appropriate access for students to information

Clear and specific information about what to expect from the course, the
rules for passing, how to clarify doubts, and where to find up-to-date
information—all of this helps students with special educational needs feel
more secure because they have a clear understanding of matters that concern

them.

® Fostering good relationships

Good relationships with the course instructor and fellow students in the

group make students feel more comfortable during classes, and when the
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group feels less anonymous to them, they are more likely to experience
acceptance from their peers.

This is especially important for individuals on the autism spectrum,
those experiencing depression, or those going through a mental health

crisis.

® Ensuring your availability to students

It is helpful to inform students about the possibility of individual contact with
the instructor if a student wishes to ask something or share something
privately. Clearly indicate the ways in which a student can reach you,
providing office hours, locations, and your official email address. Encourage
students to express their needs and expectations, as well as to report any
additional needs and expectations, including those arising from disabilities,

right at the beginning of the course.

® Ensuring accessibility of the teaching venue

Provide students with mobility impairments a learning space in an accessible
location or room. Remember to check the architectural accessibility if there is

a sudden change in the class schedule.

® Ensuring that the course runs in a clear and understandable manner

Effective participation in classes is supported by providing preliminary
information about the chronological order of activities planned for a
particular session. It is helpful to communicate at the beginning of the class
which topic will be covered that day and how the session will proceed, even if
it seems obvious to us. This is important for many students, including those
with cognitive difficulties, such as attention or memory challenges, as well as

students on the autism spectrum.
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® Taking care of a student if their condition causes concern

Keep in mind that in most class groups, there are often students
experiencing mental health difficulties, psychological crises, stress, or
periods of intensified symptoms. Recognizing this requires attentiveness
and empathy from the instructor. If you notice, for example, that a student
appears apathetic and tired though they were previously energetic, sits
alone and avoids contact with other students, seems depressed though
they were in good spirits at the beginning of the semester, shows no
interest in the course despite previously being attentive and focused, has
many absences and misses deadlines without a clear reason, you might try
discreetly asking the student for an individual conversation. If you don’t
feel equipped or able to help, you can always encourage them to seek
psychological support.

Psychological support

We recognize that difficult situations can arise at the university. Sometimes
these stem from communication errors, lack of information about special
needs, personal concerns, or the emergence of disputes requiring
mediation. Such situations can involve both students and academic staff.
Remember that in many challenging circumstances, a psychologist can

provide appropriate support.

22|






Therefore, within the framework of the “University of New Opportunities”
project, the Psychological Support and Mediation Department has been
established at the University. https://dzd.pwr.edu.pl/en/help-and-

support/psychological-counseling.

The Department offers support to staff in the areas of:

e adeeper understanding of the challenges faced by students with
disabilities;

e preparing accommodations or methods of working with a student with
a disability;

e issues in communication concerning needs in the student—university
and university—student relationship;

e conflict situations during classes or throughout the exam session;

o difficulties and needs arising from various disabilities;

e and many other situations.

As part of this support, professional psychological assistance is offered,
ensuring complete anonymity to guarantee discretion and confidentiality of

the matters discussed. The support is provided in both Polish and English.
Some of the above-mentioned principles of educational support can be
implemented independently. Below are specific guidelines on how to apply
these principles on your own, depending on the needs of the students.

5.1 Class accessibility — good practices

In this section of the handbook, we provide some guidelines on ways to
increase accessibility in the conduct of teaching activities.
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® Extending the student’s independent work time during classes

This may concern individuals who write more slowly, for example, those with
motor disabilities such as muscle tremors, spastic movements, or limited
motor coordination, or those who read more slowly, such as people with low
vision or blindness. Deaf individuals also need more time for so-called “eye
gaze,” because when looking at the lecturer, they cannot take notes, and
when looking at the interpreter, they are not watching the presentation, for

example.

Response to the need: you can agree with the student on how to address this
need, for example, by providing the student with the task to read or complete
at home in advance. You can also give the student a few extra minutes while
the group is already starting to work together on the text. Do not shorten or
simplify the task.

The same need is often expressed by people studying in Poland for whom
Polish, and often the Latin alphabet as well, is not their native language or
alphabet. Providing them with the laboratory instructions or case study to be

discussed during class in advance allows for better preparation.

® Special conduct of the instructor during classes

This may concern people who are hard of hearing or deaf, especially those

who rely on lip reading.

Response to the need: face your audience when speaking; do not talk while
writing on the board. Ask the student if you are speaking clearly enough. You
can also ask them to get your attention (for example, by raising their hand or

using another agreed-upon signal) if they cannot hear what you are saying.



Use a microphone in lecture halls. A student using a hearing aid or cochlear
implant may ask you to use the FM amplification system or a special
microphone (transmitting the signal directly to the hearing aid) also during
classes with smaller groups.

For some people who are hard of hearing, understanding speech requires full
concentration, and they cannot perform other tasks at the same time, such as
writing or watching a presentation. Keep this in mind. When giving the group
a task to complete, make sure the student has heard the instructions and
knows what to do. For deaf individuals, using an induction loop system may
be necessary — in this case, contact the Accessibility Department.

Note: Wearing a face mask may prevent a hard-of-hearing person from

communicating verbally.

® Using the board

This may concern people who have difficulty reading distant text, such as

those with low vision.

Response to the need: make sure you write in a way that is legible for all class
participants. If you receive a signal that it is not, write in larger letters or print.

Use high-contrast colours and markers that write clearly.

[ 2

Example: Anna, a second-year student

During the use of the whiteboard in remote classes (the Whiteboard feature
in Zoom), the student asked to use shades of blue because only those were
visible to her due to her visual impairment. The same student brought her
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own markers to in-person classes, asking instructors to use them when

writing on the board.

® Organizing group work

This may concern people on the autism spectrum, individuals
experiencing mental health crises, and those who react inadequately to
stress (e.g., with anxiety attacks).

The individuals mentioned above often have difficulties with group work.

Such a person may also be perceived as an unwanted member of the group by
other students.

[ 2

Example: Anna, a master’s degree student (interview with a graduate)

"Because | was very stressed by speaking in groups, | communicated with
the lecturers and consulted projects last. The second problem I dealt with
was group work. My classmates worked on projects in groups, but due to

my disability, | did the projects alone."

Response to the need: Check whether group work is required to achieve the
learning outcomes in your course. If it is not, you can offer the student the
option to complete the assignment individually, even if it was originally
designed for a group. Some students may prefer this option, even if it means
more work for them. However, it is worth encouraging the student to make

an effort to participate in group work.
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If you notice that the group is rejecting a student, for example, someone on
the autism spectrum, have a conversation with the group about it— for
instance, after class, without that student and without the other participants.
Together, establish boundaries. Assure the group of your readiness to help. In
work environments, we often have no control over the selection of all team
members, so the group can also approach the situation as training for skills

needed to work in diverse conditions.

It is often helpful to assign the student a specific task within the group work

for which they are responsible.

Remember that a team working with a neurodivergent person or someone
experiencing a mental health crisis should not be rewarded for this—for
example, by lowering requirements or giving a higher grade.

® Student presentations

This may concern individuals on the autism spectrum, people
experiencing a mental health crisis, or those who respond inadequately to

stress (e.g., with anxiety attacks).

Response to the need: The above-mentioned individuals often experience
anxiety about public speaking, including presentations. Check whether
delivering a presentation in front of the group is necessary to achieve the
learning outcomes in your course. If it’s not, you can offer the student the
option to prepare the presentation and deliver it only to you. Alternatively,
you can suggest recording the presentation as a video. Some students may
gladly choose this form, even if it requires more effort. However, it is worth
encouraging the student to take on the challenge of presenting in front of

the group.
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[ 2

Example: Artur, a third-year student

Artur was given the date for his presentation as early as the third class
of the semester. He was unable to deliver it, unsuccessfully trying to
read it from the screen, and ultimately completely froze. The instructor
used this situation to discuss communication barriers and ways to
overcome them. After class, in a one-on-one conversation, the student
admitted that he has a huge problem with public speaking and is aware
that it paralyzes him. For the previous year, he had been studying
remotely and managed presentations without much trouble — though
he never turned on his camera. In-person classes turned out to be a big
challenge for him. However, he did not report the problem either after
the first classes or before the class where he was supposed to present.
The presentation was not passed, but the instructor gave the student a
second chance to prepare a new presentation and deliver it only in her

presence.
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® presence of an educational assistant

Type of need: may concern individuals with motor and sensory disabilities
that make taking notes during classes difficult, as well as people on the autism

spectrum.

Response to the need: At Wroctaw Tech, an educational assistant is usually
a fellow student of the person needing assistance and attends classes
together with them. The assistant may help the student with mobility and is
generally responsible for taking notes during classes. Sometimes, they also
assist in preparing teaching materials. Assistants typically notify the
instructor about their support role at the beginning of the semester along
with the student and ask for confirmation of their attendance by signing

after each class.

During class, address the student directly, not the assistant. Help the
assistant with their work—Ilet them take a seat next to the student they are

assisting. You can ask the assistant how you can support them.

The assistant should not do the student's work for them, but rather support

them with things that are an obstacle to them.

[ 2

Example:

I thought | was managing somehow [...]. It was already towards the end of
my engineering studies that | started using the help of an educational
assistant, and suddenly it turned out that it was a lot easier. Suddenly it
turned out that | was good enough to even get the rector's scholarship.



® Recording of classes

Type of need: can apply to people with motor and sensory disabilities that
make it difficult to take notes during class, people with concentration
disorders, including those on the autism spectrum, or those undergoing

pharmacotherapy, e.g., for cancer.

Response to the need: Recording classes for personal use is permitted. This
form of support allows the student to replay the class and absorb material
they didn't hear or understand. It also helps an educational assistant, for
example, for students with motor disabilities, to prepare notes. This
situation most often applies to lectures.

From a study on remote education conducted at Wroctaw University of
Science and Technology in 2020 and 2021, it was found that students identify
the recording of remote classes and the sharing of the recording file by the
instructor as a good practice. This practice allows for a full understanding and

review of the class content, even for those who were absent.

® Producing notes and writing only in electronic form

This may concern individuals with motor disabilities that make handwriting
difficult, people with low vision or blindness, individuals on the autism

spectrum, or those with nervous tics.

Response to the need: It is easier and faster for many people to write in
electronic form. Before you tell a student to close their laptop during class,
check to see if they are taking notes on it. The student may use various types
of notebooks, for example, the Kajetek Braille notebook for the visually
impaired. This is a talking notepad equipped with a six-point Braille keyboard.
The Kajetek is a notepad but also has a built-in calendar, stopwatch, and

clock. It has a speech synthesizer function, and text can be transferred to it
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from a computer and easily read by the student (e.g., an instruction for a task
that will be performed; students with sight read the instructions visually,
while a visually impaired person has the instruction in their notebook and can
work at the same time as their classmates).

[

Example: Tomasz, a first-year student

A student on the autism spectrum didn't inform their instructors about
their specific needs at the beginning of the semester. These needs
included writing on a computer and avoiding handwriting (a
recommendation confirmed by a psychological-pedagogical counselling
centre’s assessment). During the first midterm (conducted remotely), the
instructor required students to handwrite their answers and position
their cameras to show their hands while they wrote. This situation,
combined with the student's slow handwriting speed, meant they
couldn't finish the midterm, despite being well-prepared theoretically.
Only after this incident did the student ask the Accessibility Coordinator
and the Accessibility Department for help. The instructor was very
supportive of the student's needs and allowed them to retake the
midterm, which they passed. However, the stress and inconvenience for
both parties (including having to repeat the midterm) could have been
avoided if the instructor had known about the student's specific needs
from the start of the semester.

® Providing conditions that enable concentration

This may concern people on the autism spectrum, or individuals undergoing

pharmacotherapy that causes hypersensitivity to external stimuli.
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Response to the need: Overstimulation, for example from noise, bright
lighting, or repetitive sounds, can cause significant stress for hypersensitive
individuals. If you know there are such people in your class, ensure a lack of
distractions and quiet. You can explain to others in the class why this is
particularly important, without pointing out the specific person who needs

it. If possible, ensure the lighting is not glaring or overly intense.

Some people, especially those on the autism spectrum, protect themselves
from excessive stimuli with clothing (e.g., a hoodie, a hat) and also use
noise-cancelling headphones. Allow them to do this and don't draw
attention to it; they are not doing it to offend you.

Check if the teaching aids you use, such as video clips, are not too noisy or
distracting. If there is a need, make sure the videos have subtitles or audio
description (remember you can use the support of the Accessibility
Department).

If you know that a student needs quiet and your class is noisy, for example,
due to the sound of machines or loud discussions, talk to the student about
how they can find quiet during class. This could include stepping out into the

hallway, going to the restroom, or taking more frequent breaks.

® More frequent breaks during class

This may concern individuals with urological diseases, or people with

conditions requiring regular movement, such as ankylosing spondylitis.

Response to the need: If you don't want more frequent breaks during class,
arrange with the students that they can leave for the restroom or the
hallway during the session. You can also suggest a short break for everyone.

Remember that this is also useful during remote classes.
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® Greater Number of Absences

This may concern people undergoing treatment that requires hospitalization,
such as oncological treatment or rehabilitation; individuals with diseases
characterized by periods of remission and flare-ups, during a flare-up (e.g.,
rheumatoid arthritis, autoimmune diseases); and individuals experiencing a

mental health crisis.

Response to the need: At the beginning of the course, establish the
attendance rules and let students know that you will treat cases involving
individuals with special needs on an individual basis. Be open and allow for
excused absences. If you have any doubts, contact the Accessibility

Department.

[ 2

Example: Alicja, a third-year student

Alicja turned to the Rector's Proxy for Persons with Disabilities for help in
excusing her numerous absences. Up until now, she had been very

__________________________________________________________________________________|
systematic, but the onset of her illness symptoms, the need for

diagnostics, and her poor well-being caused her to miss over half of her
classes during the first two months of the semester. At the request of the
Proxy, the Dean of Student Affairs asked the instructors of the student's
courses to provide opportunities for her to continue the courses despite
her absences. None of the instructors refused.
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Example: Karol, a second-year student.

Karol, a student with cancer, asked the Dean of Student Affairs for an
individual schedule for his credits and to excuse his absences during
treatment. The Dean of Student Affairs, after consulting with the
Accessibility Department, requested that the instructors provide the
student with the opportunity to complete his courses and credits on an

individualized basis. None of the instructors refused.

5.2 Exam and credit accessibility — good practices

Below are some guidelines on how to increase accessibility in conducting tests

and exams.

® Preparing test materials in an accessible format

This may concern people who are blind or have low vision.

Response to the need: A student should inform you of this need at the
beginning of the semester, unless their health situation changes during the
term. Usually, the same materials needed for a test or exam are those
prepared for the student during class, so there should be no surprises here.
However, some people with low vision manage with materials from
instructors and do not report such needs in advance. Prepare the test by
taking the stated need into account—this may involve enlarged font or, for
example, providing the test in an electronic format to be read by a screen

reader.
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Example: Piotr, a second-year student.

A blind student received materials prepared by the Adaptation Team in
advance, but quizzes prepared in an accessible format were given
directly to the course instructor so that the student wouldn't know their
content ahead of time.

EXAM

Lorem ipsum dolor sit amet,
consectetuer adipiscing
elit, sed diam nonummy
nibh euismod tincidunt ut
laoreet dolore magna
aliquam erat volutpat. Ut
wisi enim ad minim veniam,
quis nostrud exerci tation
ullamcorper suscipit
lobortis nisl ut aliquip ex
ea commodo consequat.
Duis autem vel eum iriure
dolor in hendrerit in
vulputate velit esse
molestie consequat, vel
illum dolore eu feugiat
nulla facilisis at vero eros
et accumsan et iusto odio
dignissim qui blandit
praesent luptatum zzril
delenit augue

P — |

|
EXAM

Lorem ipsum dolor sit
amet, consectetuer
adipiscing elit, sed
diam nonummy nibh
euismod tincidunt ut
|aoreet dolore magna
jquamerat
Jutpat. Ut wisi enim
d minim veniam,
quis nostrud exerci
tation ullamcorper
suscipit lobortis nisl
ut aliquip ex ea
commodo consequat.
Duis autem vel eum




® The need for a break on demand during a test or exam

This may concern individuals taking medication during a flare-up of symptoms
(diabetics, asthmatics), people experiencing a mental health crisis who react
inadequately to stress (e.g., with panic attacks), or individuals with urological

diseases.

Response to the need: A student should inform you of such a need before
taking the exam. Allow the student to leave the room; their need is more
important at that moment than completing the course. If the student has an
assistant, you can leave the student under their care. If not, ensure the
student's safety; they will likely be okay on their own. In the event of a panic
attack, you can agree with the student that they will leave the room, but the

door will remain open and they will be within your line of sight.

If you see that a student looks unwell during a test or exam—they are pale,
have rapid breathing, or are sweating excessively—approach them and ask
if they need help. Suggest they take a deep breath. You can offer water or

to open a window. Do not make jokes about the situation.

| 2

Example: Karolina, a third-year student.

At her diploma exam, the student asked for a break before drawing her
questions. She explained that she is a diabetic and felt she needed to take
an extra dose of insulin. The student had an insulin pump, so it didn't even
require her to get up. The committee waited a moment, also offering her

water. After two minutes, the exam was able to begin.
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® Increasing the duration of a written test or exam

This may concern people who are blind or have low vision, people with
dyslexia, or people with motor disabilities, such as quadriparesis or spasticity.
This need is for individuals who require more time to read the questions—for
example, those who use text magnification or a screen reader, or who need

more time to write their answers because they write more slowly.

Response to the need: A student should inform you of this need before
taking the test. The Accessibility Department grants students the right
to extended time for tests/exams, specifying the duration of the
extension—typically 30% or 50% of the standard time. At the beginning
of the exam, agree with the student on their exact end time. For
example, if a standard exam lasts 30 minutes and starts at 9:30 AM, a
student with a 50% extension has the right to 45 minutes, so they will
finish at 10:15 AM.

® Breaking up the material for a test into more parts

This may concern people with concentration disorders, including those on the
autism spectrum, individuals undergoing pharmacotherapy (e.g., for cancer),

or those in a mental health crisis.

Response to the need: A student should inform you of this need at the
beginning of the semester, unless their health situation changes during the
term. Arrange with the student a way to complete the material, for example,
by the middle of the semester. Remember that your goal is to meet the

student's need, not to lower the requirements for them.



®  Changing the format of a test or exam from written to oral

This may concern people who are blind or have low vision, people with
dyslexia, and people with motor disabilities, such as those who cannot
write.

Response to the need: This need applies to people who are unable to
write on their own. These are often people who have educational
assistants. If you prefer, you can arrange with the assistant for them to
write down the student's answers. You can also change the form of the

response to an oral one.

® Changing the exam format to be more accessible for the student

This may concern people with special needs. A student should inform you of
their need before taking the test. The adjustment can vary widely, depending
on the need. Always remember that an adjustment should not mean lowering

the requirements. Try to understand the student's need and respond to it.
Response to the need:

The following examples are based on the experiences of Wroctaw Tech staff
in recent years:
e enlarged font on the test — for a person with low vision;

e providing the test on the student's computer instead of on paper — for
a student with low vision who uses a screen reader;

e allowing the student to write on a laptop instead of by hand —for a
person on the autism spectrum with a recommendation from a
psychological and pedagogical counselling centre;

e notusing red and green colours in drawings — for a student with colour

blindness;
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e the presence of an instructor who holds one-on-one foreign language
classes — for a student experiencing anxiety, as this helped reduce

their stress during the exam.

5.3 Digital accessibility

Regardless of the form or method of conducting classes, we all use digital
materials as teaching tools. Even if such material is supplementary, we
should ensure its digital accessibility to avoid excluding its use by
students with special needs, particularly those who are blind or have low

vision.

Below are a few simple tips on how to prepare a digitally accessible
document. A detailed description and guidelines are available in the

handbook dedicated to digital accessibility.

When creating a digitally accessible document, it's always best to start by:
e determine the document's purpose and audience;
e choose the program you will use to create the document;
e plan the document's layout;
e Select a preliminary colour scheme. Remember to ensure adequate

contrast—the website https://kontrast.lepszyweb.pl/can be helpful for
this.

As for editing the document:
e use paragraphs and give them headings and styles;

e add necessary graphic elements, such as photos, pictograms, and
charts. Make sure they are legible and have appropriate contrast;

e add tables with captions;


https://kontrast.lepszyweb.pl/

only embed tables and text blocks as screenshots from other

programs or documents when there is a justified need.

Use alternative descriptions:

remember that every graphic element must have an alternative text
description or be marked as decorative. This description isn't visible to
everyone; it's hidden within the file's structure and can be added to
the graphic using the alternative text option;

an alternative description should help a user understand the topic
and should be consistent with the context of the graphic. As the
document's author, you know best why you're including the graphic;
for complex graphics, it is worthwhile to use an alternative in the
form of a table or a nested list. This format must be presented in the
main body of the document (due to technical limitations in programs).

When working on the document's structure, remember:

that it is an important element of the document, both for the creator
and the recipient. Structure involves using the appropriate Styles to
create Headings, using lists (automatically numbered or bulleted), and
creating tables with proper labels, such as a header row.;

that the right structure helps to read the text and show the user all
the relationships within it. By using structural elements, we can
quickly change the appearance throughout the document. We can
easily add a table of contents, the visual layout of a table and its parts,
and an always correctly numbered list (including nested lists);

that a correct document structure also allows for reading and
navigation using assistive technologies, such as text-to-speech

software.
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When creating the content of a document, note that:

e itis good practice to use sans-serif fonts in electronic documents
(fonts without decorative serifs). Examples include Calibri, Arial, and
Verdana;

e itis recommended to align text to the left (not justified) and use a
minimum font size of 12 pt.;

e When you add a hyperlink, include its purpose in the description.
Avoid using text like "Read more" or "Click here." Instead, provide the
user with more information about where they will be redirected, for
example, "Read more on the faculty's website" or "Download the
information brochure.".

Remember that these are good practices, and above all, the document
should be consistent with the visual identity or other recommendations from

the department, faculty, or client.

When editing a document:

e in addition, maintain proper readability by using spacing and line
breaks. Do not use non-printing characters like tabs or extra enters
for this purpose. Instead, use the paragraph options for spacing,
indentations, and line spacing;

e remember that the final editing of a document is primarily about
checking its correctness, structure, and appearance. The tools and
options in text editors will be helpful;

e check if your program has an accessibility checker. This feature can
give you extra tips on what to look for and what needs to be

improved in the document.

More information on digitally accessible documents in various formats,

along with examples, can be found on the website
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https://dostepnosc.pwr.edu.pl, run by accessibility coordinators at the

Wroctaw University of Science and Technology. You can also sign up for
individual or group training in this area, as well as have your own

teaching materials analysed for digital accessibility.

6. Catalogue of didactic support in the
Accessibility Department

The Accessibility Department at the Wroctaw University of Science and
Technology provides support to students and doctoral candidates with
disabilities and special needs when their health condition or level of
functioning makes it difficult for them to complete their studies in the
standard mode.

In terms of the support provided by the Accessibility
Department, students with special educational needs can

benefit from the following forms of support:

® Educational Assistant

Examples of an assistant's duties:
¢ helping with note-taking (attending classes);
e supporting contact with instructors;
e serving as an intermediary for formal matters at the university;
¢ helping with getting between buildings for classes;
e assisting with preparing homework and getting ready for classes;

e supporting class planning.
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The Accessibility Department does not impose a person to serve as an
assistant; it recommends selecting one from among classmates in the same
field of study. Most often, a student interested in assistance independently
offers the position to a potential assistant, and after their acceptance,
handles the formalities with the Accessibility Department. If this is difficult,
the Accessibility Department helps in finding an assistant, for example, by

contacting the student representative of the year or the course instructors.

Typically, an assistant is granted to individuals with motor and sensory
disabilities. Recently, students on the autism spectrum have also been
receiving educational assistant support.

The student with a disability is responsible for submitting the request for an
assistant. The procedure is described on the website
https://dzd.pwr.edu.pl/en/help-and-support/educational-assistant.

IMPORTANT: Individuals with disabilities and educational assistants cannot
work on joint projects or perform the same work during labs for a single
grade. If assistance is needed during lab sessions, it must be provided by a
lab technician after the work conditions have been pre-arranged with the

course instructor or the dean of the specific faculty.
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Example: Michal, a first-year student

Michat, a visually impaired student, attended a materials science class at
the Faculty of Mechanical Engineering. During the labs, he was assisted by
a technical staff member. This employee received compensation for the
assistance, paid for by the Accessibility Department. The assistant,
although not a formal participant in the class and not receiving a grade,
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was obligated to act in accordance with occupational health and safety
regulations during the class and, if necessary, to support the student in
adhering to them as well. During the class, the assistant helped the
student perform experiments, but it was the student who decided on the
subsequent steps in the work and the method of analysing the results. The
student was also responsible for writing the reports.

®  Material adaptation

A student who needs materials adapted should submit a request. A
consultant at the Accessibility Department helps to determine the most
suitable form of adaptation for each specific case. While various adaptation
options are described at the end of the handbook, the final decision is
always made by considering the student's preferences, the format of the
materials provided by the instructor, and other factors. The basic
procedure is outlined on the Accessibility Department website

(http://www.dzd.pwr.edu.pl/en/). The Team for Assistive Technologies and

Adaptation of Teaching Materials is located in the Assistive Technologies

Laboratory at the Library (building D-21), on the ground floor in room 004.

Remember: If your student needs specially prepared materials, you will
likely receive the relevant information from them or from the Accessibility
Department even before the start of the semester. Keep in mind that you
are responsible for providing teaching materials in a format that is readable
for the student. The Accessibility Department can assist you with this if you
provide them with the necessary materials in advance. Therefore, when
creating and selecting teaching materials, it's worth considering their digital

accessibility.
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B Specialist equipment rental

The Accessibility Department offers a specialist equipment rental service. The
goal is to enable students with special educational needs to continue their
education. The rental service is managed by the Team for Assistive
Technologies and Adaptation of Teaching Materials at the Assistive
Technologies Laboratory, located on the ground floor of the Library (building
D-21), in room 004.

The equipment available for rent includes both standard devices like
computers, tablets, and Dictaphones, as well as specialized assistive
technologies. These include portable magnifiers and handheld magnifiers,
Braille notepads and rulers, and specialized keyboards. It is also possible to
rent magnifying or text-to-speech software. The equipment is most often
rented for a semester, with the option to extend the agreement. A student
or doctoral candidate signs a loan agreement for the equipment with the
Accessibility Department. The detailed procedure is described on the

Accessibility Department’s website. https://dzd.pwr.edu.pl/en/help-and-

support/equipment—rental.

® Language Classes and Their Adaptation

Foreign language courses are adapted to meet the specific needs of students.
Students are asked to report these needs to their instructors during the first
class. Beyond disabilities, these needs often relate to dyslexia. The
Department of Foreign Languages has a Plenipotentiary of the Director for
Individuals with Special Needs, which is a novelty among Polish universities.

You can find more information on this at: https://sjo.pwr.edu.pl/o-

sjo/pelnomocnicy.

More on this topic is available in Chapter 6.
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In exceptional cases, it is possible to arrange an individual foreign language
course for people with motor or sensory disabilities (sight, hearing, speech). In
such a situation, however, the consent of the Dean of the relevant Faculty is
required.

Extra language classes

Additional (extracurricular) foreign language classes are intended for students
and doctoral candidates with special needs, including disabilities, who, due to
serious health difficulties, require the use of a specialized methodology for
teaching a foreign language, often supported by appropriate technological
aids. This applies in particular to individuals who are blind, have low vision, or

have motor or hearing impairments.

The classes are conducted individually, typically twice a week for 90
minutes (two class periods), for a total of 60 hours per semester. In
exceptional cases, a student or doctoral candidate may request classes
once a week for 90 minutes (two class periods), for a total of 30 hours per

semester.

Priority for these classes is given to students and doctoral candidates who
have significant difficulties learning a foreign language due to their health
issues (e.g., individuals who are hard of hearing, have low vision, are deaf, or
are blind) and who are continuing their course under an individual program.
After this, available spots are allocated to students and doctoral candidates
going abroad for studies or internships. Lastly, other students and doctoral
candidates with disability certificates or other medical and specialist

documentation are admitted, as space permits.
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The main goal of the additional foreign language courses is to prepare the
student to pass the foreign language course at the level required by the study

program.

[ 2

Starting in March 2021, these additional language classes have been
conducted by instructors from the Foreign Languages Department. In the
2020/2021 summer semester, 22 students attended these classes, led by 13
instructors. In the 2021/2022 winter semester, 24 students were enrolled,
with 17 instructors. This format allows individuals with special needs to
develop their language skills according to their individual requirements. The
course concludes with a descriptive grade, which includes suggestions for

further learning.

® Sport activities

Sport classes are adapted to the specific needs of students. According to the
regulations of the Department of Physical Education and Sports at Wroctaw
Tech, students with health issues are required to report to the Department of
Physical Education and Sports Director with their medical documentation at
the latest in the semester preceding their physical education class. Based on
this documentation, a student's ability to participate in specific courses (e.g.,
archery, tai-chi, table tennis, yoga) or their inability to participate in standard
physical education classes will be determined. In such a case, the student "is
obligated to complete a lecture or seminar on physical culture, tourism, or
other courses specified in the course catalogue—in place of the sports classes.
The replacement classes are assigned the same number of hours as the sports

classes" (point 11, § 16 of the Study Regulations).
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® Intervention by the Accessibility Department in other cases not
described above

The Accessibility Department and the Rector's Proxy for Persons with

Disabilities also respond in other non-standard situations. Most often, these

concern the course of the educational process—for example, when a

student has not informed the instructor of their needs at the beginning of

the semester.

[ 2

Example: Tomasz, a second-year student

In the winter semester of 2020, a parent of a student on the autism
spectrum from the Faculty of Information and Communication Technology
contacted the Rector's Proxy for Persons with Disabilities. The student had
not disclosed his condition at the beginning of the classes, despite the

instructor's appeal.

Additionally, because this student had not passed all of his first-year
subjects, he believed he was starting his studies from the beginning,
meaning from the first year. In 2020, this meant the academic year began
not on October 1st, but a week later on October 8th. As a result, the student
started his studies a week late, and this, combined with communication
issues characteristic of individuals on the autism spectrum, led to numerous
misunderstandings with the instructors.

After receiving information from the parents and getting the student's
consent, the Rector's Proxy for Persons with Disabilities spoke with the Vice-
Dean for Student Affairs. The instructors were informed of the situation and

handled the student's problems kindly. It's worth noting that without

50|



information about his diagnosis, the instructors had considered the student
to be rather impolite due to his communication difficulties. After these
conversations (and with the student surrounded by other forms of help), he
passed the winter semester, and in the summer semester, he disclosed to
his instructors that he was on the autism spectrum. An employee from the

Accessibility Department helped him compose the email to his instructors.

7. Didactic accessibility in Wroctaw Tech units.
Example of the Department of Foreign
Languages

The Department of Foreign Languages is a unit of our university composed of
three language teams and the Centre for Polish and English for Foreigners.
The Department of Foreign Languages staff are always looking for new
solutions and better teaching methods, not just for students with disabilities
but also for those with special educational needs, such as individuals with

dyslexia. They are implementing new solutions, for example:

e organizing Development Days at the end of each semester, during
which instructors and lecturers can expand their knowledge
necessary for working with students and exchange experiences to
seek new solutions or better work methods;

e encouraging students to use consultations and to inform instructors
about their difficulties or need for support. This results in individual
conversations with students who have problems or doubts about
whether they will be able to handle an oral statement, a task, a

presentation, or a test. It happens that in this way, students inform



instructors about their fears—for example, the stress associated with
oral expression, which often accompanies individuals on the autism
spectrum or with dyslexia. This allows for the development of actions
that respond to students' needs and often brings benefits to both

sides;

I

Example: Damian, a third-year student

A student on the autism spectrum, after a request from the Department
of Foreign Languages instructor for an individual meeting, admitted during
the conversation that public speaking, even in class, caused him a lot of
stress. With this information, the instructor did not pressure the student
to speak orally. It turned out that increasingly, from one class to the next,
the student himself began to volunteer to express his opinion when he felt
ready.

I ——

e designing the time needed to complete a credit test in an optimal
way, so that every student can write it calmly. Some finish earlier,
others simply write longer, and the tasks are varied enough that
everyone, without exception, has a chance;

e In case of need, organizing individually adapted entrance exams for
the Doctoral School;

e launching a special tab on the Department of Foreign Languages
website for people with special needs, which contains the most
important information about possible adaptations to language
classes and additional support for people with special educational

needs;
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e appointing a Plenipotentiary of the Department of Foreign Languages
Director for people with special needs, in order to support both
students and instructors who seek advice, help, or the organization
of support for their students;

¢ launching additional, individual language classes for students with
disabilities, conducted by the Department of Foreign Languages
instructors, starting from the 2020/2021 summer semester.

In the summer semester, 22 students attended these classes (with 13
instructors), and in the 2021/2022 semester, there were 24 students
(with 17 instructors). This format allows individuals with special needs
to develop their language skills according to their individual
requirements. The course concludes with a descriptive grade, which

includes suggestions for further learning.

8. Accessibility of remote didactics

In this part of the handbook, you will find the basic rules for using digital
tools, which are used, among other things, for remote education. Detailed
rules are included in the handbook dedicated to remote education

(https://dzd.pwr.edu.pl/en/university-staff/textbooks-best-practices).

When using digital tools, remember that not all of them are accessible
or fully accessible to individuals with special educational needs. This also
applies to tools recommended for use by Wroctaw University of Science

and Technology, namely the Zoom, MS Teams, and ePortal platforms.

When using these tools, you should be mindful and remember the diverse

needs of the people who use them, especially those with visual or hearing
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impairments. However, digital accessibility does not only concern people

with disabilities. It means ensuring access to information for the largest
possible number of users, regardless of their age, disability, equipment,

or software.

Remember: The idea behind creating digitally accessible electronic

documents is universal design, which means creating solutions that are useful

for all people to the greatest extent possible, without the need for

adaptations or specialized changes.
Remote classes and meetings

Below are general rules that all instructors and meeting hosts should

remember when conducting classes and meetings via video conference (using

platforms such as Zoom and MS Teams).

When conducting remote classes or meetings, you should especially take care

of:

e appropriate equipment for conducting the class (camera, microphone,

or headphones with a microphone);

e agood quality internet connection (choppy, unclear speech or a time

lag between audio and video causes greater fatigue from having to

focus to keep up with the content);

e proper lighting for yourself as the instructor (avoid having light behind

you);

e appropriate noise management (both within the meeting—by

moderating the muting of microphones—and in the space where you

are conducting the class or meeting—eliminating background noise);

e sharing materials in advance when possible or necessary (e.g., the

presentation slides and supporting materials);
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adhering to class times and break times—in some cases, it's best to

introduce short breaks.

Remember: if you are not sure that your listeners can hear and understand

you well, ask them.

ePortal

The ePortal, as the university-wide e-learning platform, is used not only

during remote education but also for regular contact with students.

Here are some best practices for using this tool:

setting consistent rules — establish a fixed set of rules for your classes
and inform students in writing, for example, through the student
support system. Specify how your classes will be organized, your
preferred method of contact, the location of classes, how to receive
the link for classes, and where to access materials. The most
convenient approach for both you and your students is to use a single
platform, such as ePortal or Teams;

communication with students — communicate with your students by
posting all essential organizational information on ePortal; don't just
rely on verbal announcements during class. Enable the Forum feature
for the class, and you can supplement it with an Announcement Board
(which only allows the instructor to send posts);

making materials available — allow students to revisit the content you
present. Share class materials in advance so that students who need
more time can review them before or after class. Consider recording
sessions and making the audio file available to students. This is
especially important for students with reduced concentration—due to

medical treatment, autism spectrum disorder, ADHD, etc. For students



with sensory disabilities, it is often impossible to maintain
concentration for a long time. This format will also allow those who
were absent from class, for example due to hospitalization, to catch up
on the material;

checking your materials — Check how students see the materials you
have prepared. Use the preview function, available for questions,
tests, and the attendance check module, to ensure your materials are
legible for students;

offering various ways to communicate — give students the
opportunity to contact you and express themselves in different ways.
Appreciate student activity on the group forum, but also individual
communication directed only to you. Provide options for speaking out
loud, on the forum, or in the chat. Some people, especially slow
writers or those who make errors, prefer to express themselves orally.
Others, particularly those who are shy or experiencing a mental health
crisis, may be unable to speak in a group forum but will have no

problem doing so in writing.

9. Support for students in a mental health crisis -

good practices

Research conducted for the purpose of this Handbook (among both students

and Faculty Deans at Wroctaw Tech) has shown that the issue of supporting

students experiencing psychological difficulties, depression, mental crises,

stress, or a temporary low mood is becoming increasingly urgent.

Below are examples of student behaviours that may indicate they are
experiencing psychological difficulties.
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They concern, among other things, situations when:

e the student stops attending classes,

¢ astudent who was previously active loses interest in the subject,

e the student's academic performance deteriorates significantly,

e the student's appearance becomes neglected,

e the student becomes depressed, sad, or withdrawn,

e the student shows signs of experiencing stress,

e the student shows signs of experiencing severe anxiety,

e the student becomes irritable, agitated, or aggressive,

e the student exhibits other unusual or disturbing behaviours,

e the student struggles in social situations, is not very communicative, or
has difficulty with presentations or group work,

e we feel that it is difficult to contact the student, and we cannot explain

why.

For many years, Wroctaw University of Science and Technology has provided
professional psychological support, ensuring complete anonymity, discretion,
and confidentiality. Currently, it is available to all students, staff, and doctoral
students. You can schedule consultations (held in person, by phone, or
remotely) through the application on the website:

https://ppp.pwr.edu.pl/ppp, or by contacting a psychologist or

psychotherapist directly. This service provides short-term support, not long-
term psychotherapy. The counselling centre is located in dormitory T-22 at ul.

Wréblewskiego 25 (the "Wittigowo" housing estate, "Tramwajowa" bus stop).

Remember, you don't need to be a psychologist to ask a student what's
going on. It's primarily about showing genuine interest when something
about a student's behaviour or attitude concerns you. We often hesitate to

do this for fear of offending someone or invading their privacy. However,
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when you ask someone how they're doing and mention the behaviours or
situations that worry you, you're signalling your concern, attention, and
willingness to help. You aren't judging the person or diagnosing them; you
are talking about your own feelings and observations. Your good intentions
are what matter. In most cases, the response to this type of intervention
will be positive. If it isn't, perhaps the person is not ready to accept the help
offered for various reasons. But what's most important is that they now

know such an option exists.

It is important to emphasize that expressing a willingness to listen to
another person is not the same as taking responsibility for how they will
cope with their problems. If a student is experiencing psychological
difficulties, it is best to recommend the help of a specialist—a psychologist
or psychotherapist working at the university. If you have noticed the

problems and directed the student to get help, you have already done a lot.

Below are a few tips on how you can start and conduct this type of

conversation.
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How to start a conversation?
e Please ask the student privately, for example:

"Mr. Michat, | would like to speak with you for a moment. Could you

please wait for a little while?"
Then, wait for the other students to leave the room.

e |t's best to suggest the student sit down, and you should sit down as
well. Try to provide comfortable conditions where no one will
interrupt, if possible. Also, maintain an appropriate distance so as not

to violate the student's comfort zone or your own.

e Explain the reason you want to talk, for example:

"I've noticed lately that... and here, list the behaviours that concern
you (e.g., you haven't been attending classes, your grades are worse,

you seem to be sad all the time).".

e Then you can say, for example:

"I've noticed a change in you, and it's making me concerned. I'm
wondering if you might be going through some difficulties or a

tough time and need someone to talk to about it.".

e Remember to describe behaviours, not make diagnoses. You can say,

for example:

"You're no longer active in class, you seem to have lost interest in the

subject, you look sad".

At the same time, we should avoid statements like, "I think you're suffering

from depression.".
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Running the conversation

e If astudent shares a difficult experience with us, we don't have to find
the perfect advice or comfort, and we don't have to know the
answers. In most cases, it's enough to say something like:

"I see that you're having a difficult time, that you're going through
some tough moments. | think that in such difficult times, it's really
important to take care of yourself and seek support. Did you know
that you can get support at the university during these kinds of
difficult life moments? The university has a psychological counselling
centre for students where you can seek help when you're
experiencing various types of difficulties.".

e [f a student does not want to talk and replies, for example:

"That's none of your business. | don't want to talk about it," you can
say, "l understand that you don't want to talk about it. Please

remember that we can come back to this if you change your mind.".
Additionally, you can also say:

"l understand that you don't want to talk about this with me. Did you
know that you can get support at the university during difficult times
in your life? The university has a psychological counselling centre for
students where you can seek help when you are experiencing

various kinds of difficulties."

If a student doesn't want to talk, don't pressure them or insist that they
accept your help or a psychologist's help. In this situation, it is best to simply
suggest and recommend the option. Sometimes it's a good idea to have the

phone number for the counselling centre or a psychologist written down or to
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write it down for them. The student can use it when they feel the need and

are ready. In this regard, you can say, for example:

"I see that you're not convinced about this form of help. In my opinion,
it's important to seek advice from someone. There are friendly people at

the counselling centre, and many students use this type of support."
If the student isn't convinced and refuses, you can say:

"That's perfectly fine, the decision is up to you. If anything changes, we

can always come back to this.".
In the conversation:
e Don't judge the student, for example:
"You have plenty of time to study, and you're not doing anything."
e Avoid giving so-called "good advice," for example:

"You should just focus more on your studies. Go find some friends, and

everything will be fine."

e Focus on the behaviours you observe, rather than judging the person.

Instead of saying:
"You seem to have gotten lazy lately," say:

"I've noticed that you haven't been coming to class."

e Don't try to find a solution to the student's problems at all costs. The
main goal is to draw attention to the issue, show support, and, if

necessary, guide them toward further help.
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e Maintain your own boundaries during the conversation, for example, if
a student's behaviour makes you uncomfortable, inform them of this.
If you feel that you don't want to or can't talk about certain matters,
say so and direct them to a specialist (e.g., a psychologist or

psychotherapist from the university counselling centre).

If you feel discomfort about a student's behaviour or see alarming behaviours
that you don't understand or can't interpret, you can also contact a

psychologist working at the university and describe the situation.

However, it is important to remember that in emergency situations, when
you determine that a student may pose a threat to themselves or others, you

should call an ambulance or the police.

10. Summary

This handbook, prepared with us—academic instructors at Wroctaw
University of Science and Technology—in mind, is an important tool in the
process of building and increasing the university's accessibility. More
broadly, it's a tool for building education that is inclusive, accessible, and
open to diversity. The inseparable elements of this process are empathy,
mindfulness, understanding, and effective support. Therefore, this handbook
not only allows Wroclaw Tech instructors to deepen their knowledge and
even change their attitudes in the area of student diversity and support but

also provides practical tools and guidance.

The best practices collected in this Handbook are intended not only for
experienced teachers but also for those who are at the beginning of their

journey in shaping accessible education. Thanks to the specific solutions
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presented in the Handbook—which are offered by the Department of
Accessibility, the actions of the Rector's Plenipotentiary for People with
Disabilities, and the Accessibility Leaders group—it becomes a guide for

creating an accessible educational environment.

The Handbook not only provides case studies and practical guidance but is
also a message to the academic community of Wroctaw University of Science
and Technology. We are convinced that with this tool, we can collectively
create a more accessible, inclusive, and equitable education at a technical

university.
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As part of the University of New Opportunities series, we have developed
the following manuals:

1)

2)

3)

4)

5)

6)

7)

8)

9)

10)

11)

12)

Accessibility for people with special needs, including persons with
disabilities. Introduction manual.

Conducting accessible classes for people with special needs. A good
practices handbook for teaching staff.

An Accessible Library. Serving people with diverse needs. A good
practices handbook

Organizing sports activities with consideration for the diverse needs of
students at Wroctaw University of Science and Technology. A good
practices handbook

Organizing foreign language instruction tailored to the diverse needs
of students. A good practices handbook

Serving people with special needs in dean’s offices and service points.
A good practices handbook for administrative staff

Remote education with consideration for the diverse needs of
participants in various forms of learning

Serving people with special needs. A good practices handbook for
administrative and technical staff

Conferences, training sessions, and other events accessible to
everyone. A good practices handbook

Accessibility in the public procurement process. A good practices
handbook

Accessible evacuation or alternative rescue methods. A good practices
handbook

Standards for the maintenance of buildings and other facilities. A good
practices handbook



13) Psychological support at Wroctaw University of Science and
Technology. A good practices handbook

14) Conducting the recruitment process with consideration for the diverse
needs of applicants. A good practices handbook

15) Applying the information and communication accessibility standards of
Wroctaw University of Science and Technology. A good practices
handbook

16) Adaptation of teaching materials to the needs of persons with visual
impairments. A good practices handbook

17) Accessibility training for the academic community. A good practices
handbook

18) A university accessible to people with special needs, including persons
with disabilities. A good practices handbook
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