RECRUITMENT RULES FOR EXCHANGE PROGRAMMES
For the academic year 2009/2010

I. INTRODUCTION
1. The Regulations define the rules for recruitment of SGH students of: 
a. uniform 5-year master degree studies;
b. full-time and part-time undergraduate and graduate studies;
c. full-time and part-time doctoral studies, 
for the student exchange programmes, international internships and other educational programs offered and coordinated by the SGH Centre for the Development of International Programmes (CRPM).
2. PhD students who wish to express their willingness to participate in an exchange programme at one of the universities which has signed the relevant agreement with SGH should do so directly at CRPM.
3. The rules referred to in these Regulations, may be supplemented with additional requirements, such as practical experience or an interview, due to: 
a. the specific nature of the exchange programme (e.g., PIM) 
b. the specific requirements of a host institution or a company offering an internship
4. In the case of international academic programmes (e.g., CEMS MIM) their rules are contained in separate regulations and observe the formal requirements for candidates as described in Chapter II of the present document.

5. It is possible to carry out a joint admission procedure for two or more academic exchange programmes or internships, provided that the same selection criteria apply to all of them. 
6. Admission for study abroad within the exchange programmes in the subsequent year takes place twice each year: 
a. Primary recruitment – in January (at the end of winter semester and the beginning of spring). The student can apply to study abroad for one chosen semester, or for both semesters; 
b. The additional enrolment - at the end of classes in the spring semester, during which students can only apply for programmes in the spring semester.

II. Formal requirements for candidates 

1. Eligible for participation in the recruitment process are students of uniform master degree studies, of 1st and 2nd year of full-time and part-time undergraduate studies, and of 1st year of full-time and part-time graduate studies, who at the time of recruitment have not been given conditional pass nor have had to repeat semester(s). 
2. Student can take part in an exchange programme only once during his/her entire period of study. This policy also applies to the international internships. 

3. Students studying at SGH on more than just one level (e.g. undergraduate and graduate, doctoral and master or all three) have the possibility of applying for an exchange programme at each of the levels. 

4. This rule is not applicable to students of international educational programs (such as CEMS MIM) in which studying abroad is an integral part of the study. 

5. In SGH-coordinated exchange programmes student can only be funded from one single source (e.g. Erasmus scholarship, the Rector of SGH, etc.).
6. In the case of scholarships financed by the European Union programmes (such as Erasmus) student can benefit from this provision only once in the entire educational process (in the course of a single programme of studying and only at one university). Detailed regulations are specified in the rules for granting the given scholarship. 

7. A student that resigns from participation in the exchange programme granted to him/her in the recruitment process as a result of a random incident, has the option of re-involvement in the recruitment, if he/she still meets the formal requirements. In all other cases, the student loses the right to apply for an exchange programme during the entire period of study. 

8. With regard to the requirements of the teaching process at SGH, students of full-time and part-time undergraduate and graduate studies (including those participating in the double-degree programmes) may participate in exchange programmes for no more than two semesters.

III. The basic elements and criteria for evaluating the candidates taking part in selection
1. Students of uniform master degree studies and full-time and part-time undergraduate and graduate studies
a. The grade point average (GPA) from the current course of study of the candidate can not be lower than 3.8. 

b. In the case of students of 1st year of full-time and part-time graduate studies credit for the GPA will be calculated on the basis of the outcome of the recruitment process to the SGH, unless during the recruitment process (until the application deadline) the GPA from the first semester will already be available or it will be possible to calculate it from the candidate’s previous studies.
c. Candidates are required to submit a test of language competence, which is organised twice a year by the SGH’s Centre for Teaching of Foreign Languages (CNJO). Minimum number of points scored in the competence test of the language declared, which is the language in force at a selected partner university is 60 points. The result of the test is valid for a period of two academic years. 

d. Applicants receive credit for organisational activities as assessed by Student Union.
e. In the case of recruitment for the PIM programme (available only to students of uniform full-time master studies and full-time graduate studies) and for programmes outside of full-time exchanges of students, candidates may get additional credit for additional criteria, as specified in the program or by the university / institution partner (such as points for practical experience). 

2. PhD students 

In the case of students of full-time and part-time doctoral studies, candidates must prove their fluency in the university's foreign language of instruction (either through SGH’s competence test, recognized certificates, completion of studies in a foreign language or completion of a foreign language course at the advanced level), submit a letter of motivation to the selection commission (including the justification of choice of the university for which he/she applies) and obtain permission from their head of studies to study abroad. Recruitment process for candidates for studying abroad will be held before the recruitment process for all other students.
IV. The method of calculating credit for different criteria of evaluation
1. Grade point average. 
For this element of the candidate may receive up to 40 recruitment points calculated as follows: 
a) the GPA up to 4.80 is converted into points with the following formula: (obtained average minus 3.8) x 30; 
b) GPA 4.81 or higher is converted with the following formula: 30 + (average gained minus 4.8) x 14.29; 
c) for the 1st year students of full-time and part-time Master studies the outcome of the recruitment to the SGH is converted into GPA credit with the formula: (the result obtained minus 40) x 0.6667; 
d) for the 1st year students of full-time and part-time Bachelor studies the outcome of the recruitment to the SGH is converted into points for the average according to the formula: (the result obtained minus 273) x 0.6667; 
e) Full-time students of the Master's degree in English receive the number of credits equal to the arithmetic mean of credits received for this criterion by other students of full-time graduate studies involved in the recruitment process.
2. Credit for the language declared
For this element the candidate may receive up to 40 recruitment points calculated as follows: 
Number of points = The result of the competence test minus 60 
Language competence evaluation is based on test scores obtained from the competence test organised by CNJO (Centre for Teaching of Foreign Languages). For every point earned above 60 points students receive 1 point in the selection process. Students who opt for two or more universities that offer a program of study in different languages are required to submit test the competence of all those languages according to the requirements of CNJO. Results of competence tests of CNJO are valid for two academic years. 
3. Organizational activity - assessed by the Student Union 
For this element the candidate may receive up to 20 credit points calculated as follows: 
a) Number of points = Number of points for the activities granted by the Student Union. 
b) When a candidate receives for that item more than 20 points in Student Union’s database, the result is reduced to a maximum number of recruitment points that may be obtained for this element (i.e., 20). 
c) For the 1st year students of full-time and part-time Bachelor studies (for which it is not possible to grant credits for the activities), each of these students will receive points for activities equal to the arithmetic mean of points for the activities acquired by all students participating in the selection. 
4. Bonus points 
In the case of the selection for the programs for which the additional assessment criteria apply (Chapter III, p. 4) the number of credits granted is determined by the specific rules. 
V. Application procedure of students for the on-line "Recruitment" system
1. Submission of the application
a) A student is to submit the application via the Internet.

b) The application may be modified by the student until the deadline stated in the schedule of recruitment. The system stores and takes into account the most recent version of the application (at the same time keeping the history of all the changes). 
c) Grade point average from the current course of study are downloaded from the Dean’s Office, in the cases specified in paragraph 1 of Chapter IV, p. c) - the results of recruitment to SGH. 
d) Competence test results are downloaded from the CNJO database.
e) Credit for organisational activity is downloaded from Student Union’s database (list of evaluations of individual candidates participating in the projects is prepared by Student Union on the basis of reports submitted by organisations’ chairmen / project managers).
f) In the case of additional criteria for evaluation: 

a. the data is collected from the relevant database;

or
b. The student enters the required data into the system, which is then reviewed on the basis of documents which the applicant had submitted to CRPM before the online application deadline. 

2. Application assessment of the application

a) After the deadline, at the time the assignment of places, the system verifies whether the student had already participated in an exchange programme. In the case of past participation in SGH-coordinated exchange programmes, the candidate is automatically eliminated from the recruitment process (unless this criterion is "manually" reserved, as in the case of CEMS, participation in which does not exclude participation in other programmes, and where the recruitment process takes place simultaneously in two or more programs evaluated by the same criteria). Participation in fellowship programmes not coordinated by the Warsaw School of Economics does not affect the score nor automatically eliminate the student. The system only informs the Commission of the students’ involvement with a given exchange programme or scholarship. In justified cases, the Commission may introduce an amendment to the system and / or exclude of the student from the recruitment process (as in the case of students who benefited from the Erasmus programme at other universities, thereby their re-participation in this programme is impossible). 

b) The system employs automatic scoring according to the criteria as specified in the rules. 

c) In the case of additional criteria applied in the recruitment process, the Commission will introduce a system of additional credits that are subject to verification on the basis of documents submitted by the candidate. 

3. The assignment of school 

a) In the application the student declares a maximum of sixteen universities (available from the list) in the preferred order. 

b) In the evaluation of an application of the student participating in the selection the result of the highest scored competence test is taken into account.

c) During the distribution of places the system verifies if the student may apply to study at the university according to the accepted criteria. 

d) The number of points gained from the competence test of each language is valid for 2 academic years from the time of passing the test (thus, in the present recruitment process takes into accounts results from November 2006 and later); in the case of the several tests from one foreign language, the system considers the highest scored result. 

e) Names of the students are sorted by the number of points received. The system then checks whether there are still places left, according to the order of preference. If the student’s preferred school is available, he/she is assigned to it, and no further steps of checking the availability of other universities are implemented. 

f) In the case of lack of free places, the student remains on the list with the term “without the allocation".
4. Acceptance of admission to a program and university and additional recruitment for vacancies 

a. Confirmation or cancellation of the program at the assigned university has to be made by the student online. 

b. If due to such cancellation a place at the university is available, the system assigns it to the student "without allocation" (as long as the school was on the list of his/her preferences). 

c. If, despite these measures, there are still free places and students “without allocation”, the places will be will be offered in the additional recruitment process, as long as it is possible to study at this university in the spring semester. 

d. When the list of selected students had been approved by the Recruitment Commission, the system sends a standard e-mail message to exchange coordinators at the partner universities, naming the candidates for each school. 

e. It is the host university that makes the final decision whether or not to admit the candidate to the university is taken by the accepting university. The university also decides in which semester student may be enrolled (and may therefore reject the student's preference as to the term preferred). 

f. In case the students admitted to the accepting university declared the same semester, the priority of choice is given to those students who have scored higher points in the selection process (applies to situation where the host institution does not agree to accept all students in the same semester) 

g. The students rejected by the host institution (because of incompatibility of student’s profile with the requirements of the university), remain in the system and will be assigned to another school from the list of preferences (provided there are free seats on the university), or remain in the system in the category of students "without allocation". 

h. Acceptance by the host university ends the selection process and the final list of students eligible for exchange program is announced. 

i. Should the student cancel his/her participation in the assigned programme after the recruitment process had been completed, rules described in Section II, point 5 of these Regulations apply.

j. If possible, the places released in this way, may be offered in the process of additional selection to persons who remained in the system in the category of "without allocation". 

VI. Terms of obtaining credits for the language courses. 

1. The credits for compulsory foreign language courses in the semester(s) which the student spent abroad (on mobility) are granted after one of the following conditions has been fulfilled:
a) credits for a given language course at the host university had been obtained, 

b) credits for a foreign language course taught with at least 60 contact hours in a semester had been obtained, 

c) passing in advance or after return from host university the final foreign language exam at SGH
d) obtaining credits for the language course in the other form approved by the SGH’s Centre for Teaching of Foreign Languages. 

VII. Final regulations
1. Places not assigned in the main recruitment process can be made available to the heads of academic programmes and excluded from the pool of seats available in additional recruitment. 

2. For programmes other than Erasmus, nomination to the host university described in Chapter V, Section 4 paragraph d) may be different from that described. 

3. In the case of selection for two (or more) programmes at the same time (such as Erasmus, PIM and exchanges in the framework of bilateral agreements), the assignment of universities will be held according to the preferences declared by the candidate (which may include schools from different programmes) rather than in separate programs. 

4. While determining the preference of universities, in the case of selection for two (or more) programmes at the same time, the candidate should take into account the fact that there may be differences in terms of offered scholarships and other benefits. Hence, the choice of school should be not only content-related, but also the student should take into account his/her the financial standing. 

5. These Regulations and the detailed rules for assessing applications for the programmes to which additional criteria of evaluation have been introduced (the Chapter I and III, point 3 and 4) or for which the separate rules for recruitment apply will be published on the website of CRPM, where the candidates can log into the online selection system at: http://www.sgh.waw.pl/uczelnia/wspolpraca/rekrutacja/zasady/. 

6. After the completion of the recruitment process, list of students accepted for the exchange will be transferred to the appropriate Dean of Studies.

