
Appendix No. 1 to the Regulation No. 142/2020 
of the Rector of Medical University of Lublin  

of 28 September 2020 
 

General organizational rules 

 

§ 1 

1. All members of the academic community are obliged to cooperate in order to ensure safe 

working conditions. 

2. Temperature measuring devices are placed at the entrances to the buildings. Persons 

entering the building are obligated to undergo temperature measurements and disinfect 

hands. 

3. People should refrain from work: 

1) in quarantine or in isolation; 

2) living with a person in quarantine or in isolation; 

3) showing symptoms characteristic of COVID-19 (increased temperature, cough, runny nose, 

shortness of breath, loss of taste or smell, muscle pain). 

4. Persons with a body temperature of at least 37.8° C, who are employees, are obliged to act 

in the manner specified in par. 5 and par. 6. The interested parties with a temperature of at 

least 37.8 ° C are obliged to contact the substantive department in order to determine how to 

settle the matter remotely. 

5. In cases of showing symptoms characteristic of COVID-19, employees are required to seek 

medical advice or report to a sanitary-epidemiological station. In the event of a disease being 

diagnosed, the employee benefits from health insurance. 

6. In doubtful situations or while waiting for a decision to be issued by the sanitary -

epidemiological station, the employee's superior agrees for  the employee to  work remotely, 

provided that the conditions from § 2 to § 4 are met or proposes conditions for making up for 

the absence. In other cases, the employee is recommended to take annual or unpaid leave. 

 

§ 2 

1. Remote work is a system solution that can be used until the epidemic or epidemiological 

emergency is recalled, if: 

1) the employee has technical capabilities to perform remote work (Internet connection, 

computer equipment, telephone) and a secure encrypted vpn connection; 



2) all tasks resulting from the scope of duties may be performed as part of remote work, and 

the rest of the tasks may be performed on certain days at the University's seat; 

3) remote work does not interfere with the ongoing and timely performance of the tasks of 

the organizational unit, including customer service; 

4) the way of organizing work in the unit with the use of the remote work system guarantees 

handling all types of matters conducted in the unit and answering all incoming phone calls to 

the unit's fixed line numbers; if it is not possible to handle all telephone numbers, it is 

necessary to indicate the employee's mobile phone number for contact during working hours. 

2. In each room assigned to the unit at the University's seat, on every working day at least 1 

employee performs work. The head of the unit decides about the division of work among 

employees into remote and at the seat of the University, taking into account the personal 

situation of individual employees. 

3. On an ongoing basis the head of the unit: 

1) assigns tasks; 

2) accounts for their performance; 

3) keeps records of people working on individual days, broken down into on-site and remote 

work. 

§ 3 

The following conditions apply to people who work at the seat of the University: 

1) the distance between the work stations must be at least 1.5 meters in each direction. 

Employees should not sit facing each other if possible. If this is not possible, the Manager 

reports to the facility manager the need to install partitions between stands; 

2) the use of elevators in buildings is forbidden. The ban does not apply to people who, due 

to health restrictions, cannot use the staircase. During the elevator ride, only 1 person may 

stay in the cabin, who must wear gloves and a mask; 

3) kitchen-type social rooms can be used by 1 person simultaneously. The user is obliged to 

disinfect common areas (table, countertop, etc.). 

 

§ 4 

1. In order to limit the movement of people in the University buildings, the obligation to use 

official e-mail boxes for internal correspondence is introduced according to the following 

rules: 

1) correspondence via the official e-mail box meets the requirement of a document form 

(correspondence should be sent in Word format or with text entered in the e-mail content); 

2) the number of people who are cc’d to the e-mail correspondence should be limited; 



3) documents arriving at the University from outside may be sent in the form of scanned 

documents, internal correspondence only in exceptional circumstances; 

4) in case of doubts as to whether a given case requires a written form or whether the 

document form is sufficient, the head of the unit dealing with the given type of cases shall 

decide. 

2. In the case of submitting documents in a traditional (paper) form, the documents shall be 

submitted in designated places: 

1) submission of documents requiring confirmation of receipt at the Chancellery or with 

designated employees of individual units; 

2) submission of correspondence that does not require confirmation of receipt in temporary 

letter box. 

3. In the case of a necessity to deal with the matter in person, you should make an 

appointment by phone or e-mail, inform the janitor about your arrival and wait for the 

employee to handle the matter. 


