
PRACTICAL INFORMATION I. 
Orientation Week / Summer Semester 2020/2021
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Main Topics
− Practicalities after the arrival + important reminders

− Who is Who ( inroducing coordinators)

− Documents – Safety and Health Protection (Report), Confirmations, LA

− Registration of courses, Enrolment Form (EF)  

− Palacký University ID

− Medical care: European Health Insurance Card (EHIC), COVID testing

− Public Transport Card (Trampass)

− Accommodation Rules / Accommodation Subsidy

− Waste Management Municipality Fee

− Czech Language Course

− Academic calendar, national holidays, deadlines

Zuzana Hamdanieh, International Relations Office



Who is Who?  

Institutional coordinator / Mrs. Yvona Vyhnánková (International 
Relations Office) – staff exchanges, bilateral agreements

Incoming Student Coordinators = contact person/ general and 
practical issues

Faculty coordinators(see the list of coordinators)

- each faculty has a Faculty International Relations Officer

- STAG/ registration of courses, Final Transcript of Records(ToR)

Departmental coordinators = responsible person

- information on courses, study plan

- person to sign the Learning Agreement/ guarantee your study plan
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Central International Relations Office (one office)
(coordinates international agenda on the central level, provides support to 
Faculty International Offices, etc.

Institutional coordinator

Incoming student coordinators

Faculty International Relations Offices (8 offices)

Faculty coordinators

Departmental coordinators
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Central Office Incoming Students Coordinators

Ms. Yvona Vyhnánková – Erasmus Institutional Coordinator

Ms. Zuzana Hamdanieh – Erasmus KA103 – EU + Turkey

Ms. Eva Ohnisková        – Erasmus KA107 – out of EU

Ms. Tereza Kalousková  – Erasmus KA107 – out of EU (Georgia)

Cooperation Agreements (Belarus)

Ms. Štěpánka Přidalová – Cooperation Agreements (Latin America)
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Faculty Coordinators

8
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Faculty of Arts
(Philosophical Faculty)

Simona.cerna@upol.cz

Faculty of Education jana.dostalova@upol.cz

Faculty of Science dana.gronychova@upol.cz

Faculty of Medicine & Dentistry petra.nakladalova@upol.cz

Faculty of Physical Culture tereza.havlova@upol.cz

Faculty of Law radana.kuncova@upol.cz

Faculty of Health Sciences irena.jedlickova@upol.cz

Sts Cyril and Methodius Faculty of 
Theology

petra.hubena@upol.cz
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Registration of courses in UP system STAG
(study agenda)

Online in IS/STAG 

All students must have their courses registered in STAG!

Deadline – asap /different deadlines for faculties

Who does the registration in STAG?

Faculty of Arts – student , 4 weeks for changes from 15.2.2021

Faculty of Law – coordinator, registration of all subjects, 2 weeks for changes

Faculty of Science – student + coordinator in office hours or via email

Faculty of Physical Culture – student + coordinator, 2 weeks for changes

Faculty of Medicine – coordinator + EF is used

Faculty of Health Sciences – coordinator + EF is used

Faculty of Education – student  by 22.2.2021, 2 weeks for changes

Faculty of Theology – student  by 22.2.2021 + coordinator

Notes:

EF = enrolment form

(yellow card)
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Enrolment Form/ „yellow card“

• Required at the Faculty of Medicine, Health Sciences, 
Theology

• It is necessary to fill in the form as soon as possible upon your 
arrival. 

• Have the form confirmed by UP teachers.

• Check instructions from your coordinators!
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autor prezentace, datum prezentace, univerzitní oddělení, fakulta, adresa

Summer
Semester2020/2021
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International Mobility at Palacký University in 2020/2021

Physical mobility at the host institution = 

in the host country = Olomouc, CZ

Exchange students arrive in a foreign country to 
pursue a study program at a host/partner institution.

Students can study online from dorms/private
apartment, if possible participate in face-to-face 
education, or practical training

Host institution confirms the period of stay, provides
ToR, the student is eligible to receive the Erasmus 
scholarship

Virtual mobility in the home country

Exchange students do not leave their home country, 
they enrol online in classes at a partner institution. 

They study online from home.

Host institution confirms enrolment in virtual mobility, 
provides ToR, but the student is not eligible to receive
the Erasmus scholarship (no expenses)
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Paperwork after the arrival … 
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Occupational Health and Safety Instructions and Obligation
so called Report

Please sign and upload into the UP application - section APPENDICES
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Please sign on the last page

Current
Date

Name

Signature



Confirmation documents – arrival certificate
not required by all institutions – check instructions from your home institution

At the
beginning of

the study stay

At the end of
the study stay
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Learning Agreement (LA)

Before mobility During mobility After mobility

Zuzana Hamdanieh, International Relations Office



Medical Care and Services

https://www.upol.cz/en/students/guide/counselling-medical-care

• Students with EHIC (EU citizenship + EU residence permit) – insurance
registration in the CR required – IRO assistance

• Students from visa countries (commercial comprehensive medical
insurance – assistance services included)

Military Hospital (Klášterní Hradisko)  – urgent problems Monday–Friday, 
preferably from 9–11 am via telephone at +420 973 407 040 or e-mail 
kaiprovad@vnol.cz. 

University Hospital/ Emergency Ward - urgent cases (weekend, night)
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Medical Care & Counselling

− Healthcare Centre in Envelopa (J. L. Fischer Dormitory, Šmeralova 10) 
currently without a general practicioner. Dentist and gynaecologist are 
available there. Although the doctors can speak basic English, we
recommend bringing a Czech-speaking friend along (your buddy), if
possible. 

− Olomouc University Hospital, Emergency ward located in the Surgery 
Clinic (blue building) - so called „urgentní příjem/pohotovost“

− Office hours on working days: 3 pm – 7 am, on weekend 7 am -7 pm

− Dental Emergency (24/7) - Olomouc University Hospital, I. P. Pavlova 
185/6, KÚČOCH (Dept. of Oral and Jaw Surgery). 

− For medical issues that require attention within 24 hours please try to 
come by 8 pm. 

− During night hours 22 -7 please come only for medical issues which 
require immediate care (injury, bleeding)
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Counselling & Medical Care

− Special Needs Centre

− Address and contact: Faculty of Education, Žižkovo nám. 5, Olomouc,
tel.: +420 585 635 323, mobile phone: +420 775 124 696,
email: lucia.pastierikova@upol.cz

− Psychological Counselling

− the Counselling Centre of the Department of Psychology and 
Psychopathology, FoE, UP. Email: jana.kvintova@upol.cz. Likewise, 
students can get psychological help at the UP FoM. Contact the Study 
Department for more.
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Medical specialists and services in Olomouc 
healthcare centres

Health Centre "Poliklinika" Olomouc, třída Svobody 32

www.poliklinikaolomouc.cz

Health Centre „SPEA“

nám. Národních hrdinů 769/2, 779 00 Olomouc

www.spea.cz

Olomouc University Hospital, I. P. Pavlova 6

www.fnol.cz, www.fnol.cz/pdf/fnol_cz_mapa.pdf
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European Health Insurance Card (EHIC)

Registration of valid health insurance can be arranged via 
International Relations Office, based on the valid EHIC.

− Upload a copy of VALID EU health insurance card/document into 
the Online Application /APPENDICES by 15. 02. 2021

− Only valid insurance can be registered.Check the expiration
date of your card in the UP online application

− When the registration is approved, students will be notified via e-
mail.

− Students who need to see the doctor urgently can individually
contact the IRO to request the registration with priority. 

− Commercial/private insurance – no registration
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Check
the date
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Testing after the arrival/ duties after the arrival

− Duty to inform the public health authority representative (KHS) about
the second PCR test result via email infolinka@khsolc.cz within 10 
days after the entry.

Regional Public Health Authority – www.khsolc.cz

− It doesn´t organize testing for public; PCR and antigen testing is done 
in the University Hospital (Fakultní nemocnice Olomouc) or Military
hospital (Vojenská nemocnice Olomouc/Klášterní Hradisko) 
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Testing in Olomouc

„red countries“ – testing between 1- 5 day after the arrival

„dark red countries“ – testing between 5 -10 days after thee arrival

First scheduled testing for BE, NT, IT, F, PL, AT…

Tuesday, 9.2.2021  at 14:00 

Testing for ESP, PT, SK, TR.. 

Friday, 12.2.2021 (arrivals 5.2. - 7.2.) – at 14:30

Wednesday,17.2.2021(arrivals after 10.2. ) – at 14:00
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Palacký University ID Card
Standard Blue Card (200,- CZK) or ISIC (450,-CZK)

1.No form! Open your UP online application, new section

„AFTER ARRIVAL“

2.Pay a deposit of 200/450 CZK 

3.The ID card is issued in Zbrojnice (Central Library) within a week upon the request 
was submitted. ID cards are taken individually during the office hours (check the
status regularly to know when the card is ready for you or make a reservation of
date to pick up the card). 

ID cards office - https://cvt.upol.cz/en/identificationcards/

Join Practical information 2. to know where the ID card office is located.
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How to arrange your Palacký University ID CARD? 
Enter the UP Online Application
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Choose your UP ID Card in the online application
both cards provide the same services within UP

ISIC + UP ID Card = two in one

450 CZK (200 deposit + 250 payment)

Valid till December 2021

UP Standard Blue Card
200 CZK deposit

Valid for the time of a study stay
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Palacký University ID Card

24 hours after printing ready for full use

Library

Computer Halls

Dining Hall – Envelopa or Neředín – meal orders

Discount prices
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Identification Cards Office
https://cvt.upol.cz/en/identificationcards/
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Palacký University Central Library
Armoury/Zbrojnice

− Ordering books for loan and collecting them - via e-mail or by 
phone.

− In the email you provide the book’s call number 
(“signature”), your name, surname, your date of birth, and 
the ID number of your ISIC card.

− As soon as the books are ready, you will receive an e-mail with 
information on how and where to collect them.

− Rules for borrowing:
- It is possible to borrow reference books as well.
- Books should be returned via bookdrops (“biblioboxes” )

− The maximum number of books a student can borrow is 15.
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Palacký University Central Library –
Armoury/Zbrojnice

− Armoury Central Library:
Books ordered are supposed to be collected in the non-contact 
zone behind the door to the Night Study room (you need a valid 
ISIC card).
Loans: Mon–Fri 8 am–6 pm
E-mail for ordering books: vypujcka@upol.cz
Tel: 585 631 749 | 704 856 137

− https://www.knihovna.upol.cz/nc/en/news/clanek/palacky-
university-library-services-since-4-jan-2021-last-update-4-
feb-2021/
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Staying at Palacký University Dormitories

− Read your contract!

− If you change the date of your departure, inform the
accommodation office and have a change recorded in your
contract, at least one month notice period!

− Keep the rules – mainly: no noise during night hours, no 
alcohol, drugs, smoking, keep your place and cooking areas
clean, no pets are allowed, return the key of the laundry room in 
time, otherwise you pay for extra time! ….

− Breaking the rules can cause an end of your stay there, your
home institution will be informed !

− „Shopping carts are the property of the shopping centers –

e.g.Globus supermarket! 
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Accommodation Subsidy

− A portion of money given only to Erasmus+ (KA103) students to 
support their accommodation expenses

− Summer semester portion is paid for February, March, April, 
May, (June) – 5 months/ 760,- CZK per month

− Always available at the end of the semester (in May) at the main 
cash desk, Křížkovského 8 

− Subsidy cannot be paid in advance

− Paid in cash (CZK) 

− No application  form 

− Necessary to inform the faculty coordinator about a departure 
date if your stay ends up earlier (March/April)
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Waste Management Municipality Fee

- Required from everybody staying in Olomouc for more than 3 months ( 90 
days)

- Fee of 816 CZK per year

- Information available in dorms (reception desk)

- Paid at the end of your stay!

- Payment is requested by the Municipality of Olomouc, Economic dept., 
office of municipal fees, based on the Municipal Council decision (order 
no.14/2019). 

− Information is also available on the web of the town (in Czech language): 

− https://www.olomouc.eu/aktualni-informace/aktuality/15246

− Also on the UP web in English /Exchange Students/ News and Reminders

• http://www.upol.cz/en/students/exchange-students/news-and-reminders/
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Public Transport Card / Student Pass
https://www.dpmo.cz/en/ - SMS tickets

1. Fill in a form and add a passport size photograph 

2. ISIC or have the form confirmed in the International Relations Office

( an ISIC proves your student´s status, it can substitute the confirmed
application form)

3. Go to the Public Transport Agency, Legionářská street no. 1 (center of 
the town, see the map with your buddy), submit a photo + confirmed
form /ISIC

4. Buy a trampass ( prices below are valid for students below 26)

10 months trampass / 1350 CZK

3 months trampass / 450 CZK

1 month trampass /  175 CZK
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Current
Date

2020/2021

Current
Date

DD/MM/YYYY
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Czech For Foreigners´Courses

Survival Czech Course / a lecture during orientation week

Semester course / two 90 min lessons per week

Placement test: Not for beginners !

Test assignment available at www.kb.upol.cz (Czech for 
Foreigners, Erasmus), deadline for sending the test is 
February 14, 2021. Results will be sent to the e-mail address 
of the sender.  

To view the timetable - check the web: www.kb.upol.cz or 
information board in the International Office.
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Czech for Foreigners´Courses

CJPC2 – Czech for Foreigners – course – 4 ECTS

CJPCZ2 – Czech for Foreigners – exam – 1 ECTS
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www.upol.cz

https://kb.upol.cz/czech-for-foreigners/
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Links to join classes
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Reminder

− Classes start officialy on Monday, February 15, 2021! Some
dept./courses may start later!  Check email from coordinators!

− Exchange studens must be enrolled FULL TIME and receive minimum 
15 ECTS per each semester, Erasmus International Credit Mobility 
students must receive min. 20 ECTS per each semester

− You must notify the IRO if you decide to cancel your stay before the
official end of classes.

− You must notify the IRO as soon as possible of any change of 
address, legal name, and/or change of your major. If you do not live in 
dorms you must provide the IRO with an address of a place where you
stay in. 

− Visa students must report any change of accommodation to the
Dept. for Asylum and Migration (OAMP). An appointment there is
scheduled by sending an e-mail request to IRO, namely to Ms. Yvona 
Vyhnanková (yvona.vyhnankova@upol.cz)

− Mind the Smoking Ban in restaurants, public places!
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Students living out of the campus

Your duty is to report a place of your stay to the Foreign Police Dept.

− Department of Foreign Police Olomouc
Smetanova 14, Olomouc
Tel.: +420 974 761 845, +420 974 761 841
Mon, Wed 8am – 3pm
Tue, Thu 8am – 12noon

EU country student  - within 30 days

Visa student – within 3 days

Take the accommodation contract with you!
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Public Holidays in the Czech Republic

Easter – Friday, April 2, 2021 - Monday, April 5, 2021

May 1 – Labour Day

May 8 – Liberation Day

Offices and some stores are closed !

May 12, 2021 – UP Sport Day
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one practical and important note 

Writing an e-mail to your coordinator

Imagine that there are 150 students this semester, each of them

communicates via email.

E-mail address – we may like your nicknames, appreciate your
imagination and invention, BUT sometimes we do not know who is writing. 

− Be TRANSPARENT – SHELDON.COOPER@UPOL.CZ

− Subject of the email – it is good to know at first look what is the issue

− Be INFORMATIVE – Sheldon Cooper_ arrival form /learning agreement

Content of the email – be CLEAR – write to the point, be POLITE – write
good morning/hello and  do not forget to SIGN the e-mail
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Access into the UP online application after arrival

− Via link received at the very beginning of the application process

− Via  UP Portal – using UP login (Portal ID) and password

Haven´t received a notification e-mail with UP login and password?

Check information in the online application! Contact IRO!
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Using UP Portal
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Using UP Portal
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Information sources

− Visit the web of IRO at https://www.upol.cz/en/students/

− Visit the web of your UP Department/Faculty

− FB

− Current password to UPOL Wifi network is: studujup2020

− A new password you can view in Portal via Help/Helpdesk
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How can I protect myself from the coronavirus?

− Hand hygiene is the first and most important line of defence.

− Avoid touching your eyes, nose, and mouth with unwashed hands

− Other tips include:

− Carry a hand sanitiser with you to make frequent cleaning of hands easy

− Always wash your hands before you eat

− Be especially careful in busy airports and other public transport systems about touching
things and then touching your face

− Carry disposable tissues with you and always cover your nose and mouth when you cough
or sneeze before disposing of the tissue carefully (catch it, bin it, kill it)

− Do not share snacks from packets or bowls that others are dipping their fingers into

− Avoid shaking hands or cheek kissing if you suspect viruses are circulating

− Regularly clean, not just your hands, but commonly used surfaces and devices you touch or
handle

− Avoid sharing household items

− You should not share dishes, drinking glasses, cups, eating utensils, towels, bedding, or
other items with other people. After using these items, you should wash them thoroughly with
soap and water.
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Hygienic Hand Disinfection for 30 seconds!
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Practical Information II.

− Guided tour with a Czech student / guide of the group

− Central Library

− British Library

− University services: Computer Hall, Xerox, ID Card Office, Cash 
desk, Bookshop, 

− Basic orientation – departments

IF YOU MISSED THE PRACTICAL INFO 2, PLEASE ASK YOUR 
BUDDY FOR HELP 
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