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Foreword 

The University of West Bohemia in Pilsen is looking for ways to effectively expand the range 
of courses for lifelong learning, while using existing capacities and human resources. 

One option is Extra-curricular study, which, although not a widespread concept, has been 
implemented by many other universities for a long time (CTU, MUNI, Charles University). 

This guide is intended for all organisers of lifelong learning programmes at the University of 
West Bohemia, as well as academic staff, who are interested in opening up the teaching of 
selected subjects to self-payers, and thereby expanding the range of lifelong learning courses 
in the region. 

 

What are Extra-curricular studies? 

Extra-curricular studies is a lifelong learning programme that consists of opening up selected 
subjects taught to students of individual faculties of the University of West Bohemia in Pilsen 
to participants in lifelong learning. 

Extra-curricular studies will allow interested members of the public to supplement and expand 
their qualifications by completing individual subjects taught at UWB. 

A participant in lifelong learning is not a student under the Higher Education Act. 

Extra-curricular studies are governed by the UWB Lifelong Learning Regulations, which 
stipulate that a lifelong learning programme is also a study subject of an accredited study 
programme. 

 

 

How do Extra-curricular studies work? 

Participants in Extra-curricular studies can enroll in subjects taught at UWB in a certain 
semester, attend classes, gain credits, and take exams. The participant must complete the 
exams and credits from the enrolled subjects no later than the end of the academic year during 
which he/she enrolled in Extra-curricular studies. 

The teaching of lifelong learning participants takes place simultaneously with the teaching of 
students, and the credits and exams are also identical - on the same dates, and with the same 
requirements for both target groups. 

The Extra-curricular studies are intended primarily for interested parties who have completed 
at least secondary school education with a school-leaving examination. However, Extra-
curricular studies are also available to secondary school students who would like to experience 
the atmosphere and demands of learning at UWB, or have a specific interest in a certain 
professional area taught at UWB. Extra-curricular studies can also be used by regular 
students, to a limited extent, and under certain conditions (see below). 
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The benefits and importance of extracurricular studies 

1. For participants  

• For the participants, Extra-curricular studies are an effective way to acquire 
knowledge, skills, and competences that correspond to social, personal, and 
cultural needs, or the needs of the labour market. Participants can also update 
and expand their knowledge and skills acquired in previous education. 

• Extra-curricular studies allow for educational opportunities in lifelong learning in 
a vast range of fields, including fields or topics for which, due to the lack of 
people interested in lifelong learning in this area, it would not be possible to 
open up a standard lifelong learning programme for a larger group of 
participants. For a participant, it is a unique opportunity to be the only one in the 
region who wants to acquire the given competences in lifelong learning, and 
still be able to complete the programme. 

• The university may recognise subjects completed as Extra-curricular studies for 
lifelong learning participants when they later start studying accredited study 
programmes. 

• Extra-curricular studies of some subjects or groups of subjects may be 
concluded with a microcertificate.  

 

2. For organisers  

• Extra-curricular studies as a new method of education and acquiring partial 
competences can attract a wider range of people, as well as attract new people 
who are interested in studying. 

• Extra-curricular studies can significantly expand the range of courses from 
lifelong learning of a component (without the need to build new capacities). 

• Extra-curricular studies will connect and mutually enrich students and 
participants in lifelong learning and, if the participants are satisfied, can initiate 
wider co-operation between academia and practice. 

• Extra-curricular studies can help solve some requirements from companies and 
institutions in the region that need to develop specific competences of their 
employees (often individuals or small groups). 

• Extra-curricular studies can represent a new source of income for the 
organisers. 

- The UWB component can define the amount of the fee per credit for a given 
semester. 

- The fee should cover all of the costs associated with admitting self-payers to 
teaching subjects in accredited study programmes. 

• High-quality Extra-curricular studies can increase the prestige and reputation of the 
university and its components, and attract more people who are interested in graduate 
studies at UWB. 
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The process of preparation, implementation, and evaluation of Extra-curricular 
studies 

 

1. Individual stages of the process and involved actors 

 

 

2. Description of the process 
 
 
1. Discussing the range of courses offered for Extra-curricular studies 
 
1a) The organiser will always prepare a list of subjects that will be offered in Extra-curricular 
studies in the following semester by 30th September and 31st March (as of 30th September, 
these will be subjects for the following summer semester), and will set the price per credit for 
the given semester. The organiser will also determine whether any of the selected subjects or 
groups of subjects will be concluded with a microcertificate. If such subjects or groups of 
subjects are on the list, it is also necessary to fill out accreditation forms for them in the Lifelong 
Learning Records system.  
 
1b) The list of courses will include the name of the contact person and the price per credit for 
each component (the price will be uniform for the component and credit for all courses). For 
individual courses, the list will include the following information: course abbreviation, course 
title, link to the LMS Moodle, where study materials are prepared, name of the course 
supervisor and teachers, and capacity that will be open for Extra-curricular studies.  
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1c) The organiser will submit the list of subjects to a designated employee of the Lifelong 
Learning Department (Secretary of the Lifelong Learning Council), who will check the list and, 
if necessary, invite the organiser to supplement it. 
 
1d) The list of subjects from all of the organisers will be included for discussion at the October 
and April meetings of the Lifelong Learning Council, where individual organisers will briefly 
present the subjects. 
 
1e) The Lifelong Learning Council will discuss the list of subjects, with special regard to 
subjects or groups of subjects that are to be concluded with a microcertificate. 
 
1f) The Internal Assessment Council is informed, without undue delay, about the subjects that 
have been discussed and will be implemented as part of Extra-curricular studies in a given 
semester.  
 
2. Extra-curricular studies records in IS/STAG 
 
2a) A staff member of the Lifelong Learning Department will assign the approved courses to 
the Extra-curricular studies programme in IS/STAG.  
 
2b) Participants in Extra-curricular studies will be marked with the specific symbol M in the 
IS/STAG system. 
 
2c) For subjects and groups of subjects that will be completed with a microcertificate, an 
employee of the Lifelong Learning Department will additionally create in IS/STAG a 
programme within the framework of lifelong learning programmes completed with a 
microcertificate. The programme will then be automatically offered in the national catalogue of 
programmes completed with a microcertificate at the House of Foreign Co-operation. 
 
3. Registering persons interested in Extra-curricular studies into LMS Moodle 
 
3a) Promotion of Extra-curricular studies will be implemented at the university level (with the 
obvious possibility of self-promotion at the constituent parts).  
 
3b) An employee of the Lifelong Learning Department will ensure the creation of individual 
approved courses in the Moodle e-shop of the UWB. Basic information for studying the courses 
will be prepared for individual courses. This information for individual courses, including the 
date, classroom, and teachers of the scheduled event, will be provided to the designated 
employee of the Lifelong Learning Department by the end of October and the end of May, by 
the contact person for the component.   
 
3c) Those interested in studying will be able to apply for Extra-curricular studies via the e-shop 
in Moodle UWB. Those interested will pay for the credits of individual subjects here, and will 
be taken to the area in LMS Moodle, where basic information for studying the subjects will be 
prepared. There will be a request for the participant to create an ORION login, through which 
he/she will then access the study part of LMS Moodle (outside the e-shop), where he/she will 
study together with other students.  
 
3d) Registration for Extra-curricular studies will be possible from July 1st to August 31st for the 
following winter semester, and from December 1st to January 31st for the following summer 
semester. 
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3e) A staff member of the Lifelong Learning Department will ensure that registered participants 
are registered for the relevant schedule event in IS/STAG, and will connect the course in 
IS/STAG with LMS Moodle, so that participants in the study section of LMS Moodle will be 
continuously updated, according to students registered in IS/STAG.   
 
4. Organising the subjects and evaluating successful participants 
 
4a) The teacher implements the teaching of the subject and the verification of learning 
outcomes in a standard way. He/she does not have to make any distinction between students 
and self-payers, and in both cases he/she should strive for interactive, innovative university 
teaching, focused on the student, provide students with high-quality electronic study materials 
in the LMS Moodle, and maintain positive and helpful communication with students. 
 
4b) Successful participants in subjects or groups of subjects ending with a microcertificate will 
be contacted by the organiser to report by a certain date whether they are interested in being 
issued a microcertificate.  
 
5. Issuing grades or microcertificates to successful participants 
 
5a) The organiser will report collectively, for the entire semester and all subjects to the 
designated employee of the Lifelong Learning Department, the successful participants in 
individual subjects who requested the issuance of a microcertificate, and this will generate the 
relevant microcertificates in the national system managed by Masaryk University.  
 
5b) The microcertificate is always issued in electronic form, but the organiser may also issue 
a microcertificate in printed form. 
 
5c) The issuing of a microcertificate is subject to a fee, based on an amendment to the contract 
concluded between Masaryk University and UWB (processed by the Lifelong Learning 
Department). 
 
5d) On two dates per year (on April 30th and October 31st), the organiser transfers an amount 
to cover the costs of issuing microcertificates to the Lifelong Learning Department. The 
Lifelong Learning Department will notify the organiser of the relevant amount for the past period 
annually, on March 31st and September 30th.  
 
5e) Successful participants who do not request a microcertificate, and successful participants 
in courses that do not end with a microcertificate, will be issued a certificate of completion of 
the lifelong learning programme by the organiser. 
 
 
6. Evaluation of the quality of Extra-curricular studies 
 
6a) The organiser will include Extra-curricular studies in the ongoing and summary quality 
assessment of lifelong learning programmes.  

6b) In addition to the organiser, the Lifelong Learning Department, the Lifelong Learning 
Council, and the Internal Evaluation Council are also involved in the quality assessment 
process of the lifelong learning programme. Details are provided in the regulation Rules of the 
quality assurance system for educational, creative, and related activities, and internal 
evaluation of the quality of educational, creative, and related activities of the University of West 
Bohemia in Pilsen. 
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Rules for enrolling in extra-curricular studies 

Before submitting an application, a person interested in lifelong learning should familiarize 
themselves with all of the rules and regulations on lifelong learning, and with the rules for 
organizing Extra-curricular studies at UWB, in particular the method of setting fees, the 
conditions for registering for courses, and the method of their control. 

Before completing the application, a person interested in Extra-curricular studies is obliged to 
check that the courses listed in his/her application are arranged in such a way that it will be 
possible to participate in their teaching. 

It is not allowed to register for courses for more than 30 credits per semester. 

To register for courses, it is necessary to meet the professional entry requirements (have the 
knowledge that the course assumes) and language skills that allow active participation in the 
teaching in the language in which the course is taught. These prerequisites are not checked 
when submitting an application, but only in the first phase of teaching the course. 

The teacher of the course may request the cancellation of the registration of a participant in 
Extra-curricular studies for the following reasons: 

• organisational reasons, 
• insufficient capacity, 
• failure to meet entry requirements for the course, 
• insufficient knowledge of the language of instruction. 

Participation in the teaching of subjects enrolled in part-time studies and the manner of their 
fulfilment are governed by the reasonable application of the normal study regulations. In 
Extra-curricular studies, the benefits resulting from the status of a student with special needs 
cannot be used. 

The fee may be refunded to the bank account specified in the application under certain 
circumstances. Refunds of fees are governed by the following rules: 

1. A participant may decide to request a withdrawal and refund of the fee within 10 days 
after the first scheduled class of the course. If a participant ceases to participate in the 
enrolled courses for any reason later, the fee will not be refunded. 

2. If a person interested in for Extra-curricular studies lists in the application the subjects 
whose teaching overlaps in the schedule, the fee paid is not refunded. However, if the 
overlap occurs only after the application is submitted, due to a change in the schedule, 
the fee for the subject that cannot be attended due to the change in the schedule will 
be refunded, at the request of the participant. 

3. If a course registration is cancelled at the request of the instructor, the fee for the 
cancelled credits will automatically be refunded. 

Conditions for concurrent regular and Extra-curricular studies 

These additional conditions apply to all of the applicants for Extra-curricular studies who are 
concurrently enrolled in an ongoing regular course of study at the University of West 
Bohemia (including interrupted studies). 
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These applicants must provide the organiser with a written evaluation from the Vice-Dean of 
Studies of the component where they are enrolled in regular studies. In the evaluation, the 
Vice-Dean comments on the list of subjects listed on the application for part-time studies. 

Only a limited number of subjects (usually one or two) will be allowed to be enrolled in so that 
completing part-time studies does not lead to a disproportionate extension of the study 
period. If the Vice-Dean does not approve the enrollment of a particular subject, the applicant 
will automatically be refunded the relevant part of the fee paid. The Vice-Dean may 
recognize a subject completed as Extra-curricular studies as a C subject in regular studies. 

Regular students are strongly advised to consult on the subjects they wish to enroll in Extra-
curricular studies with the Vice-Dean before submitting their application. 

No subject can be enrolled in both regular and Extra-curricular studies at the same time. If it is 
found that a student has enrolled in the same subject in both types of study, their Extra-
curricular studies registration will be cancelled, without any right to a refund. Cancellation of 
registration for these reasons can be made at any time during the semester. 

 

 
Contact persons at UWB 

Vice-Rector for Educational Concept and Student Affairs: 

Associate Professor Dr. Jiří Kohout, Ph.D., Mgr. (jkohout4@rek.zcu.cz) 

Chairperson of the Lifelong Learning Council of UWB: 

Dr. Jana Vaňková Ph.D. (jvankova@kcj.zcu.cz) 

Department of Lifelong and Distance Education: 

Jan Topinka Mgr. – Department Head (topinka@rek.zcu.cz) 

Associate Professor Dr. Lucie Rohlíková, Ph.D. – Educational Methodologist 
(lrohlik@kvd.zcu.cz 
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