GUIDELINES ON PREPARATION OF SELF-EVALUATION REPORT  OF HIGHER EDUCATION INSTITUTION
An independent institution of higher education, i.e. a higher education unit thereof compiles a report on self-evaluation along with a statement issued by a supervising body and students' representative including the Request for external control of obligations fulfilment in terms of quality. The report, statement and request are submitted to KAPK, the Commission for Accreditation and Quality Assurance not later than 1 May 2011, the year in which the fulfilment of quality assurance obligations on the part of the institution is controlled according to an annual work plan designed by KAPK.    

Conditions stipulated by law
Quality assurance of a higher education institution (Article 15)
Self-evaluation (Article 17)
1.  Self-evaluation is conducted in a manner and according to a procedure stipulated by the general act of a higher education institution. 
2.  Self-evaluation of the independent higher education institution and a higher education unit thereof is conducted at intervals of not more than three years.  

3.  The institution of higher education conducts the self-evaluation procedure and assesses the quality of its study programmes, teaching process and work conditions. 

4.   Students' assessment is also taken into consideration within the self-evaluation procedure. 

5.  At the Commission's request, the institution of higher education provides information on the self-evaluation procedure and results as well as other data relevant for quality assessment. 

6.  The Commission controls the fulfilment of quality assurance obligations on the part of the independent higher education institution and the higher education unit thereof. The control is implemented according to an annual work plan, by special order of the National Council and at the request of the independent higher education institution or the Minister. 

7.  The independent higher education institution, i.e. the higher education unit thereof issues a report on self-evaluation along with the Request for external control regarding the fulfilment of quality assurance obligations. The report is submitted to the Commission for Accreditation and Quality Assurance of the Republic of Serbia. 

8.  The Commission compiles a report on the conducted control regarding the fulfilment of quality assurance obligations on the part of the independent higher education institution and the higher education unit thereof. The report is submitted to the National Council, Minister and independent institution of higher education.
9.  Within 15 days of submitting the report on the conducted control, the independent institution of higher education may submit objections regarding the report to the National Council. 
10. The National Council forwards the Commission's report to the University Conference and Students' University Conference, i.e. to the Conference of Academies of Professional Studies and Students' Conference of Academies of Professional Studies. 

11. On the basis of the Commission's report, the National Council assesses the fulfilment of quality assurance obligations on the part of the independent higher education institution and the higher education unit thereof and submits the assessment report to the independent higher education institution and the Minister. 

12. The results of controlling the fulfilment of quality assurance obligations on the part of the independent higher education institution are published in accordance with the Act of the National Council. 

The results of controlling the fulfilment of quality assurance obligations on the part of the independent institution of higher education and the higher education unit thereof form a significant basis for the Commission concerning the reaccreditation of the higher education institution and its study programmes.  
The self-evaluation report is to be structured in accordance with the standards for self-evaluation and assessment regarding the quality of higher education institutions (standards 1-14). It is necessary that the following aspects are particularly addressed within every standard in the report: 
 
Current situation description;
 
Current situation analysis and assessment with respect to previously defined goals, requests and expectations; 

 
Analysis of weaknesses and favourable elements; 

 
Proposals concerning improvement and planned measures. 

The analysis of weaknesses and favourable elements is to be published in accordance with the following categories of assessment and the SWOT analysis method: 
 S     – Strengths 
 W   – Weaknesses
 O    – Opportunities
 T    – Threats
Quantifying of the above mentioned categories assessment for each standard is to be defined in the following manner: 
+++   -  highly important
++     -  of medium importance  
+       - of minor importance 
0  - unimportant 

STANDARDS FOR SELF-EVALUATION AND QUALITY ASSESSMENT OF HIGHER EDUCATION INSTITUTIONS
Standard 1: Strategy for quality assurance 
Standard 2: Standards and procedures for quality assurance 
Standard 3: System of quality assurance Standard 4: Quality of a study programme  Standard 5: Quality of the teaching process 
Standard 6: Quality of scientific-research, artistic and professional activities 
Standard 7: Quality of professors and teaching assistants  
Standard 8: Quality of students
Standard 9: Quality of textbooks, sources, library and IT resources 

Standard 10: Quality of managing an institution of higher education and quality of non-teaching support 

Standard 11: Quality of premises and equipment 
Standard 12: Financing
Standard 13: Students' role in self-evaluation and quality assessment 
Standard 14: Systematic monitoring and periodical quality control 
	Standard 1: Strategy for quality assurance 
An institution of higher education decides on the strategy for quality assurance that is available to the public.

	Guidelines for Standard 1 implementation:
1.1   The strategy for quality assurance includes:
-
the orientation of the higher education institution towards continuous and systematic improvement of its programmes' quality;
-
measures for quality assurance;
-
participants in the process of quality assurance (expert bodies, students, non-teaching staff) and their rights and obligations within this procedure;
-
quality assurance areas (programmes of study,  teaching process,  research, evaluation of students, textbooks and sources, resources, non-teaching support, management process);
-
orientation towards the development of organizational dedication to excellence;
-
a connection between educational, scientific-research, artistic and professional activities.
1.2   According to a proposal made by the supervising body, the governing body of the higher education institution decides on the strategy for quality assurance.
1.3   The institution of higher education publishes the strategy for quality assurance and promotes it both within the institution itself and in public.
1.4   The institution of higher education periodically reassesses and improves the strategy for quality assurance.


	
	Guidelines for the preparation of documentation for Standard 1 1:
	

	


Guidelines for the preparation of documentation, analysis and assessment of Standard1
a)  State description, analysis and assessment of Standard 1 
Quality assurance policy is to reflect the mission and values of a particular institution as well as to be closely related to relevant plans and activities of a higher education institution in terms of strategic management. The institution analyses and assesses the current situation taking into account previously defined goals, requirements and expectations. The analysis contains the date when the governing body of the higher education institution decided on the strategy for quality assurance. It is proved that this document is available to the public. The institution provides an action plan for the implementation of the strategy as well as the documentation on its adoption. The institution clearly defines measurable aims in terms of controlling the realization of the action plan for various activities and quality assurance levels within the institution of higher education. The procedures are to include opportunities for the analysis and development of the mission and plans as well as appropriate resources that would support the attainment of goals in the long term. The institution is to document that it continuously works on completing and improving action plans according to previous self-evaluation and survey results obtained over a particular period of time.   
b)  Within this standard, the institution analyses and quantitatively assesses some of the following elements applying the SWOT analysis method:
-
the orientation of the higher education institution towards quality improvement and the development of organizational dedication to excellence;
-
quality assurance measures;
-
participants in the quality assurance process;
-
quality assurance areas;
-
a connection between educational, scientific-research and professional activities.
c) Proposal of measures and activities for quality improvement 
On the basis of the conducted SWOT analysis, a proposal of measures and activities for quality improvement is provided including the proof that the proposal has been adopted by the governing body of the higher education institution.  
d) Indicators and appendices for Standard 1
–
Appendix 1.1 The strategy for quality assurance
–
Appendix 1.2 Measures and  participants in quality assurance process
–
Appendix 1.3 An action plan for  strategy implementation and decisions on the adoption of the plan and its amendments (if there have been any).
Standard 2: Standards and procedures for quality assurance
An institution of higher education decides on the manner (standards) and procedures for assuring the quality of its work. These standards and procedures are available to the public.  

Guidelines for the application of Standard 2:
2.1   Standards for quality assurance include the minimum level of work quality in an institution of higher education.
2.2   Procedures for quality assurance are determined for each individual area of quality assurance and they are used for detailed regulations on participants' actions 
	within the system of quality assurance in the institution.
2.3   The expert body of the higher education institution defines standards and procedures for quality assurance according to a proposal made by the Commission for Quality Assurance.
2.4   The institution of higher education is obliged to make the standards and procedure for quality assurance available to professors, students and the public.
2.5   The institution of higher education periodically reassesses and improves the standards and procedures for quality assurance. 

	
	Guidelines for the preparation of documentation for Standard 2:
	

	Guidelines for the preparation of documentation, analysis and assessment of Standard 2
a)  State description, analysis and assessment of Standard 2
The institution refers to the document that defines standards of quality and responsibilities of particular participants within the system of quality assurance measures, as well as procedures for assuring the work quality in the higher education institution.
b) Within this standard, the institution analyses and quantitatively assesses some of the following elements using the SWOT analysis method:
-standards for improving the quality of the institution;
-standards for improving the quality of study programmes;
-procedures for quality assurance.
c) Proposal of measures and activities for quality improvement of Standard 2

	d) Indicators and appendices for Standard 2
–
Appendix 2.1 An adopted document - Standards and procedures for assuring and improving the quality of the higher education institution
–
Appendix 2.2 An adopted work plan and procedure for monitoring and improving the quality of the higher education institution within the standard of quality
–
Appendix 2.3 Adopted annual reports on work of an established body
(commission, committee, centres) for internal quality assurance of the higher education institution

	


	Standard 3: System of quality assurance
An institution of higher education develops an organizational structure for quality assurance.

	Guidelines for the application of Standard 3:
3.1 The Statute of the higher education institution stipulates duties and tasks of professors, teaching assistants, students, expert bodies, departments and the Commission for Quality Assurance, which are related to the development and implementation of the strategy, standard and procedure for quality assurance.
3.2 By means of special measures, the institution of higher education provides students' participation in the development and implementation of  the strategy, standard, procedure and dedication to quality assurance.
3.3  The institution of higher education establishes the Commission for Quality Assurance that includes professors, teaching assistants, non-teaching staff and students.

	
	Guidelines for the preparation of the documentation for Standard 3:
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   Guidelines for the preparation of documentation, analysis and assessment of Standard 3
a)  State description, analysis and assessment of Standard 3
An institution of higher education provides proofs that it owns and applies the system of quality assurance and that it critically reviews goals, the adequate development of processes and activities related to quality, as well as transparent decision-making. The institution describes the manner in which data related to quality is  regularly collected and evaluated. There is a detailed description of the manner in which reports on the strategy implementation and the analysis of quality assurance standard are adopted. It is realistically estimated to what degree survey results are incorporated into the measures employed for the purpose of quality improvement. The institution provides documented evidence that the processes of decision-making, competences and responsibilites of governing bodies, supervising bodies, expert bodies, professors, teaching assistants and students are clearly defined, stated and implemented. The institution is to demonstrate that its organizational structure and procedure of quality assurance system ensures the involvement of both professors and students in decision-making processes related to a programme of study.   
b) Within this standard, the institution analyses and quantitatively assesses some of the following elements using the SWOT analysis method:
-the existence and responsibilities of a special body for quality improvement;
-the responsibilities of a governing body in the system of quality assurance;
-the responsibilities of a supervising body;
-the responsibilities of expert bodies;
-the responsibilities of professors and teaching assistants;
-the responsibilities of students;
-the organization and functioning  of the system for quality  assurance;
-the introduction of corrective and preventive measures based on the assessment of the degree to which quality assurance standards are met.
c) Proposal of measures and activities for improving the quality of Standard 3
d) Indicators and appendices for Standard 3
–
Appendix 3.1 A formally established body (commission, committee, centre) with a particular responsibility for internal quality assurance in the institution of higher education (excerpt from the Statute) and work description (not longer than 100 words).
–
Appendix 3.2 Conducted surveys 
–
Appendix 3.3 A document on the analysis of survey results and the adoption of corrective and preventive measures
Standard 4: Quality of a study programme
The quality of a study programme is assured through monitoring and control of its objectives, structure,  students' work load,  as well as through  the curriculum updating and continuous collection of information on the quality of the study programme from particular organizations in the environment.
Guidelines for the application of Standard 4:
4.1   The institution of higher education regularly and systematically controls and, if it is necessary, redefines:
	-
the objectives of the study programme and their compatibility with the institution's basic tasks and goals; 
-
the structure and contents of the study programme in terms of  the connection between general-academic, scientific as well as professional and application disciplines;
-
students' work load measured in ECTS;
-
outcomes and competences that students gain when they complete their studies as well as opportunities for employment and further education.
4.2   The institution of higher education has developed procedures for approving, monitoring  and controlling the programme of study.
4.3 The institution of higher education regularly obtains feedback on the quality of the studies and programmes of study from employers, representatives of the National Employment Service and other appropriate organizations.
4.4 The institution of higher education enables students to participate in assessing and assuring the quality of study programmes.
4.5 The institution of higher education provides a continuous update of curriculum and its comparability with curricula of relevant foreign higher education institutions.
4.6 The curriculum encourages students' creative thinking, deductive research, as well as the application of knowledge and skills for practical purposes.
4.7   Conditions and procedures necessary for the completion of studies and obtaining a degree at a particular education level are defined and available to the public, especially in electronic form, and they are in accordance with objectives, contents and scope of study programmes accreditation.


	
	Instructions for the preparation of documentation for standard 4:
	

	Instructions for the preparation of documentation, analysis and assessment for standard 4
a) The description of current conditions, analysis and assessment of standard 4
The institution lists all programmes of study in all cycles of education it accredited, as well as the number of students approved for each programme of study. It also encloses the decisions on accreditation.

1. The institution of higher education describes the mechanisms for monitoring the quality of study programmes (e.g. a formal-legal procedure for approving programmes, procedures for monitoring the success of programmes and the determined responsibility for their improvement, as well as a regular and periodic evaluation of a programme).
2. The institution of higher education describes learning outcomes within the accredited study programmes it realizes, based on the learning outcomes. 

3. The institution documents that it assured that the learning outcomes are based on the qualification descriptors for a certain cycle of education within a given scientific area and within a suitable European framework of qualifications, including the demands of international and national professional associations. 
4. The institution of higher education describes the manner in which it established a balance between the teaching methods, the learning outcomes and the criteria of assessment; it describes the teaching methods aimed at students’ acquisition of knowledge and the system of assessment based on measuring learning outcomes. The institution of higher education documents and describes the manner in which learning outcomes determine the content of the syllabus and its organization, teaching methods and strategies, proposed courses and the procedures for the assessment of knowledge.
5. The institution submits a table of mapped courses as a resource for gaining insight into how learning outcomes of study programmes are covered within the compulsory courses defined by the programme 
 



6. The institution submits an assessment of students’ achievement in acquiring the intended learning outcomes. The institution of higher education describes the strategy and employed methods with which it assesses the achievement of learning outcomes for every study programme. The institution assesses the level at which achieved results correspond to the planned learning outcomes.
7. On a specific example of a course or a module from an accredited study programme from every area within a certain scientific field, the institution describes all learning activities necessary for reaching the expected learning outcomes (the time spent on the activities directly headed by the teaching staff, the time spent on independent work, on compulsory practical training, the time needed for the preparation for knowledge assessment and the time needed for the assessment itself), through the percentage of these activities in the overall value of ECTS for a given course/module.
8. The institution of higher education documents that the assessment of students’ work load necessary to achieve required learning outcomes (ECTS) is subject to regular control by means of monitoring and gathering student feedback.
9. The institution describes a method of precisely measuring, not assessing, students’ work load for every ECTS credit, by means of which it documents that the assignment of credits to certain parts of programmes is based on students’ work load necessary to achieve learning outcomes in a formal sense. The institution submits, if it has such information, the results of a student survey conducted during the procedure of regular work load monitoring. Furthermore, the institution of higher education submits a proposal of measures and activities which it introduced in order to reduce failure in exams and to correlate students’ work load with the ECTS credits.
10. The institution of higher education shows that the improvement and continual modernization of existing study programmes is based on the development of science and the new demands placed on educational profiles.
11. The institution submits evidence that the teachers and the students are familiar with the defined demands of the final paper (thesis), particularly with respect to the academic methodology, formal aspects, practical orientation and criteria for assessment.
12. The institution of higher education needs to document the manner in which it maintains contact with its graduate students. It assesses the relevance of a programme for the labour market (local, national, international), as well as the achievements of graduate students in their later professional development.

b) Within this standard and using the method of SWOT analysis the institution analyzes and quantitatively assesses some of the following elements:
-goals of study programmes and their alignment with the learning outcomes;
-teaching methods aimed at teaching learning outcomes;
-the system of knowledge assessment based on measuring learning outcomes;
-the alignment of ECTS work load with the learning activities needed to achieve expected learning outcomes;
-mutual alignment of learning outcomes and expected competences based on qualification descriptors for a certain cycle of education;
-the ability of functional integration of knowledge and skills;
-procedures for monitoring the quality of a study programme;
feedback about the experiences with graduate students and their competences;
-continual modernization of study programmes;
-public availability of information on final paper and practical training;
-public availability of information on study programmes and learning outcomes.
c) Proposal for measures and activities for quality improvement of standard 4
d) Indicators and appendices for standard 4
Table 4.1.  The list of study programmes accredited at the institution of higher education with a total number of enrolled students in the school years 2008/2009, 2009/2010 and 2010/2011.
Table 4.2.  The coverage of every learning outcome of a study programme within the compulsory courses of the study programme 
Appendix 4.1. Decision on the accreditation of study programmes
 Appendix 4.2.  The ratio of graduate students to enrolled students in school years 2008/2009, 2009/2010 and 2010/2011 in the accredited study programmes.
 Appendix 4.3. Average length of studying in school years 2008/2009, 2009/2010 and 2010/2011 as opposed to the previous five-year and ten-year periods.
 Appendix 4.4. The drop-out rate
 Appendix 4.5. The number of students enrolled into the next school year with respect to the achieved ECTS credits (60), (37-60) (less than 37) for every study programme.
 Appendix 4.6. Implemented student surveys.
 Appendix 4.7. Evidence that the examples of learning outcomes for programmes of different structures are published on the internet page of the institution of higher education.
 Appendix 4.8. The opinion of graduate students about the quality of study programmes and the achieved learning outcomes.
 Appendix 4.9. Employers’ satisfaction with achieved qualifications of graduate students.

Standard 5: The quality of the teaching process
The quality of the teaching process is assured through interactive teaching, inclusion of examples in teaching, professional work of professors and teaching assistants, adopting and following a plan of activities for courses, as well as monitoring the quality of the teaching process and taking necessary measures when it is determined that the quality of teaching is not on a satisfactory level.
Instructions for the application of standard 5:
5.1. Professors and teaching assistants behave professionally during lectures and practice hours.
5.2. Syllabus and class schedule (for lecture and practice hours) are coordinated with the needs and the possibilities of students. They are published before the beginning of a semester and are adhered to.
5.3. The teaching process in institutions of higher education is interactive, and must include examples from practice, encourage students to think and to be creative, and promote independence in work and the application of acquired knowledge.
5.4. The institution of higher education ensures that the plan of activities for every course is created and made available to public before the start of a semester. The plan includes the following:
-
basic information about the course: name, year, number of ECTS credits, course requirements;
-
aims of the course;
-
content and structure of the course;
-
syllabus and class schedule (lecture and practice hours);
-
assessment of knowledge;
-
textbooks (primary and additional reading materials);
-
information on professors and assistants teaching the course.
5.5. The institution of higher education systematically monitors the implementation of the syllabus and plan of activities of individual courses and takes corrective measures if there are any deviations.
5.6. The institution of higher education systematically monitors, evaluates the quality of the teaching process on individual courses and takes corrective measures for its improvement. The institution reminds the professors who do not follow the plan of activities on a course, or do not achieve a suitable quality of lectures and practice hours, of the need to improve and provides them with necessary opportunities for improvement.
Instructions for the preparation of documentation for standard 5:
Instructions for the preparation of documentation, analysis and assessment of standard 5
a) The description of current conditions, analysis and assessment of standard 5
1.   The institution of higher education documents that the curricular content and the teaching methods used for its implementation support the accomplishment of goals of study programmes and learning outcomes.
2.   On an example of a study programme, the institution analyzes if the proportion of different types of courses (lectures, seminars, practical training, projects, etc.) conducted by professors and teaching assistants employed in the study programme is coordinated with the learning outcomes.

3.  The institution documents in an annual report on the work of the body responsible for internal quality assurance, or in another manner, that it encourages development of active competences of professors typical for institutions of higher education, as well as the development of professional competences.
4.  The institution of higher education documents the procedure with which it enables public availability of a course’s plan of activities and its realization, as well as the regularity of the class schedule. The institution describes adopted procedures and measures which it introduces if the standard is not met.
b) Within this standard and using the method of SWOT analysis the institution analyzes and quantitatively assesses some of the following elements:
-competences of professors and teaching assistants;
-public availability of information on dates and plans for the realization of classes;
-students’ interactive participation in the teaching process;
-public availability of information on programmes of study, syllabus and class schedule;
-the selection of teaching and learning methods which facilitate the achievement of learning outcomes;
-systematic monitoring of the quality of the teaching process and corrective measures.
c) Proposal for measures and activities for quality improvement for standard 5
d) Indicators and appendices for standard 5
Appendix 5.1. Student surveys on the quality of the teaching process
Appendix 5.2. Procedures which assure that the syllabus and class schedule are followed
Appendix 5.3. Evidence of implemented activities which encourage professors and teaching assistants to develop their active competences
	Standard 6: Quality of scientific-research, artistic and professional activities
The institution of higher education continually works on encouraging, providing conditions for, monitoring and assessing the results of scientific-research, artistic and professional activities and their introduction into the teaching process .


	Instructions for the application of standard 6:
6.1. The institution of higher education maintains the unity of its educational, scientific-research, artistic and professional activities.
6.2. The institution of higher education permanently designs, prepares and realizes scientific-research, artistic, professional and other types of programmes, as well as national and international scientific projects.
6.3. The institution of higher education systematically monitors and evaluates the quality of professors’ and teaching assistants’ research activities.
6.4. The content and the results of scientific, research, artistic and professional activities of the institution of higher education are aligned with the goals of the institution as well as with the national and European goals and standards of higher education.
6.5. The knowledge which the institution of higher education gains by implementing certain scientific, research, artistic and professional activities is being actively included into the teaching process.
6.6. The institution of higher education encourages its employees to actively pursue scientific, research, artistic and professional activities and to publish the results of their work as often as possible.
6.7. The institution of higher education performs publishing activities with respect to its possibilities.

	
	Instructions for the preparation of documentation for standard 6:
	

	Instructions for the preparation of documentation, analysis and assessment for standard 6
a) The description of current conditions, analysis and assessment of standard 6



1. The institution of higher education performs an analysis to determine if the structure and the resources for accomplishing and organizing basic and applied research and experimental development conform to the norms.
2. The institution needs to document that the set research strategies and goals are in accordance with the strategic orientation of the institution and the national strategy.
3. The institution lists projects funded by the Ministry of Science or international organizations, which are headed by professors who are employed full-time at the institution of higher education.
4. The institution submits a list of projects which provide a transfer of technology to relevant industries, business communities and non-profit organizations.
5. The institution lists individual participation of professors and teaching assistants in scientific-research projects funded by the Ministry of Science.
6. The institution of higher education submits evidence that the integration of research methods and research results into teaching programmes of academic and doctoral studies has been achieved.
7. The institution of higher education needs to document that it is providing support to professors and teaching assistants for increasing the number and quality of their publications in renowned journals with a SCI index. The institution of higher education documents a system of financial support to young researchers funded by the surplus of its own revenues.
8. The institution confirms on an example that the criteria for employment and appointment of the teaching staff to a teaching position pertaining to scientific-research, artistic and professional activities are consistently applied and that they are in accordance with the recommendations of the National Council for Higher Education. 

9. The institution documents that the employment and appointment of professors and mentors on study programmes of doctoral studies was conducted in accordance with the current standards for accreditation of study programmes of doctoral studies within the science or arts field of study.
10. The institution analyzes and compares its criteria defining the employment of professors and the appointment of mentors on doctoral studies with the conditions of other institutions of higher education from a suitable scientific field.
11. The institution of higher education needs to submit evidence on intensive international cooperation.
b) Within this standard and using the method of SWOT analysis the institution analyzes and quantitatively assesses some of the following elements:
-coordination of educational, scientific-research, artistic and professional activities;
-permanence of scientific research and international cooperation;
-monitoring and evaluation of the quality of scientific-research activities of professors and teaching assistants;
-coordination of the content of scientific-research, artistic and professional activities with the country’s strategic decisions European goals;
-active inclusion of research results into the teaching process;
-encouraging professors and teaching assistants to publish the results of their research;
-publishing activity;
-support for junior scientists and researchers.

c)  The proposal of measures and activities to improve the quality of Standard 6
d)  Indicators and appendices for Standard 6
Table 6.1 Number and list of SCI-indexed papers for each year in the last five-year period
Table 6.2 Name and record number of scientific-research projects funded by the Ministry of Education and Science and coordinated by full-time professors at the institution of higher education
Table 6.3 The list of professors and teaching assistants employed or engaged at the institution of higher education who participate in international projects and projects funded by the Ministry of Education and Science (the name of the project), for the period 2006-2010 and the period 2011-2014.
Table 6.4 Summary of scientific-research results (publications) achieved at the institution during the previous calendar year according to the criteria of the Ministry of Education and Science.
Table 6.5  The list of published doctoral dissertations and appropriate publications in peer-reviewed magazines which display the results of doctoral dissertations for all the candidates who received their doctoral degree at the institution of higher education in the period 2006-2011.
Appendix 6.1 Awards and honours given to professors, teaching assistants and students for accomplished results in scientific research.
Appendix 6.2 The ratio between the number of professors and teaching assistants involved in projects and the total number of professors and teaching assistants employed at the institution of higher education.
Appendix 6.3 The ratio between the number of SCI-indexed papers and the total number of professors and teaching assistants employed at the institution of higher education.
Appendix 6.4 The list of mentors according to the current standards which check if the mentoring requirements have been met within the educational-scientific and educational-artistic fields, and the ratio between the number of mentors and the total number of professors employed at the institution of higher education.
Appendix 6.5 The list of equipment owned by the institution which is used for scientific research, artistic and professional work.
Standard 7: The quality of professors and teaching assistants
The quality of professors and teaching assistants is provided by careful planning and selecting pursuant to open procedures, by creating conditions for permanent education and development of professors and teaching assistants and by controlling the quality of their teaching process.

Instructions for application of Standard 7:
7.1   The procedure and overall conditions for employing professors and teaching assistants are defined beforehand, open and available for assessment to the experts and the public. This procedure and the conditions are subjects of periodic quality assessment and improvement.

7.2    In appointing a professorship or a teaching position, the institution of higher education conforms to the prescribed procedures and conditions which are used to assess scientific, research and pedagogical activities of professors and teaching assistants.

7.3   The institution of higher education systematically monitors, assesses and encourages scientific, research and pedagogical activities of professors and teaching assistants.

	7.4   The institution of higher education implements a long-term policy for quality selection of young staff and their further development as well as different types of improvement.

7.5  The institution of higher education provides professors and teaching assistants with permanent education and development through study visits, specialisations and participation in scientific, artistic and professional conferences.
7.6  In selecting and improving the educational-scientific, artistic and professional staff, the institution of higher education particularly values the connection of educational work with the work done on projects from other areas of industrial and social life.

7.7  In selecting and improving the educational-scientific, artistic and professional staff, the institution of higher education particularly values pedagogical skills of professors and teaching assistants.



	
	Instructions for the preparation of documentation for Standard 7:
	

	Instructions for the preparation of documentation, analysis and assessment of Standard 7
a)  The description of the state, analyses and assessments of Standard 7
The institution of higher education provides evidence that the qualified and competent teaching staff is involved in the teaching process. The institution regularly evaluates its policy and procedures related to the selection and employment of the teaching staff. Monitoring and evaluation of the teaching staff quality and competence is regularly conducted. This is particularly related to the procedures of selection, appointment, assessment, development and promotion of teaching staff. The institution submits the documentation which supports these demands. The institution provides documentation to prove that it has the staff development programme which provides appropriate means to serve this purpose. Professional development of the teaching staff is achieved through organizing seminars of “education of educators" type. The institution provides documentation to prove that it has the human resources development plan for academic, technical and administrative staff, as well as provided conditions and opportunities for continuous education. The communication between the academic staff and relevant professional organisations is supported. The processes of appointment to a professorship or a teaching position are transparently regulated and documented. The institution provides documentation to prove that it has defined criteria for employing the teaching staff.

b)  Using the SWOT analysis, the institution analyses and quantitatively assesses some of the following elements within this Standard:
-the transparency of the procedure and overall conditions for appointing professors and teaching assistants

-coordination of the appointment procedure with the recommendation of the criteria given by the National Council for Higher Education

-systematic monitoring and encouraging pedagogical, research and professional work of professors and teaching assistants

-a long-term policy for selecting young teaching and research staff 

-providing permanent education and development;

-the connection of educational work to research work done for projects and industrial work 

-evaluation of a teacher's pedagogical skills;

-evaluation of a teacher's research skills;

-accepting students’ opinions on pedagogical work of professors and teaching assistants




c)  The proposal of measures and activities to improve the quality of Standard 7
d) Indicators and appendices for Standard 7
Table 7.1 An overview of the number of professors according to their titles and the status of professors at the institution of higher education (full-time and part-time employment, contract employment)
Appendix 7.1 Rules and regulations on the appointment of professorships and teaching positions
Appendix 7.2  The ratio between the number of employed professors and the total number of students
Appendix 7.3  The staff development programme and the analysis of needs for teaching staff

Standard 8: The quality of students
The quality of students is provided by the selection of students in pre-specified and transparent manner, assessment of students during the teaching process, permanent monitoring and testing the results of assessment and students' pass rate, as well as taking appropriate measures in case of oversights.

Instructions for application of Standard 8:
8.1   The institution of higher education provides potential and enrolled students with all the relevant information and data related to their study programmes.

8.2  When selecting students which are to enrol, the institution of higher education values the results achieved during the previous academic period as well as the results achieved on the entrance exam or the student’s aptitude tests, in accordance with the law.

8.3  Equality and equity for students on all grounds (race, skin colour, gender, sexual orientation, ethnic, national or social background, language, religion, political or any other opinion, status given by birth, presence of sensory or motor disabilities, and financial status) are guaranteed, as well as the possibility of enrolment for students with special needs.

8.4   The institution of higher education develops and informs students in advance about the obligation to attend classes.

8.5  Students are assessed according to predetermined and published criteria, rules and procedures.

8.6   The institution of higher education systematically analyses, evaluates and improves the methods and criteria for assessing students per course, especially: weather the assessment method is adapted to the course, weather the students' work is monitored and assessed during the teaching process, what is the percentage of students’ work assessment during the teaching process and their assessment on the final exam in the overall grade, and finally weather the students' ability to apply the acquired knowledge is assessed.

8.7   Methods for assessing students’ knowledge acquired during the teaching process are coordinated with the objectives, contents and scope of the study programme accreditation.

8.8   The institution of higher education provides fair and professional behaviour of professors during students' knowledge assessment (objectivity, ethical and fair treatment of students).

8.9   The institution of higher education systematically monitors and reviews students’ grades for each course and takes appropriate measures in case of irregularities in the distribution of grades (too high or too low grades, uneven distribution of grades) over a longer period of time.

8.10 The institution of higher education systematically monitors and reviews students' pass rate for each course, programme, and study year and takes corrective measures in case the students' pass rate is too low or there are other irregularities in assessment.
8.11 The institution of higher education provides students with appropriate form of student organization, action and participation in decision making in accordance with the law.


Instructions for the preparation of documentation for Standard 8:
Instruction for the preparation of documentation, analysis and assessment of Standard 8
a)  The description of the state, analyses and assessments of Standard 8
The institution of higher education describes the application of general institutional strategy regarding the procedures for admission and recognition of education and shows that it respects equality and equity of students on all grounds. The institution of higher education demonstrates that the procedures for admission and assessment of students are clearly defined, publicly disclosed and continually and consistently applied at the entire institution. The institution of higher education particularly documents and describes that the methods of assessment are designed in such manner that they properly assess the learning outcomes. The institution documents that the assessment rules are presented to everyone in a clear and unambiguous manner, as well as that there are mechanisms for evaluation and control of assessment procedures. The infrastructure for students (recreation facilities, club, Registrar’s Office, library, consultations, and other) meets the requirements which apply for higher education institutions.  The institution documents that it always provides students’ participation in evaluation of conditions and organisation of study programmes. The institution of higher education shows that students’ assessments of the quality of study programmes are done systematically, and that the results of the assessment are used to increase the quality of teaching process. Professor/student relationship ensures the achievement of educational goals.

Adopted procedures and measures are described. These procedures and measures are brought by the institution in case the students' pass rate is too low for each course, programme, study year, as well as in case of noticed irregularities in assessment.

b)  Using the SWOT analysis, the institution analyses and quantitatively assesses some of the following elements within this Standard:
-student admission procedure;

-equality and equity of students, including students with special needs;

-work on planning and developing a student's career;

-availability of information on the studies;

-availability of procedures and criteria of assessment;

-analysis of methods and criteria of assessment for each course, programme, and year, along with corrective measures;

-compliance of assessment methods with the outcomes of study programmes;

-professors’ objectivity and principles in the assessment process; 

-monitoring students' pass rate for each course, programme, and year, along with corrective measures;

-student organizations and participation in decision making processes.

c)   The proposal of measures and activities to improve the quality of Standard 8
d) Indicators and appendices for Standard 8
Table 8.1 An overview of the number of students in each programme and year of study
Appendix 8.1 Rules and Regulations on the procedure for students’ admission
Appendix 8.2 Rules and Regulations on assessment
Appendix
8.3.  Students’ survey on evaluation of conditions and organization of study programmes
Appendix 8.4 Students’ survey on evaluation of assessment objectivity
Appendix 8.5 Procedures and corrective measures in case of non-compliance to and deviations from adopted procedures of assessment
Standard 9:  The quality of textbooks, reading materials, library and IT resources
The quality of textbooks, reading materials, library and IT resources is ensured by passing and implementing the appropriate sub-legal provision.

Instructions for application of Standard 9:
9.1   The institution of higher education provides students with textbooks and other reading materials necessary for studying a required quantity and on time.

9.2   The teaching process in each course is covered by the relevant textbooks and other learning materials which are defined and publicly announced in advance.

9.3   The institution of higher education issues a general provision on textbooks.  In accordance with the general provision, the institution systematically monitors and evaluates the quality of textbooks and other learning sources from the viewpoint of the quality of their contents (modernity, accuracy), their structure (examples, questions, summary), their style and volume (coordination with the number of ECTS credits); textbooks and other learning sources that do not meet the standard are being improved or withdrawn from the teaching process and replaced with the better quality ones.

9.4  The institution of higher education provides students with a library which is equipped with the required number of library items as well as with work equipment.

9.5  The institution of higher education systematically monitors, evaluates and improves the structure and volume of the library fund.

9.6  The institution of higher education provides students with necessary IT resources used in studying: required number of personal computers of appropriate quality, other IT equipment, Internet access and other communications equipment.

9.7   The number of employees in the library and supporting offices, as well as the type and level of their qualifications are in line with the national and European standards for the provision of these types of services.

9.8   Staff’s competence and motivation in providing support at the library, reading rooms and the computer centre are continually monitored, assessed and improved.

9.9   Students are systematically introduced to the way the library and the computer centre work.

9.10   Facilities designed for storing the library fund, archives and other electronic materials, especially the student reading rooms, are located in the appropriate section of the building in order to provide students, teaching and non-teaching staff, and other users with adequate working conditions. The use of the library and the access to its complete fund is possible at least 12 hours a day.


Instructions for the preparation of documentation for Standard 9:
Instruction for the preparation of documentation, analysis and assessment of Standard 9
a)  The description of the state, analyses and assessments of Standard 9
The institution of higher education analyses the quality of textbooks, reading materials, library and IT support. In particular, it analyses documents and measures which define publishing activities, educational and other sources, the established minimum of quality standards for textbooks and prescribed obligations for textbook quality control. The institution of higher education documents its constant periodical assessment of the quality of textbooks, library and IT resources. In case of necessary improvements of this Standard, the institution submits the plan of measures to meet the requirements. The institution of higher education describes the library fund and appropriate equipment in the field of information technologies that contribute to the quality of teaching.

b) Within this standard and using the method of SWOT analysis, the institution analyses and quantitatively assesses some of the following elements:
- existence of a general act regulating the use of textbooks and the extent to which the act is observed;
- availability of textbooks and teaching tools for different courses;
- structure and scope of the library fund;
- existence of IT resources (computers, software, internet connection, e-journals);
- number and education levels of staff in the library and other relevant offices;
- suitability of working conditions (space, working hours).
c) Proposal for measures and activities for quality improvements for Standard 9
d) Indicators and appendices for Standard 9 
Table 9.1. Number and type of library items available in the institution of higher education
Table 9.2. Titles of textbooks and monographs authored by the faculty of the institution of higher education
Appendix  9.1  General act on textbooks
Appendix  9.2. Inventory of IT resources

Standard 10:  The quality of management in the institution of higher education and the quality of non-teaching support
The quality of management in the institution of higher education and the quality of non-teaching support are assured by delineating responsibilities of governing bodies and units of non-teaching support and by controlling their performance.
	Instructions for the application of Standard 10:
10.1 Governing bodies and supervising bodies and their duties and responsibilities in the organization and management of the institution of higher education are stipulated in the general act of the institution, in accordance with the law.
10.2 Structure, organizational units and their scope of activities, as well as their coordination and control, are stipulated in the general act of the institution, in accordance with the law.
10.3 The institution of higher education systematically monitors and assesses its organization and management and introduces measures for their improvement.
10.4 The institution of higher education systematically monitors and assesses the performance of its managing and non-teaching staff and introduces measures to improve the quality of their performance; special attention is given to their relationship with the students and their motivation in working with the students.
10.5 The requirements and procedure for employment and promotion of non-teaching staff are stipulated in the general act of the institution of higher education and are made publicly available.
10.6 The work and performance of the managing and non-teaching staff are subject to assessment by the teachers, non-teaching staff, students and the general public.
10.7 The institution of higher education assures the number and quality of the non-teaching staff in accordance with the standards for accreditation.
10.8 The institution assures continual education and professional development of the managing and non-teaching staff.

	
	Instructions for the preparation of documentation for Standard 10
	

	Instructions for the preparation of documentation, analysis and assessment of Standard 10
a)  Description of current conditions, analysis and assessment of Standard 10
The institution of higher education conducts an analysis of the general acts which regulate basic responsibilities, procedures and methods for the activities of the supervising bodies, managing bodies, student parliament and expert offices. The description and analysis are concerned with the structure of organizational units within the institution of higher education and with the activities of expert offices which act as the vehicles of non-teaching support. The institution of higher education submits documents to demonstrate that it performs a regular periodical evaluation with regard to the quality of performance of the managing bodies and expert offices and that, if needed, it proposes measures with a view to improving the quality of their performance.
b) Within this standard and using the method of SWOT analysis, the institution analyses and quantitatively assesses some of the following elements:
- delineation of the responsibilities of the managing, supervising and expert bodies;
- delineation of the organizational structure;
- monitoring and evaluation of the quality of management in the institution, with measures for improvement;
- monitoring and evaluation of the quality of performance of expert offices and non-teaching staff, with measures for improvement
- delineation of the requirements for the promotions of non-teaching staff and public availability of these requirements;
- availability of relevant information on the performance of expert offices and managing bodies;
- continual development and education of the non-teaching staff;



c) Proposal for measures and activities for quality improvements for Standard 10
d) Indicators and appendices for Standard 10
Table 10.1. The number of non-teaching staff with permanent employment in suitable organizational units within the institution of higher education
Appendix 10.1. Statute of the unit of higher education
Appendix 10.2. Scheme of organizational structure of the institution of higher education
Appendix
 10.3. Student survey on the evaluation of the quality of performance of managing bodies and expert offices
	Standard 11: Quality of premises and equipment
The quality of premises and equipment is assured through their adequate size, range and structure.


	Instructions for the application of Standard 11:
11.1 The institution of higher education is in possession of adequate premises: classrooms, offices, library, reading room and the like, necessary for the proper realization of its activities.
11.2 The institution of higher education is in possession of adequate and up-to-date technical, laboratory and any other special equipment that assures the quality of the teaching process on all levels and types of studies.
11.3 The institution of higher education continually monitors and adjusts the capacity of its premises and its equipment to accommodate the requirements of the teaching process and the number of students.
11.4 The institution of higher education provides all its staff and students with free access to different types of electronic information and information technologies to be used for scientific and educational purposes.  

11.5 The institution of higher education has at its disposal at least one room equipped with up-to-date technical and other devices that enable the students and teaching staff to use computers and computing services (photocopying, printing, scanning, CD and DVD burning).


	
	Instructions for the preparation of documentation for Standard  11:
	

	Instructions for the preparation of documentation, analysis and assessment of Standard 11
a)  Description of current conditions, analysis and assessment of Standard 11
The institution of higher education demonstrates that it is in possession of infrastructure necessary for the implementation of goals set in its strategic plans. Required size, range and quality of premises and equipment correspond to the standards proposed for institutions of higher education.
b) Within this standard and using the method of SWOT analysis, the institution analyses and quantitatively assesses some of the following elements:
- adequacy of space available for the total number of students;
- suitability of technical, laboratory and other equipment;
- adequacy of equipment available for the total number of students;
- computer classrooms.



c) Proposal for measures and activities for quality improvements for Standard 11
d) Indicators and appendices for Standard 11
Table 11.1. Total area (owned or leased by the institution of higher education), with the area of objects specified (auditoriums, classrooms, laboratories, teaching bases, organizational units, offices)
Table 11.2. Inventory of equipment owned by the institution of higher education and used in the teaching process and scientific-research activities
Appendix 11.1. Ratio of the total space available and the number of students enrolled in all accredited study programmes
	Standard 12: Funding
The quality of funding of the institution of higher education is assured through the quality of sources of funding, financial planning and transparent use of funds, which leads to long-term financial stability.


	Instructions for the application of Standard 12:
12.1 The institution of higher education provides long-term funds necessary for the realization of the teaching and scientific activities, scientific-research projects, artistic and professional activities.
12.2. Sources of funding of an institution of higher education may be:
- funds provided by the founder;
- tuition fees;
- donations, gifts and endowments;
- funds for scientific-research, artistic and professional activities;
- projects and contracts related to the realization of teaching, research or consulting activities;
- remuneration for commercial and other services;
- rights of the founder and contracts with third parties;
- other sources, in accordance with the law.
12.3 The institution of higher education is independent in planning the distribution and allocation of funds in order to provide long-term financial stability and liquidity. 

12.4 The institution of higher education assures the transparency of the sources of funding and the use of funds through a report on its activities and an annual financial statement adopted by the council.


	
	Instructions for the preparation of documentation for Standard  12:
	

	Instructions for the preparation of documentation, analysis and assessment of Standard 12



a)  Description of current conditions, analysis and assessment of Standard 12
The institution of higher education describes the processes of funding and budget implementation. It submits evidence that the processes of funding are clearly defined and transparently documented. The institution of higher education discusses its internal sources of funding, as well as the share of funds from these sources. The institution provides a special description of funding methods available for research and teaching. The institution presents a multiannual plan for its activities. Within the plan, budgeted and actual costs for each study programme and for the institution on the whole are outlined and documented. The institution analyses any deviations that may occur and demonstrates that measures aimed at raising this standard are being passed.
b) Within this standard and using the method of SWOT analysis, the institution analyses and quantitatively assesses some of the following elements:
- sources of funding;
-long-term provisions of funds for teaching, scientific-research, artistic and professional activities;
- financial planning and decision-making;
- transparency in the allocation of funds.
c) Proposal for measures and activities for quality improvements for Standard 12
d) Indicators and appendices for Standard 12
Appendix  12.1. Financial plan
Appendix  12.2. Financial report for the previous academic year
Standard 13: Role of students in self-evaluation and quality control 

Institutions of higher education provide for a significant role of students in the process of quality assurance, through the activities of student organizations and student representatives in the bodies that form part of the institution of higher education. This is further achieved through student surveys on the quality of the institution of higher education.
Instructions for the application of Standard 13:
13.1 Commission for quality assurance within the institution of higher education includes student representatives among its members.
13.2 Students use prescribed methods of giving their opinion on the strategy, standards, procedures and documents that assure the quality of the institution of higher education, including the results of self-evaluation and quality assessment of the institution of higher education.
13.3 A mandatory element in the self-evaluation of the institution of higher education is a survey aimed at providing insight into the attitudes and opinions of students on all issues explored in the process of self-evaluation. The institution of higher education is to organize and conduct the survey, to make its results publicly available and to include them in the overall self-evaluation and quality assessment.   

13.4 Students take active participation in the processes of continual development, realization and evaluation of study programmes within the curriculum. They are also involved in the development of assessment methods. 

	 
	Instructions for the preparation of documentation for Standard  13:
	

	The instructions for the preparation of documentation, analysis and assessment of standard 13
a)  Description of current conditions, analysis and assessment of Standard 13
The institution of higher education describes the strategies for involving the students in the processes of quality assessment and quality improvement and supports the description with relevant documentation and adopted reports. The institution submits a separate analysis of the procedures and corrective measures proposed should the standards fail to be met in areas assessed in the process of self-evaluation and subject to student evaluation.
b) Within this standard and using the method of SWOT analysis, the institution analyses and quantitatively assesses some of the following elements:
· student involvement in quality assurance bodies
· student involvement in self-evaluation
· student evaluation of the institution, study programmes and teaching
c)   Proposal for measures and activities for quality improvements for Standard 13

	d) Indicators and appendices for Standard 13
Appendix 13.1 Documentation that testifies to student involvement in self-evaluation and quality assessment
Appendix 13.1. Student surveys


Standard 14: Systematic monitoring and periodical quality control
The institution of higher education collects necessary data on quality assurance in a continual and systematic manner and conducts periodical control in all areas of quality assurance.
Instructions for the application of Standard 14:
14.1 The institution of higher education assures the realization of established standards and procedures for quality assessment and the realization of all tasks therein assigned to the participants in the system of quality assurance of the said institution.
14.2 The institution of higher education provides conditions and infrastructure for regular and systematic collection and processing of data necessary for quality assessment in all areas subject to self-evaluation.
14.3 The institution of higher education provides regular feedback on the competencies of its graduates from employers, representatives of the National Employment Service, alumni and other relevant organizations.
14.4 The institution of higher education provides data necessary for comparisons with international institutions of higher education in areas of quality assurance.
14.5 The institution of higher education performs periodical self-evaluation and quality control, whereby it controls the implementation of adopted strategies and procedures for quality assurance. Coincidently, it assesses whether the desired quality standards have been met. Periodical self-evaluation must include the results of student surveys. Self-evaluation is to be conducted at least once in three years.
	14.6 The results of self-evaluation conducted by the institution of higher education are presented to professors and teaching assistants through departments and expert bodies, to students through student organizations, to the Commission for Accreditation and Quality Assurance and to the general public.


	
	Instructions for the preparation of documentation for Standard 14:
	

	The instructions for the preparation of documentation, analysis and assessment of standard 14
a)  Description of current conditions, analysis and assessment of Standard 14
The institution of higher education presents the basic principles for the procedures of systematic monitoring and periodical quality control. It documents the extent to which the applied principles adhere to the strategic orientation of the institution. The institution of higher education analyses the existing infrastructure for the systematic monitoring and quality assurance. It lists the forms of cooperation and methods for exchanging information with other institutions of higher education that accomplish good results in the areas of research and student education. The institution of higher education highlights the principle of transparency in the areas of systematic monitoring and periodical quality control.
b) Within this standard and using the method of SWOT analysis, the institution analyses and quantitatively assesses some of the following elements:
- continuity in the realization of the processes of quality assurance and improvement;
- existence of infrastructure for systematic monitoring and quality assurance;
- regular feedback on the quality of graduate competencies;
- harmonization with the strategies for quality improvement pursued by other prestigious institutions of higher education, both domestic and international;
- periodical collection of data related to quality;
- transparency of the results of quality assessment.
c) Proposal for measures and activities for quality improvements for Standard 14

	d) Indicators and appendices for Standard  14
Appendix 14.1 Information available from the website of the institution of higher education concerning activities that assure systematic monitoring and periodical quality control and are aimed at maintaining and improving the quality of the institution’s performance.
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