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PREFACE 

 

This quality manual reflects how the quality management system at the School of Foreign 

Languages (BU-SFL) operates. It details the BU-SFLôs quality policy, quality objectives, 

organizational system, policies and procedures that help coordinate the BU-SFLôs activities to 

improve its functional effectiveness on a continuous basis.  The manualôs scope is, firstly, for 

internal use to communicate the BU-SFLôs quality management system within the school so that 

it is understood and adhered to by all staff, and therefore, its implementation is facilitated. Its 

scope is also for external use to inform the BU-SFLôs external stakeholders about its quality 

policy and quality assurance system.   
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ABBREVIATIONS  

 

ABTA:  Academic Performance Data Gathering Tool 

AEU:  Academic English Unit  

AIS:  Administrative Information System 

BU: Baĸkent University 

BUOBS: Student Affairs Information System  

BU-SFL: Baĸkent University School of Foreign Languages 

CDU: Curriculum Development Unit 

CEFR: Common European Framework of Reference  

EAP: English for Academic Purposes  

EPE: English Proficiency Exam 

EPU: English Preparatory Unit 

ESAP: English for Specific and Academic Purposes  

EBYS: Electronic Document Management System 

FLD: Foreign Languages Department 

GE: General English  

GSE: Global Scale of English  

MLU:  Modern Languages Unit 

PDCA: Plan, Do, Check, Act  

TEG:  Teacher's Evaluation Grade 

TDU:  Test Development Unit 

TT: Teacher Training 

TTDU: Teacher Training and Development Unit 
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1. BAķKENT UNIVERSITY 

Baĸkent University was established to address the increasing demand for higher education, to 

set an example with a more modern educational system, which coincided with the law no. 515 dated 

September 14, 1993, published in the Official Gazette on 13 January 1994, which was based on the 

decree law no. 515 dated September 14, 1993. The vision and insight of Prof. Dr. Mehmet Haberal, 

the founder and Honorary President of the university, paved the way for the establishment of the 

University. The Turkish Organ Transplantation and Burn Treatment Foundation (1980), the Dialysis 

Center (1982), the first hospital built in 1985 and the Haberal Education Foundation (1986) are all 

institutions that contributed to the process. 

In addition to the Faculty of Medicine (Medical Specialization Education), Nursing Junior 

College and Biomedical Devices Technology Vocational Junior College in Bah­elievler, Ankara, the 

construction of Baĸkent University in Baĵlēca Campus began and completed by the 1995-1996 

academic year.  

During  1998-1999 academic year, an Industrial Engineering graduate program and an Electrical 

and Electronics Engineering doctoral program opened in the Institute of Science and Engineering, 

which were the first two graduate education programs offered by the university. Additionally, at the 

end of the same academic year, Ayĸeabla College located in Ankara began to operate under the  

Baĸkent University umbrella. Thus, all education levels, from nursery school to postgraduate studies, 

were carefully designed and put into action for all stakeholders.  

Baĸkent University is one of the best and most preferred foundation universities in Turkey. It is 

comprised of 11 faculties, 1 state conservatory, 7 institutes, 7 vocational schools and 1 academy. As of 

the 2019-2020 academic year, the university embraces 16,000 students, 36,000 alumni, 1,718 faculty 

and 8,492 support and administrative staff.  

In 1997, Baĸkent University became the first foundation institute of higher education in Turkey 

to be certified by. During the 2017-2018 academic year, the university underwent the internal and  

external audits necessary to be certified by the Turkish Institution for Standardization (TSE). As of 

March 2018, Baĸkent University had acclaimed of the TS EN ISO 9001:2015 certification standard. 

Moreover, it is worth highlighting several other examples of recognition awarded to the university 

including: 

¶ Golden Quality Award New York 2013 International Quality Summit  

¶ Platinum Quality Award Paris 2015 International Quality Summit 

¶ Diamond Quality Award and Technology Award Frankfurt 2016 International Quality 

Summit 
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¶ Within the scope of the Academic Program Restructuring Studies (Bologna Process), 

the university, which carries the label of Diploma Attachment Label and European 

Credit Transfer System (ECTS) Label, was awarded a prize by NMEAB (National 

Medical Education Accreditation Board) enabling the reaccreditation of Faculty of 

Medicine in 2017 

¶ JACIE reaccreditation (Joint Accreditation Committee ISCT-EBMT) of Adana Adult 

Stem Cell Transplantation and Cellular Treatment Center  

¶ Gynaecologic Oncology Department and Advanced Stage Over Surgery Center was 

accredited by ESGO (European Society of Gynaecological Oncology) and EUR-ACE 

Label  

¶ EEPEAA (Engineering Education Programs Evaluation and Accreditation Association) 

accreditation was given to the Faculty of Engineering  

Baĸkent University provides education and health services to many different regions of the 

country in addition to its Baĵlēca Campus in Ankara. These services are offered in Ankara, Adana and 

Konya, Alanya, Ķskenderun, Ķstanbul, Ķzmir, Sakarya, ķanlēurfa, Tokat, Yalova and Zonguldak. 

Physicians, nurses and paramedics working for the university attend scientific and academic meetings, 

sharing their knowledge and experience with the world.  

Baĸkent University, celebrating its 25
th
 anniversary, has always taken on the role of leader and 

pioneer. This is valid not only for the field of science but also for cultural and social studies. Baĸkent 

University is sensitive towards changing social needs hence raises about issues such as women's and 

disadvantaged groups' rights such as the disabled. It is the university's goal that its graduates are not 

only successful but also socially responsible professionals.  

The university takes care to support cultural and historical endeavours. To exemplify, the 

Abdurrahim Tuncak Museum of Atat¿rk's House located on Baĵlēca Campus preserves national 

memory; and the Orchestra Academic Baĸkent, a successful private chamber orchestra was founded by 

Ankara's first and only permanent professional artists on October 29, 2003. Furthermore, the Letoon 

and Caunus archaeological sites demonstrates the university's efforts to protect the archaeological 

history of Turkey by contributing to the work to keep them alive. 

With its Radio, Television, Broadcasting, Communications and Advertisement Corp. and 

monthly magazine ñB¿t¿n D¿nyaò(Eng. the Whole World), Baĸkent University's media institutions 

provide accurate and reliable news and information. The university also publishes "Baĸkent University 

Bulletin" disseminates news about university to a wider audience and the "Baĸkentliyiz" magazine for 

the alumni. With its 12,500 m2 area and 1,200 person seating capacity, the university library, which 

opened in 2014, is the biggest university library in Turkey. 



BU-SFL 2019-2020 QUALITY MANUAL  

 

3 

 

The medium of instruction is mostly Turkish and 30% English. However, there are programs 

whose medium of instruction is 100% English. Such programs include: English Language Teaching, 

American Culture and Literature, Translation and Interpretation, Business Management, Economics, 

Political Science, Sociology, Medicine, Dentistry and Molecular Biology and Genetics. 

1.1. Vision, Mission, and Values  

The vision of Baĸkent University is to be a home for advanced and internationally appreciated 

academics as well as educational and health services. The established values of Baĸkent University 

are: Reason, Science, Scientific Productivity, Corporate Development and Institutional Identity, Work 

Discipline, Community Service, Objectivity, Reaching the Universal from the National, Continuous 

Improvement, Cooperation with  Stakeholders, Team Spirit, Creativity and Innovation. To actualize 

the mission of Baĸkent University in the most effective and desired way, three strategic action areas 

have been defined: 

ü Scientific production 

ü Making learning perfect 

ü Responding to the society's needs 

The mission of the university is to nurture individuals who believe scientific objectivity, who 

have a sense of national consciousness, who are inquisitive, productive, intelligent and conscientious, 

who possess analytical and critical skills, who have respect for universal law, who are humanists and 

environmentalists, creative and innovative and who are loyal to Atat¿rk. Therefore, it is vital for 

Baĸkent University to promote science, education, research and development in order to support 

Turkish people socioeconomically, technologically and culturally, to improve human health and to 

help develop human and environmental rights. 
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2. SCHOOL OF FOREIGN LANGUAGES (BU-SFL) 

From its establishment until 18 February 2015, the School of Foreign Languages was called the 

Foreign Languages Department. Each semester serving with nearly 160 language instructors, the BU-

SFL is one of the largest foreign language schools in Turkey.  

The BU-SFL aims to provide Baĸkent University students with the opportunity to learn foreign 

languages, particularly English, which are commonly used in the international arena. Its educational 

programs offer various courses to help them meet the language requirements necessary for their 

academic and social lives via student-centered methods and techniques.  

2.1. Vision, Mission, and Values 

Our mission is: 

¶ to provide  our students, who are our primary concern,  with high quality foreign language 

education, which takes into account their academic and social needs 

¶ to encourage our students to become responsible and conscientious learners, helping  them manage 

and monitor their own learning processes 

¶ to direct our teaching and learning activities towards fulfilli ng our vision by creating a team-

focused work environment 

¶ to make sure that our teaching staff adopts a sense of quality by means of efficient administrative 

processes 

¶ to be aware of the expectations of our internal and external stakeholders and create opportunities 

to cooperate them 

 

Our vision is to be a leading and exemplary foreign language education institution that creates a 

learning environment at an international level that is in the pursuit of truth, progress, novelty and being 

the best within the scope of our universityôs general mission, vision and strategic aims. 

 

The values we have adopted reflect the values of our university: 

 

 

¶ Reason and Science ¶ Objectivity 

¶ Scientific Productivity ¶ Reaching the Universal from the National 

¶ Creativity and Innovation ¶ Continuous Improvement 

¶ Work Discipline ¶ Cooperation with Stakeholders 

¶ Community Service ¶ Team Spirit 

¶ Corporate Development and Institutional Identity 
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3. BU-SFL QUALITY POLICY  

The BU-SFL strives for an effective teaching-learning environment.  For doing so, its foreign 

language education programs are continuously planned, implemented and reviewed through 

systematic and documented activities, and the outcomes are reflected in programs and managerial 

practices with the corrective and preventive changes made.  

BU-SFLôs quality policy is defined and strongly driven by the following principles: 

¶ consistently providing a quality foreign language education for improved student success and 

satisfaction  

¶ being sensitive to the changing needs and goals of students, teachers, administrative and support 

staff, as well as those of the university and the community 

¶ being adherent to existing laws, regulations, and global standards  

¶ establishing a quality-oriented and learning culture in the school that inspires staff to excel 

¶ learning from experience and feedback gained from monitoring each and every process 

¶ adopting a holistic approach towards quality within the school system and maintaining this stance 

towards its inter-related components 

Based on the quality policy, BU-SFLôs quality objectives are as follows:  

¶ to communicate the quality policy and objectives to learners, staff, university faculty members and 

administration in order for increased stakeholder involvement  

¶ to create and maintain a positive learning environment that helps each student feel safe, secure, 

valued and supported 

¶ to meet or exceed our studentsô expectations through the provision of needs-based educational 

programs 

¶ to design and document learning outcomes and appropriate assessment strategies to facilitate 

student learning, and to ensure individuals reach their full potential 

¶ to ensure that relationships within the school are based on mutual respect, work ethics and 

collegial principles  

¶ to make sure that teachers undertake effective teaching strategies underpinned by principles of 

best practice in pedagogy in order to maximize student learning outcomes 

¶ to review, revise and monitor objectives, processes, procedures, documents and forms regularly to 

make improvements in: 

Á curriculum design 

Á teaching-learning materials, resources, facilities 

Á assessment 

Á professional development 

Á classroom interactions 

Á working conditions  
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Á organizational decisions and operations 

Á relations with other academic units at the university 

Á ethos and overall climate 

 

¶ to recruit, develop and retain qualified foreign language instructors, administrative and support 

staff who continually diversify their skill set to better their professionalism and expertise 

¶ to design, use, evaluate and continuously improve quality assurance tools and techniques in order 

to:  

Á make sound judgments about the quality process in learning, teaching and managing  

Á develop improvement plans based on these judgments 

 

¶ to have the BU-SFLôs educational programs to be accredited by an external body for quality 

assurance at regular intervals 

3.1. The PDCA Cycle for Continuous Quality Improvement  

Our school adopts the methodology of the PDCA Cycle (Plan, Do, Check, Act), also known as 

the Deming Wheel, for continuous quality improvement and accepts the fact that the cycle has no end. 

The Administrative body of the school is responsible for ensuring that the cycle is being implemented 

by each academic and administrative unit of the school in an efficient fashion. 

 

                                              

Adapted from: Heyworth, F. 2013. Applications of quality management in language education. Language Teaching, 46:3, 

281-315.  

The quality cycle begins with the Plan step. In this step, the operational process is mapped by all unit 

heads and coordinators. To this end,  

¶ needs assessment is done  (e.g. needs of learners and staff) 

¶ learning/task objectives are identified  

¶ predicted outcomes are defined 

¶ programs, activity timetables, and procedures are designed 

¶ staff roles and responsibilities are delegated 

¶ every step is documented  

PLAN 

DO  CHECK 

ACT 

Learner Needs & 

Expectations 

X analyze the results 

X compare with the plan  

X note differences 

X establish       

objectives/tasks/processes 

X implement the plan                      

X collect data 

X study differences  

X conduct corrective actions                         

X apply the PDCA sequence              
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The Do phase of the cycle allows the plan to be executed. In this phase:  

¶ planned teaching-learning program is carried out (e.g. instruction is provided following the 

learning objectives) 

¶ procedures and processes are implemented  

¶ the stakeholders are kept informed of the progress at all times 

¶ every step is documented so as to collect data for analysis in the next step 

In the Check step,  

¶ evaluations of curriculum, teaching, learning and management are done 

¶ effectiveness of the procedures, activities and processes is reviewed  

¶ outcomes are analyzed to see whether they match the predicted ones  

¶ areas in need of improvement are identified 

¶ findings are documented 

Based on the review results, action is taken for the next round of quality improvement efforts in the 

final Act stage:   

¶ if the results are satisfactory and the objectives are met, then policies, processes and procedures 

are standardized 

¶ if not, changes are made for improvement 

¶ Repeat  the plan-do-check-act steps 

3.2. BU-SFL Quality Assurance System 

The BU-SFL quality assurance system aims to measure the effectiveness of the quality 

management system and to develop action plans for improvement in the teaching-learning activities 

and organizational processes. The system also helps the administration monitor the implementation of 

the quality improvement cycle performed by each unit of the BU-SFL. For the attainment of quality 

assurance at the BU-SFL, it is vital to obtain student and teacher views on educational and 

organizational processes, since they are the key stakeholders to be taken into consideration for 

improvement in quality. 

The BU-SFL employs various quantitative and qualitative tools and techniques in order to 

evaluate the process in the quality cycle. Unit-level and school-wide meetings are held to get 

continuous feedback on curriculum and assessment of the instructional programs. In addition, lesson 

observations, peer observations, induction programs and in-service seminars are designed to assure 

instructional quality. At the end of each academic year, an annual activity report on self-evaluation is 

prepared to make an overall review of the quality process. The outcomes of the review work are 

communicated to the staff, as well as the Rectorate and other interested parties. The BU-SFLôs quality 

assurance tools and techniques are shown in detail below: 
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3.2.1 Quality Assurance Tools and Techniques 

What  

Tool / Technique 

Why  Who  

To carry 

out 

When Outcome 

 

1. Student 

Satisfaction 

Questionnaire 

(online) 

To receive student feedback 

on the quality of the total 

university-wise educational 

experience 

Baĸkent 

Universityôs 

Quality 

Commission 

End of year Analysis report 

submitted to the 

Rectorate 

 

2. Staff 

Satisfaction 

Questionnaire 

(online) 

To receive staff feedback on 

the university-level and 

school-level satisfaction 

 

Baĸkent 

Universityôs 

Quality 

Commission 

End of year  Analysis report 

submitted to 

the Rectorate  

3. Student 

Evaluation of the 

Instructor  

Questionnaire 

(online) 

To receive student feedback 

on the teaching performance 

of particular instructors 

Baĸkent 

Universityôs 

Academic 

Performance 

Unit 

End of 

Semester 

Analysis report 

with an action plan 

prepared by the 

TTDU and 

submitted to the 

BU-SFL Board 

4. Student Needs 

Analysis 

Questionnaire 

(online) 

 

 

¶ To receive student views 

in order to identify their  

language needs, 

expectations, wants and 

interests  

¶ To develop goals, 

objectives and content for 

a language program 

¶ To use its data as a 

reference for evaluating an 

existing program  

CDU 

Members 

Beginning of 

Semester 

(Fall&Spring) 

Analysis report 

with an action plan 

prepared by the 

CDU and submitted 

to the BU-SFL 

Board and the Unit 

Heads 

5. Student 

Course / 

Program 

Evaluation 

Questionnaire 

(online) 

To receive student views on 

the course content, teaching 

materials, course policies, 

assessment, etc.  to review 

the existing program 

CDU 

Members 

End of 

Semester 

 

Analysis report 

with an action plan 

prepared by the 

CDU and submitted 

to the BU-SFL 

Board 

6. Instructor 

Course /Program 

Evaluation 

Questionnaire 

 (online) 

¶ To receive instructor 

views in order to identify 

student language needs, 

wants and interests  

¶ To develop goals, 

objectives and content for 

a language program 

¶ To use its data as a 

reference for evaluating an 

existing program 

CDU 

Members 

 

End of 

Semester 

Analysis report 

with an action plan 

prepared by the 

CDU and submitted 

to the BU-SFL 

Board 

 

7. Student 

Representatives 

Scheme 

To provide PREP students 

with the opportunity to 

participate in the 

management of quality 

standards within the BU-

SFL and to receive their 

views and feedback 

 

English 

Preparatory 

Admin 

Members 

Twice a 

Semester 

Meeting minutes 

documented and 

filed 

End of semester 

report submitted to 

the BU-SFL Board 
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8. Formative and 

Summative 

Assessment 

Tools/Techniques 

(Exams, Portfolio 

tasks, etc.)  

To evaluate studentsô 

learning process and/or to 

give them feedback on the 

achievement of the intended 

learning outcomes 

TDU 

Members  

Teaching 

Staff 

End of 

Semester 

 

Prep 

Program: End 

of program 

Analysis report on 

the exam results  

and end-of-semester 

grades prepared by 

TDU and submitted 

to the BU-SFL with 

an action plan  

9. Professional 

Development 

Needs Analysis 

Questionnaire 

(online) 

To receive instructor views 

to understand their needs, 

interests, expectations, and 

learning preferences in order 

to identify  areas for 

development and evaluate 

the practices they have 

undergone throughout the 

year 

TTDU 

Members  

End of the 

academic 

year  

Analysis report 

with an action plan 

prepared by the 

TTDU and 

submitted to the 

BU-SFL Board 

 

9. Professional 

Development 

Needs Analysis 

Questionnaire 

(online) 

To receive instructor views 

to understand their needs, 

interests, expectations, and 

learning preferences in order 

to identify  areas for 

development 

TTDU 

Members  

Beginning of 

the academic 

year  

Analysis report 

with an action plan 

prepared by the 

TTDU and 

submitted to the 

BU-SFL Board 

 

10. Academic 

Personnel 

Performance 

Evaluation 

System 

(university 

wide/online) 

¶ To provide teaching staff 

with evaluative feedback  

¶ to reward outstanding 

performance 

Baskent 

University 

Academic 

Performance 

Unit 

End of year Analysis report 

displayed on the 

website 

individual report 

given to the related 

instructor and 

his/her supervisor 

11. Clinical 

Classroom 

Observations 

To provide teaching staff 

with  developmental 

feedback for the 

improvement of their 

teaching performance 

TTDU 

Members 

Throughout 

the academic 

year (weekly, 

2-3 

observations 

by each 

trainer in 

TTDU) 

¶ Feedback to the 

instructor 

observed 

¶ End-of Semester 

Analysis report 

with an action 

plan prepared by 

the TTDU and 

submitted to the 

BU-SFL Board 

12. In-House 

Professional 

Development 

Talks, 

Workshops, 

Seminars, 

Programs 

To provide teaching staff 

with professional 

development opportunities 

related to their areas of 

interests/ needs  

TTDU  

Members  

 

Every two-

three weeks, 

could be 

more frequent 

if induction is 

included 

¶ Feedback on the 

sessions received 

from the 

participant 

instructors  

¶ End-of Semester 

Analysis report 

with an action 

plan prepared by 

the TTDU and 

submitted to the 

BU-SFL Board 



BU-SFL 2019-2020 QUALITY MANUAL  

 

10 

 

13. Complaints 

and Suggestions 

Form  

(online) 

To receive instant feedback, 

complaints and suggestions 

from staff as well as 

students 

BU-SFL 

Directorate 

Throughout 

the academic 

year 

¶ BU-SFL 

Directorate 

directs the 

complaint/ 

suggestion to the 

related unit,  

¶ Any taken action 

is documented 

 

 

MEETINGS  

What  Why  Who  

To carry out 

When 

 
Outcome 

 

1. Board 

Meetings 

 

 

 

To oversee and evaluate 

the weekly activities of 

the BU-SFLôs academic 

units 

Board Members 

and Unit Heads 

Every 

Week 
¶ Minutes 

documented and 

filed 

¶ Assignments 

given to the unit 

heads  

¶ Review of the 

previous week 

2. Opening 

Ceremony of the 

Academic Year  

To review the previous 

yearôs activities of the 

BU-SFL, to communicate 

new decisions, policies, 

practices to staff   

The Directorate Beginning 

of the 

Academic 

Year 

Minutes 

documented and 

filed 

Preventive and 

corrective action 

taken 

 

3. Meetings with 

the University 

Faculty 

Members  

 

¶ Getting field specific 

resources to prepare 

language teaching 

materials  

¶ To share ideas about 

studentsô progress, and 

emerging language 

needs 

 

The Board (if 

needed) 

Related Unit Head-

Vice Heads,  

CDU Members 

TDU Members 

Related 

Shareholders in the 

University  

When 

needed  

Minutes 

documented and 

filed  

Preventive and 

corrective action 

taken 

 

4. 

Standardization 

Meetings  

To ensure accurate and 

consistent marking 

 

TDU members and 

teaching staff 

After each 

exam 

Minutes 

documented and 

filed 

Preventive and 

corrective action 

taken  
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5. Unit Member 

Meetings 

To review ongoing 

activities and make the 

Unitsô operational plans 

EPU 

Administration 

AEU 

Administration 

MLU 

Administration 

CDU Members 

TTDU Members 

TDU Members 

When 

needed 

Minutes 

documented and 

filed 

Preventive and 

corrective action 

taken 

6. Teaching Staff 

Meetings  
¶ To ensure  related 

teaching staff are 

informed of the action 

plans and decisions 

taken by the Board and 

by the Unit Admin  

¶ To share ideas for 

quality improvement in 

the coordination and 

decision taking 

processes 

EPU 

Administration 

&Instructors 

AEU 

Administration 

&Instructors 

MLU 

Administration 

&Instructors 

Once a 

month 

Minutes 

documented and 

filed 

Preventive and 

corrective action 

taken 

7. Instructor 

Course 

/Program 

Evaluation 

Focus Group 

Meetings  

To share ideas about 

studentsô progress and 

review ongoing program 

implementation 

CDU Members 

Related Unit Head 

(if needed) 

Related Instructors 

Every two 

weeks 

Minutes 

documented and 

filed 

Preventive and 

corrective action 

taken 

8. Cross-Units 

Meetings 

To cooperate and share 

ideas about academic and 

administrative matters; 

take preventive and 

corrective actions 

EPU 

Administration 

AEU 

Administration 

MLU 

Administration 

CDU Members 

TTDU Members 

TDU Members 

When 

needed 

Minutes 

documented and 

filed 

Preventive and 

corrective action 

taken 
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4. ORGANISATIONAL STRUCTURE  

The BU-SFL has one department, The Department of Foreign Languages, which is made up of 

the English Preparatory Unit, the Academic English Unit and the Modern Languages Unit, whose 

activities are coordinated by heads and deputy heads. There are also other academic units responsible 

for the planning, implementation, evaluation and improvement processes in the BU-SFLôs activities. 

The BU-SFLôs support staff carry out office work, secretarial duties, cleaning, and maintenance to 

help the BU-SFL create a positive teaching-learning environment. They are recruited, appointed, and 

supervised by Baĸkent University Secretary General. 

4.1. Organisational Chart  
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4.2. Management Bodies, Roles and Responsibilities 

4.2.1. School Administrative Board 

The BU-SFLôs administrative board consists of the director, the vice director, the department 

chair, and two professors from the university for a term of three years.  The administrative board is 

responsible for supporting the director during the implementation of the decisions, ensuring the BU-

SFLôs instructional plans and programs are being implemented in line with the academic calendar, and 

taking strategic decisions on the matters that the director will bring about. 

4.2.2. School Board 

 The BU-SFLôs board consists of the director, the vice director, and the department chair. The 

Board members hold weekly meetings and take decisions on educational and administrative activities 

of the BU-SFL. They oversee the assigned activities of the BU-SFLôs academic units and ensure that 

their operations align with the overall mission and vision of the school and the university. 

4.2.3. Director 

The BU-SFLôs director is appointed by the Rector for a term of three years and mainly 

responsible for: 

¶ creating a positive work setting for the staff to provide quality foreign language education  

¶ establishing the coordination between the BU-SFL and the Rectorate as well as other units in the 

university 

¶ planning, organizing, directing, managing and overseeing  the BU-SFLôs activities 

¶ overseeing the activities of the administrative, teaching and support staff to ensure the expected 

quality standards are met 

¶ ensuring that the academic unitsô activities are consistent with the overall objectives of the BU-

SFL and Baĸkent University as well as the decisions made by BU-SFL Board 

¶ revising and/or formulating administrative and instructional policies, and promoting their 

implementation 

¶ evaluating the efficiency of  BU-SFLôs overall performance and applying improvements 

¶ fulfilling duties as assigned by his/her supervisors 

4.2.4. Vice Director 

The BU-SFLôs vice director is appointed by the director for a term of three years and mainly 

responsible for: 

¶ directing and facilitating the quality assurance activities 

¶ overseeing the quality improvement systems 

¶ coordinating the accreditation process  
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¶ assisting the BU-SFL director in following duties: 

 

¶ planning, organizing, directing, managing and overseeing  the day-to-day running of the BU-

SFL 

¶ overseeing the activities of the administrative, teaching and support staff to ensure the 

expected quality standards are met 

¶ ensuring that the academic unitsô activities are consistent with the overall objectives of the 

BU-SFL and Baĸkent University as well as the decisions made by BU-SFL board 

¶ revising and/or formulating administrative and instructional policies, and promoting their 

implementation 

¶ evaluating the efficiency of BU-SFLôs overall performance and applying improvements 

¶ managing the relationship with the internal and external stakeholders. 

¶ providing guidance to the staff and resolving personnel issues in a timely manner 

¶ improving the conditions of teaching and learning environment at the BU-SFL 

¶ fulfilling duties as assigned by his/her supervisors 

4.2.5. Chair of Foreign Languages Department  

The BU-SFL Foreign Languages Department Chair is appointed by the Rector for a term of 

three years and mainly responsible for: 

¶ supporting, holding accountable, developing, monitoring and leading a team of teachers and 

support staff within the Foreign Languages Department to deliver high standards of teaching 

and professional practice 

¶ achieving high standards of learning, student progress, improved attainment and support and 

challenge for students across all key stages 

¶ ensuring that the work of the department promotes a positive ethos and encourages social and 

moral responsibility through adherence to the school mission statement and aims.  

¶ effective oversight of each member of the Department 

¶ delegation and coordination of duties within the Department 

¶ managing the departmental stock, teaching resources and finances efficiently in order to 

achieve the aims of the school and the department 

¶ monitoring the teaching and work of the department, including the planning and preparation 

and delivery of lessons, the keeping of records and reports to parents 

¶ providing written reports and other information as required 

¶ holding departmental meetings and other activities 
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¶ overseeing the departmentôs presence at school functions and ensuring effective 

communication and consultation between the department and the other units of the Baĸkent 

University. 

¶ evaluating the efficiency and performance of the units affiliated to Foreign Languages 

Department, i.e. English Preparatory Unit, Academic English Unit and Modern Languages 

Unit 

¶ giving guidance to the heads of the units within the department. 

¶ coordinating the activities within the department with the activities of the other units of the 

BU-SFL. 

¶ fulfilling duties as assigned by his/her supervisors 

 

5. BU-SFL ENGLISH PREPARATORY UNIT  

The mission of BU-SFL English Preparatory Unit (EPU) is to help our students equip 

themselves with the necessary language skills and knowledge that will help them in their future 

academic studies. The EPU also aims to help them develop learner autonomy so that they can become 

more productive and successful individuals in their academic lives and professional careers. In order to 

achieve its mission, the EPU seeks to provide our students with a constructive learning environment so 

that they can strengthen their English language knowledge and skills in a communicative and 

productive way, as well as taking more responsibility for their own learning.  

The EPU aims to: 

¶ equip students with necessary English language skills to overcome language-based challenges that 

they encounter throughout their undergraduate and graduate academic studies 

¶ provide students with a highly elaborate and dynamic communicative skills-based program which 

harmoniously integrates grammatical, lexical and pragmatic aspects of the English language and 

four skills (namely; listening, speaking, reading, and writing) 

¶ help students become fluent both in oral and written communication and become confident in 

making use of these language skills in future departmental courses in which the medium of 

instruction is English 

¶ endow students with learner autonomy hence making them life-long learners 

¶ improve the quality of our teaching and learning environments in line with latest developments in 

the field 

¶ provide language education using the latest approaches, methods and technological tools 
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5.1. Programs Offered by the EPU 

There are three programs offered by EPU. The curriculum of these programs is prepared 

according to the Global Scale of English (GSE), which is a global English language standard 

developed by Pearson PLC, allowing teachers to measure learner progress. GSE extends the Common 

European Framework of Reference for Languages (CEFR) by pinpointing on a scale from 10 to 90 

what needs to be mastered for the four skills of speaking, listening, reading and writing within a CEFR 

level, using a more granular approach. 

The program follows three tracks of study: Program 1, Program 2, and Program 3, each of 

which takes 16 weeks and includes 16 to 24 weekly teaching hours. Each class is shared by two or 

three instructors. 

The weekly timetable for Programs 1 and 2 is as follows: 

 

 

 

 

 

 

 

 

 

The weekly timetable for Program 3 is as follows:  

 

 

 

 

  MONDAY  TUESDAY WEDNESDAY THURSDAY FRIDAY  

09:00-09:50           

10:00-10:50           

11:00-11:50           

12:00-12:50           

13:00-13:50   

14:00-14:50           

15:00-15:50           

16:00-16:50           
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Program 1 (Appendix 1) 

Program 1 is a General English course designed for students who have a limited knowledge of 

the language. The objective of the course is to help learners to achieve an overall English language 

proficiency of A2+ level on GSE and enhance their knowledge of English. It enhances four skills ï 

reading, listening, writing and speaking- through challenging tasks and thus enables students to 

become active and autonomous learners. 

In fall semesters, Program 1 population is around 600, and they are distributed into 

approximately 25 sections. In spring semesters, Program 1 population is around 200, and they are 

distributed into approximately 10 sections. Program 1 is not offered during the Summer Term. Yet, 

EPU offers a Summer Course during the Summer Term which aims to cover mostly Program 2 

objectives. Students who have failed in Program 1 at the end of spring semester may also register for 

the summer course.  Within the framework of the learning outcomes and competences designed for the 

course the objectives are as follows: 

¶ to learn basic grammatical structures 

¶ to gain awareness of English language and English speaking cultures 

¶ to understand on a basic level how English functions as a language 

¶ to speak English well enough to describe, narrate, and ask/answer questions in the present and past 

time about basic topics 

¶ to comprehend English with sufficient ability to grasp the main idea and supporting details in short 

conversations and reading texts 

¶ to deduce meanings from context and to comprehend more complex readings 

¶ to practise pronunciation and intonation of English  

¶ to write informal /formal paragraphs and letters 

¶ to learn vocabulary to such an extent as to communicate at a basic level in everyday life 

Program 2 

Program 2 is a General English course designed for students who have knowledge of the 

language at A2+ elementary level. The objective of the course is to help learners to achieve an overall 

English language proficiency of B1+ level on GSE and enhance their knowledge of English. It 

enhances four skills ï reading, listening, writing and speaking- through challenging tasks and thus 

enables students to become active and autonomous learners so that learners can express themselves 

confidently in a real English ï speaking environment.  

In fall semesters, Program 2 population is around 400, and they are distributed into 

approximately 15 sections. In spring semesters, Program 2 population is around 500, and they are 

distributed into approximately 22 sections. EPU offers a Summer Course during the Summer Term 

which aims to cover mostly Program 2 objectives. Students who have failed in Program 2 at the end of 
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spring semester may also register for the summer course. Within the framework of the learning 

outcomes and competences designed for the course, the objectives are as follows:     

¶ to gain awareness of English language and English speaking cultures 

¶ to cope flexibly with problems in everyday life (e.g. problems related to travelling on public  

transport, enrolling in a course, making travel arrangements) 

¶ to keep a conversation going and/or to enter unprepared into a conversation  

¶ to read and respond to various texts 

¶ to deduce meanings from context and comprehend complex texts 

¶ to produce connected texts on topics which are familiar or of personal interest 

¶ to expand their knowledge of vocabulary for comprehension and production 

¶ to link grammatical structures to their usage pattern and related language functions 

¶ to practise pronunciation and intonation of English 

 

 

 

 

Program 3  

This course aims at developing the language skills that are specified above in Program 2. This is 

a special course for the students of 100% English medium instruction Faculty of Medicine and Faculty 

of Dentistry programs. Its overall objective is to help learners to focus more on productive skills of 

English. 

Program 3 is for the students who start the fall semester in Program 2 and finish Program 2 

successfully at the end of the fall semester. Program 3 is not offered in fall semesters. In spring 

semesters, Program 3 population is around 20, and they are grouped into maximum 2 sections. 

Program 3 is not offered during the Summer Term. Within the framework of the learning outcomes 

and competences designed for the course, the objectives are as follows: 

¶ to read and respond to various academic texts 

¶ to deduce meanings from context and comprehend complex texts 

¶ to produce academic texts on topics which are common in their field of study 

¶ to expand their knowledge of vocabulary for comprehension and production 

¶ to cope with the challenges in academic life (e.g. taking notes during lectures, explaining ideas 

and views, delivering short presentations) 

¶ to keep an academic conversation going and/or to enter unprepared into an academic conversation  
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5.2. Coordination Process in the EPU  

5.2.1. Procedures Before the Prep Program Implementation  

At the start of each academic year, EPU follows the procedures below to prepare its English 

Preparatory Program for implementation.  

 

 

 

5.2.1.1. Planning Curriculum and Testing  

 

Planning the curriculum and testing 

Planning classes 

Planning class timetables and instructor timetables 

Allocating teaching/administrative duties to instructors 

C
U

R
R

IC
U

L
U

M
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Curriculum  

EPU Head works together with CDU, TDU, 
FLD and SFL. The necessary weekly teaching 
hours and office hours for the curriculum to 
achieve its stated aims and objectives are 

identified. They are distributed on the weekly 
timetable by EPU in accordance with the 

University working hours and SFL directives.  

Student Population 

The number of students that will enter the EPU 
program indicates the number of classrooms 
and sections that will be necessary. This, in 

turn, together with the weekly teaching hours, 
indicates the necessary number of instructors 

who will teach those sections.  

Persons of Responsibility 

PoRs like Heads or Unit Members have 
different weekly teaching loads than standard 
instructors. Their timetables are arranged in a 
way to let them carry out their responsibilities 

successfully.  

Instructor Needs 

SFL encourages the instructors to carry out 
further academic studies like MA or PhD 

degrees. EPU Head acquires from the 
instructors their requests of weekly off hours 

(which may not exceed two half-days at most) 
which they will use to atttend MA or PhD 
classes. The weekly timetables of these 
instructors are arranged accordingly.  

EPU Head plans the 
class timetables and 
instructor timetables 

according to four types 
of data indicated here.  

5.2.1.2. Planning Class Timetables and Instructor Timetables 

5.2.1.3. Allocating Teaching / Administrative Duties to Instructors  

The EPU Head, with the approval of FLD and the BU-SFL Board, allocates teaching and 

administrative duties to different instructors in accordance with the criteria indicated in the pyramid 

below. From bottom to top, the pyramid indicates the importance of the criteria in this process.  

 

 

 

 

 

 

 

 

 

 

 

 

Instructor's  

inclinations 

Assessment of the instructor 
by his/her current and/or 

previous Head 

Instructor's overall performance in SFL 
determined by student evaluation, Academic 
Performance Evaluation scores and current 

and/or previous responsibilities 

EPU's needs in terms of teaching load and Units' workloads 



BU-SFL 2019-2020 QUALITY MANUAL  

 

21 

 

5.2.2. Procedures Followed During Prep Program Implementation  

Once the English Preparatory Program is ready for implementation, the EPU Head carries out 

the following procedures to monitor and manage the program implementation process. 

 

 

 

 

5.2.2.1. Planning and Administering Meetings 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

Planning and Administering Meetings Handling Instructor Absence 

Handling Information  Student Representatives 

Record Keeping 

Planning 

The EPU Head plans 
meetings on the timetable 

at the beginning of the 
semester. 

Administering 

The EPU Head makes sure 
that meeting minutes are 
kept during each meeting, 
typed, and signed by all 

participants.  

Instructor Participation  

Instructor participation to  
meetings  which are held 
every month is obligatory. 

Instructors participate 
according to CDU directives 

and assignments. 










































































































































































































































































