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PREFACE
Dear Colleague,

This handbook has been primarily prepared to acquaint you with the policies, rules, regulations,
procedur es, and professional behavior al expecta
Languages (BLSFL). Another aim of the handbook is to spegdtiue orientation process of our
recently recruited instructors. You are also supposed to read this handbook and know about the

contents. As compulsory amendments are made to the handbook in the following semesters, you will

be required to read its updateetsion.

Thank you in advance for all your continued support, enthusiasm, and dedication to our mission.

BAKKENT UNI VERSITY

SCHOOL OF FOREIGN LANGUAGE (BU -SFL)



ACKNOWLEDGEMENT OF RECEIPT

I have redandbheoki®ctadnd understood the content :
sought clarification on those issues | do not understand.

| agree to comply with the BSFL policies, rules, regulations, procedures, and professional
behavioral expectations. | alsodanstand that the contents of this handbook are not a contract

or implied contract with staff, and that the contents can be amended, updated, added or deleted
at any time.

Signed by

Date:

Signhature

(Please submit a signed copy of this page to the Unit Secretary)
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ABBREVIATIONS

ABTA: Academic Performance Data Gathering Tool
AEU: Academic English Unit

AIS: Administrative Information Sstem
BUBakkent University
BUOBS: Student Affairs Information System
BU-SFL:Bakkent University School
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. BAKKENT UWI VERSI T

Bakkent University was established to addr ess
set an example with a more modern educational system, wbiohided 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 Honoraryresident 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 Found&g8) @re all

institutions that contributed to the process.

In addition to the Faculty of Medicine (Medical Specialization Education), Nursing Junior
Coll ege and Biomedical Devices Technol ogy Vocati
construco n o f Bakkent University in Bajl éecH9%Campus

academic year.

During 19981999 academic year, an Industrial Engineering graduate program and an Electrical
and Electronics Engineering doctoral program opened in the testifuScience and Engineering,
which were the first two graduate education programs offered by the university. Additionally, at the
end of the same academic year, Aykeabla Coll eg:
Bakkent Uni v ehus alltegucatiomlevels, frdmanursery school to postgraduate studies,

were carefully designed and put into action for all stakeholders.

Bakkent University is one of the best and mos
comprised of 11 fadties, 1 state conservatory, 7 institutes, 7 vocational schools and 1 acadeofly. A
the 20192020academicyear, the university embraces 16,000 students, 36,000 alumni, 1,718 faculty

and 8,49%upport and administrative staff.

In 1997, B a xHecame the firat foundation ingtitute of higher education in Turkey
to be certified by. During the 2042018 academic year, the university underwent the internal and
external audits necessary to be certified by the Turkish Institution for StandardigB@ig). As of
March 2018, Bakkent University had accl ai med of
Moreover, it is worth highlighting several other examples of recognition awarded to the university

including:

Golden Quality Award New York 2018ternational 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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9 Within the scope of the Academic Program Restructuring Studies (Bolgrtass),
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

1 JACIE reaccreditation (Joint Accreditation Committee ISEBMT) of Adana Adult
Stem Cell Transplantation and Cellular Treatment Center

1 Gynaecologic Oncology Department and Advanced Stage Over Surgery Center was
accredited by ESGO (European Sogief Gynaecological Oncology) and ELRCE
Label

1 EEPEAA (Engineering Education Programs Evaluation and Accreditation Association)
accreditation was given to the Faculty of Engineering

Bakkent University provides e darentaagiorsmofthend he
country in addition to its Bajl éca k&aAdanasandi n An k
Konya, Al anya, KgknémderSuank,ar et ankbaunll,e ukK f a, Toka
Physicians, nurses and paramedics workimghe university attend scientific and academic meetings,
sharing their knowledge and experience with the world.

Bakkent Uni ver s i"aniyersane has dways taken gn the tole of 2eader and
pioneer. This is valid not only for theefi d of sci ence but also for cul i
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 thatuidsegrare 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 At at ¢r k' s House | o
memory; and the Orchestra Academic Bakkent, a su
Ankara's first and only permanent professional artists on October 29, 2003. Furthermore, the Letoon
and Caunus archaeological sites demonstrates the uty'sekdiforts 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
mont hly magazi ne theBNholg WorliD, ¢ n B auileeEin's media institutions
provide accurate and reliable news and informat.i
Bulletin" disseminates news about university to
the alumni. With itsl2,500 m2 area and 1,200 person seating capacity, the university library, which
opened in 2014, is the biggest university library in Turkey.
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The medium of instruction is mostly Turkish and 30% English. However, there are programs
whose medium of instructiois 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.Mission, Vision and Values

The mission of Bakkent University is to nurt.
who have a sense of national consciousness, who are inquisitive, productive, intelligent and
conscientious, who possess analytemad critical skills, who have respect for universal law, who are
humanists and environmentalists, creative and ianov v e and wh orkdheefore,tigal t o
vital for Bakkent University to promoorderts ci ence
support Turkish people socioeconomically, technologically and culturally, to improve human health
and to help develop human and environmental rights.

The vision of the university is to be a home for advanced and internationally appreciated
acaderits as well as educational and health services. The established @dluesB a Kk k e n t Uni v ¢
are:Reason, Science, Scientific Productivity, Corporate Development and Institutional Identity, Work
Discipline, Community Service, Objectivity, Reaching thévéisal from the National, Continuous
Improvement, Cooperation with Stakeholders, Team Spirit, Creativity and InnovBbicactualize
the mission of Bakkent University in the most e
have been defined:

U Scientific production
i Making learning perfect

U Responding to the society's needs
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2. SCHOOL OF FOREIGN LANGUAGES (BU-SFL)

Fromits establishmentintil 18 February2015,the Schoolof ForeignLanguagesvascalledthe
ForeignLanguage®PepartmentEachsemesteservingwith nearly 160 languagenstructors the BU-
SFLis oneof thelargestforeignlanguageschoolsin Turkey.

The BU-SFL aimsto provideB a k kUmnimetsity studentswith the opportunityto learnforeign
languagesparticularly English, which are commonlyusedin the internationalarena.lts educational
programsoffer various coursesto help them meet the languagerequirementsnecessaryfor their

academiandsociallives via studentcenteredmethodsandtechniques.

2.1. Mission, Vision, and Values
Our missionis:

1 to provide our students,who are our primary concern, with high quality foreign language
educationwhich takesinto accountheir academi@ndsocialneeds

1 toencourag®ur studentso becomeesponsibleandconscientiousearnershelping themmanage
andmonitortheir own learningprocesses

1 to direct our teachingand learning activities towardsfulfilli ng our vision by creatinga team
focusedwork environment

1 to makesurethatour teachingstaff adoptsa senseof quality by meansof efficient administrative
processes

1 to beawareof the expectation®f our internaland externalstakeholdersand createopportunities
to cooperatehem

Ourvision is to be a leadingandexemplaryforeignlanguagesducatiorinstitutionthat createsa
learningenvironmengt aninternationalevel thatis in the pursuitof truth, progressnoveltyandbeing

thebestwithin thescopeof ouru n i v e gesdraimigsdon,vision andstrategicaims.

The valueswe haveadoptedeflectthe valuesof our university:

1 ReasorandScience 1 Obijectivity

9 ScientificProductivity 1 ReachingheUniversalfromtheNational
1 CreativityandInnovation 1 Continuoudmprovement

1 WorkDiscipline 1 Cooperatiorwith Stakeholders

1 CommunityService 1 TeamSpirit

1 CorporateDevelopmenand Institutional Identity
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3. ORGANISATIONAL STRUCTURE

The BU-SFL hasonedepartmentThe Departmenbf ForeignLanguageswhich is madeup of
the English PreparatoryUnit, the AcademicEnglish Unit and the Modern LanguagedJnit, whose
activitiesare coordinatedby headsand deputyheadsTherearealsootheracademiaunits responsible
for the planning,implementationgvaluationandimprovementprocessesn the BU-S F L dctvities.
The BU-S F L sugportstaff carry out office work, secretarialduties, cleaning,and maintenanceo
help the BU-SFL createa positive teachimg-learningenvironment.They arerecruited,appointed and

supervisedy B a k kUmivetsity SecretaryGeneral.

3.1. ORGANIZATIONAL CHART

BASKENT UNIVERSITY
SCHOOL OF FOREIGN LANGUAGES ORGANISATIONAL CHART

School Administrative Board
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eputy Heads eputy Heads

Inst. Ahmet Giilsat Inst. Selma Kasimay g_EPUtk_l‘_H:tﬂd

Inst Bilgenur Aydin Inst. Tugay Elmas nem [ekten
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3.2. MANAGEMENT BODIES, ROLES AND RESPONSIBILITIES

3.2.1. School Administrative Board
TheBUSFLOs administrative board consists of the
chair, and twgrofessors from the university farterm of three years. The administrative board is
responsible fosupporting the director during the implemegiin of the decisions, ensuritige BU-
S F Liassuctional 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.

3.2.2. School Board

The BUS F Lliard 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 BUSFL. They oversee the assigned activities of theBEIL 6 s aunits drel eniswre that
their operations align with the overall mission and vision of the school and the university.

3.2.3. Director
TheBUSFLG6s director is appointed by the Rector
responsible for:

creating a positive ark setting for the staff to provide quality foreign language education
establishing the coordination between the-BEL and the Rectorate as well as other units in the
university
planningorganizing, directing, managing and overseeing theSBRJL 6 sitiea ct i v
overseeing the activities of the administrative, teaching and support staff to ensure the expected
quality standards are met

T ensuring that the academic unitsodd activ- ties e
SFL and Ba k kas wdll aslthe decissonssriade py-BBL Board

1 revising and/or formulating administrative and instructional policies, and promoting their
implementation
evaluating the efficiencyof BB FL6s over al l performance and app

fulfilling duties & assigned by his/her supervisors

3.2.4. Vice Director
TheBUSFLG6s vice director is appointed by the di

responsible for:

9 directing and facilitating the quality assurance activities

1 overseeing the qualiynprovement systems
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coordinating the accreditation process

assisting the BLSFL director infollowing duties

o planning, organizing, directing, managing and overseeing th¢oetdgy running of the BU
SFL

0 overseeing the activities of the administratiteaching and support staff to ensure the
expected quality standards are met

O ensuring that the academic unitsé activities
BU.SFL and Bakkent University -Skilsboawk|l | as the d

o revising and/or formulating administrative and instructional policies, and promoting their
implementation

o evaluating the efficiencyofBO FLOs overall performance and apg

0 managing the relationship with the internal and external stakeholders.

o provding guidance to the staff and resolving personnel issues in a timely manner

0 improving the conditions of teaching and learning environment at th8EU

1 fulfilling duties as assigned by his/her supervisors

3.2.5. Chair of Foreign Languages Department
TheBU-SFL Foreign Languages Department Chair is appointed by the Rector for a term of
three years and mainly responsible for:

9 supporting, holding accountable, developing, monitoring and leading a team of teachers and
support staff within the Foreign LanguagBepartment to deliver high standards of teaching
and professional practice.

9 achieving high standards of learning, student progress, improved attainment and support and
challenge for students across all key stages

1 ensuring that the work of the departmpnmimotes 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
managingthe departmental stock, teaching resources and finances efficiently in order to
achieve the aims of the school and the department.

9 monitoring the teaching and work of the department, including the planning and preparation
and delivery of lessons, the kémg of records and reports to parents.
providing written reports and other information as required.

holding departmental meetings and other activities,
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T overseeing t he department 6s presence at S
communication and consut at i on bet ween the department anj
University.

1 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.

9 fulfilling duties as assigned by his/her supervisors

3.3 ADMINISTRATION OF FUNCTIONAL UNITS
3.3.1. BU-SFL English Preparatory Unit

3.3.1.1 Unit Head

EnglishPreparatory Unit Head is responsible for the organization and coordination within the
Unit and assisting learners in gaining the necessary language skills; seeking opportufitibeno
developing the motivating atmosphere in the Unit; managing the staff performance in line with the
policies, rules and regulations of the University and the School of Foreign Languages; ensuring the
guality standards within the Unit are maintairsed enhanced.
The duties of the Unit Head involve
1 Identifying program needs and informing school administration in order to enhance effective
teaching and learning process.
1 Working in partnership with other units to ensure that schedules are devatuped
maintained.
Leading the unit through effective teaching, professional vision and knowledge.
Ensuring that education and training in the unit is conducted effectively
Providing a professional environment between the instructors in the unit for the@oiffpo
achieving effective education.
1 Identifying the problems of the unit related to education and inform the head of the
department.
Mai ntaining and monitoring appropriate recor
Participating in meetings, workshqpgainings and seminars for the purpose of conveying
and gathering information required to perform functions.

1 Providing support and guidance for staff within the unit.
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Maintaining that the lessons are conducted by each instructor in the unit on alvagigdar
Communicating with other units about setting up English course days and hours/schedules.
Ensuring regular course registrations at the beginning of each academic term

Determining the course hours/schedule and notify other units in the school.

Prepariy / di stri buting instructorso timetables
Ensuring that the lessons are distributed in a balanced way among the instructors in the unit
Organizing and holding meetings with the unit members

Keeping track of instructor absenteeism

= =4 -4 -4 A -—a -8 - -2

Carrying out predetermined activities to prevent nonconformities arising from instructor

absenteeism.

1 Determining the number of instructors needed to be employed and reporting it to the head of
the department at the end of each academic year.
Overseeing produain of the unit handbooks and ensuring that it is thorough and up to date
Seeking information on departmental issues and reporting to the head when required by the
head of the department

T Making sure that a variety of reports and written materials arenapar the purpose of

documenting activities and ensuring compliance with established guidelines.

Being in charge of preparing the agenda of the unit for school executive board meetings

Attending the school executive board meetings

Fulfilling other duties as assigned by his/her supervisors.

3.3.1.2.Deputy Head

English Preparatory Unit Deputy head is responsible for the organization and coordination
within the Unit and assisting learners in gaining the necessary language skills and seeking
opportunitiedo further developing the motivating atmosphere in the Unit.

The duies of the Unit Deputy Head involve
9 Participating in meetings, workshops, trainings and seminars for the purpose of conveying and
gathering information required to perform functions.
9 Carrying out the necessary responsibility for all the activities, operations and work related to
the curricular studies.
1 Preparing a variety of reports and written materials for the purpose of documenting activities
and ensuring compliance with established guidelines.
Overseeing production of the unit handbooks and ensuring that it is thorough and up to date.

Fulfill dutiesas assigned by his/her supervisors.
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The Deputy Head assists the Head mainly for the following:

1 Identifying program needs and informing school administration in order to enhance effective
teaching and learning process.

1 Working in partnership with other iig, departments/faculties to ensure schedules are
developed and maintained.

Ensuring that education and training in the unit is conducted effectively.

1 Providing a professional environment between the instructors in the unit for the purpose of
achieving efflective education.

f Maintaining and monitoring appropriate recor ¢

1 Providing support and guidance for staff within the unit.

1 Maintaining that the lessons are conducted by each instructor in the unit on alvagidar

1 Communicating with relevant units about setting up English course days and hours/schedules.

1 Informing about regular course registrations at the beginning of each academic term.

9 Determining the course hours/schedule and notify other units in thelscho

T Preparing/distributing instructorso6 timetabl e

1 Ensuring that the lessons are distributed in a balanced way among the instructors in the unit.

1 Organizing and holding meetings with the unit members.

1 Keeping track of instructor absteeism.

1 Carrying out predetermined activities to prevent nonconformities arising from instructor

absenteeism.

The Deputy Head is responsible on behalf of the Head mainly for the following:

Leading the unit through effective teaching, professional visimhknowledge.
Identifying the problems of the unit related to education and inform the head of the unit.
Determining the number of instructors needed to be employed and reporting it to the head of
the unit at the end of each academic year.
1 Seeking informdon on issues related to the unit and reporting to the head when required by

the head of the unit.
Being in charge of preparing the agenda of the unit for school executive board meetings.
Attending the school executive board meetings on behalf of the dfe#ite unit when
necessary.

3.3.2.BU-SFL Academic English Unit

3.3.2.1Unit Head

BU-SFL Academic English Unit Head is responsible for the organization and coordination

within the Unit and assisting learners in gaining the necessary language skills; seeking opportunities to

10
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further developing the motivating atmosphere in the Unintifléeng program needs and informing
school administration in order to enhance effective teaching and learning process; managing the staff
performance in line with the policies, rules and regulations of the University and the School of Foreign
Languages;msuring the quality standards within the Unit are maintained and enhanced.
The duties of the Unit Head involyve
1 Working in partnership with other units, departments/faculties to ensurectnogsilar
links and schedules are developed and maintained.
Leadng the unit through effective teaching, professional vision and knowledge.
Ensuring that education and training in the unit is conducted effectively.
Providing a professional environment between the instructors in the unit for the purpose of
achieving eféctive education.
1 Identifying the problems of the unit related to education and inform the head of the
department.
Mai ntaining and monitoring appropriate reco
Participating in meetings, workshops, trainings angirsars for the purpose of conveying
and gathering information required to perform functions.
9 Carrying out the primary responsibility for all the activities, operations and work related to
the curricular studies regarding both compulsory and elective sourse
Providing support and guidance for staff within the unit.

Maintaining that the lessons are conducted by each instructor in the unit on a regular basis.

=

Communicating with faculties/departments about setting up English course days and
hours/schedules.

Ensuring regular course registrations at the beginning of each academic term.
Determining the course hours/schedule and notify other units in the school.

Preparing/distributing instructorsod timetahb

=A =4 =4 =

Ensuring that the lessons aretdizited in a balanced way among the instructors in the

unit.

=

Organizing and holding meetings with the unit members.

Keeping track of instructor absenteeism.

Carrying out predetermined activities to prevent nonconformities arising from instructor

absenteam.

1 Determining the number of instructors needed to be employed and reporting it to the head
of the department at the end of each academic year.

9 Overseeing production of the unit handbooks and ensuring that it is thorough and up to

date.

11
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1 Seeking information on departmental issues and reporting to the head when required by
the head of the department.

1 Preparing a variety of reports and written materials for the purpose of documenting
activities and ensuring compliance with established djnieke
Being in charge of preparing the agenda of the unit for school executive board meetings.
Attending the school executive board meetings

Fulfill duties as assigned by his/her supervisors.

3.3.2.2. DeputyHead
BU-SFL Academic English Unit Deputy He&lresponsible for the organization and
coordination within the Unit and assisting learners in gaining the necessary language skills ;seeking
opportunities to further developing the motivating atmosphere in the Unit.
The dities of the Unit Deputy Hal involve
9 Participating in meetings, workshops, trainings and seminars for the purpose of conveying and
gathering information required to perform functions.
9 Carrying out the primary responsibility for all the activities, operations and work relatesl to th
curricular studies regarding both compulsory and elective courses.
1 Preparing a variety of reports and written materials for the purpose of documenting activities
and ensuring compliance with established guidelines.
Overseeing production of the unit h&wodks and ensuring that it is thorough and up to date.

Fulfill duties as assigned by his/her supervisors.

The Deputy Head assists the Head mainly for the following:

Leading the unit through effective teaching, professional vision and knowledge.
Identifying the problems of the unit related to education and inform the head of the unit.
Determining the number of instructors needed to be employed and reporting it to the head of
the unit at the end of each academic year.

1 Seeking information on departmental issaad reporting to the head when required by the
head of the unit.
Being in charge of preparing the agenda of the unit for school executive board meetings.

Attending the school executive board meetings.

The Deputy Head is responsible on behalf of the Headainly for the following:

1 Identifying program needs and informing school administration in order to enhance effective
teaching and learning process.
1 Working in partnership with other units, departments/faculties to ensureacnogsular links

and schedes are developed and maintained.

12
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Ensuring that education and training in the unit is conducted effectively.
Providing a professional environment between the instructors in the unit for the purpose of
achieving effective education.

 Maintainingand monitonng appr opriate records of students

3.3.3. BUSFL Curriculum Development Unit
3.3.31 Unit Head

BU-SFL Curriculum Development Unit éhd is responsible fothe development, execution
and improvement of the curricula of English Preparatory Unit, Academic English Unit and Modern
Languages Unit; managing the staff performance in line with the policies, rules and regulations of the
University and the School ofdfeign Languages; ensuring the quality standards within the Unit are

maintained and enhanced.

The duties of the Unit Head involve

9 undertakingthe needs analysis studies for language education together with curriculum
development unit coordinators and all curriculum development unit members and directs
curriculum development studies in line with the identified needs, objectives and targets;

9 condicting the process of course book selection and course material development in
accordance with the identified needs, goals and objectives;

1 managingthe process of writing language education curriculum to be given at the beginning
of each academic semester and distributing course syllabi, course abstracts, course books and
supplementary course materials to the instructors by the curriculum developmiéent
members;

1 having periodic meetings with curriculum development unit coordinators throughout the
academic year about the flow of programs, the effectiveness of textbooks and course
materials, the feedback from curriculum development unit membersyrdbiems occurring
during the implementation of the curricula, and short and/or long term solutions to these
problems;

91 reportingthe issues discussed during the meetings with the curriculum development unit
coordinators to the members of the Academic Board;

9 decidingon the curriculum evaluation calendar and supervises the evaluation process at the
end of each semester. Accordingly, he makes curriculum development unit coordinators send
curriculum evaluation forms via email to curriculum development unit reesnl-ollowing
this, he makes curriculum development unit members send the forms to relevant instructors.

Finally, he makes sure the evaluation reports are written in due time.

13
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In light of the evaluation reports sent by the curriculdevelopment unit cadinators,
reportingthe evaluation including the strengths, parts to be developed and recommendations
of each education curriculum carried out at that time to the Director of Foreign Language
Schools, the Head of Foreign Language Department, the HeladgtiEh Preparatory Unit,

the Head of Academic English Unit and the Head of Modern Languages Uhé ahd of

each semester and also determinting necessary documents, books, staff, education needs
and deficiencies for the next semester and offersestigams for them;

preparinga summer action plan with the curriculum development unit coordinators according
to the decisions taken within the framework of improvement and development activities to be
carried out in the curricula;

controlingthe activitiedor the next semester according to the summer action plan;
participatingin Academic Board meetings of the School of Foreign Languages;

informing the curriculum development unit coordinators about the decisions taken in the
Academic Board of Foreign Langges School and ensures their implementation;

giving information about the implementation of the curricula in the School of Foreign
Languages to trainee instructors during their orientations given at the beginning of each
academic year;

controlingwhether the information in the information packs of each curriculum in the School
of Foreign Languagds updated regularly;

giving the undergraduate and vertical transfer students the necessary official document
showing the courses they have successfullyptetad in the School of Foreign Languages
providing communication and coordinatiamith the representatives of the publishing houses
used in the curricula of the School of Foreign Languages.

fulfill ing duties as assigned by his/her supervisors.

3.3.3.2 English Preparatory Unit Curriculum Coordinator

BU-SFL English Preparatory Unit Curriculum Coordinator is responsibledeelopng and

revigng specific pograms for Preparatory Unigssising Curriculum Development @rdinator in

planning, coordinatingthe work of Prep Unit Curriculum Developers

The dutief the Curriculum Coordinator involve

T

developng and revisingspecific programs for Preparatory Unit by assisting Curriculum
Development Head

assising Curriculum Development Head in mducting needs analysis, analysing coursebooks
and setting objectives

coordinatingPreparatory Unit Curriculum Developers by preparing operational plans
monitoling the work carried out by group membenmsdacheckng the quality of materials

produced by grap members

14
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9 assising Curriculum Development Head in designing and developing Summer School
programs

being in coordination with th&esting Unit to ensure effective delivery of the curriculum
organizingthe distribution of programs to the instructors and relevant materials

contributingto program evaluation by getting feedback from all interested parties

=A =4 =4 =4

maintainng channels of communication within the Unit and the School by attending regular
meetings ad giving feedback to Curriculum Development Head

9 fulfil ling other job related duties as requiredhis/her supervisors

3.3.33 English Preparatory Unit Curriculum Developer
BU-SFL English Preparatory Unit Curriculum Developer is responsiblepfeparing and
coordinatingenglish Prearatory program curriculum; beiiig contact with instructors and other units

continuouslyand providingsupplementary material support during the year.

The duties of the English Prepamgt Unit Curriculum Developéenvolve:
9 listing the coursebooks that are going to be used igli&in Preparatory Program and
distributingthem to the instructors by signing
1 identifying / preparingand distribute course outline and content, pacing, goals and objectives
of the programin-class teaching materials to the related parties
9 organizingthe files of inclass supplementary materials that are going to be used and make
them ready for use
1 gatheing feedback from the instructors on-dtass teaching materials and pacing and to
inform them about it
announcinghe changes in the program to the instructors and other units orally or written
supporing the instructors when choosingétass supplementary materials

looking for sources for extra supplementary materials

=A =4 =4 =

makingthe appropriate sources ready ftassroom use by adapting and categoritivam as

visual, audio and written

=

filling the written supplementary materials according to their levels
uploadingthe audio and visual supplementary materials to online databas
havingthe supplemery materials photocopied and distributithgm to the instructors when
necessary
1 preparingextra supplementary matdsgvisual, audio, written), havindpem photocopied and
to distribute them
9 checling the appropriateness of-alass supplementary materials prepared by the instructors

with regard to student profile i.e. level/expectations/short and longer term needs

15
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participatingin the weekly meetings of Curriculum Development Unit
preparingrevision materials periodically andistributingthem
proofreadng the exams prepared by Té&stvelopment Unitcheckng their appropriateness in
terms of the curriculum argtesering feedback orally

1 compiling English Preparatory Progm Summer School booklets and havihgm published
in requested numbers

1 giving online program evaluain forms to the instructors, prepariag evaluation report in
the light of the feedback given armteserning the report to the English Preparatory Unit
program Development Coordinator at the end of eacheatiaderm

1 revisingthe preparatory program in the light of the feedback given during the term and at the
end of the term

9 coordinatingsummer school program (arranging the classrooms, providing classroom keys for
the teachers, preparing the list of subgtitteachers, preparing the pay checklist, distributing
the booklets to the instructors and students)
preparingsummer school pacing andétass supplementary materials
geting oral feedback from the instructors teaching in summer school related footiram
and materials and revisitige program

9 fulfill ing duties as assigned by his/her supervisors.

3.3.3.4. Academic English Unit Curriculum Coordinator
Academic Englistunit Curriculum Coordinatoiis responsible for the development, execution

and improvementf the curriculumof Academic English Programme.

The resporibilities of the Coordinator involve

9 together with Curriculum Development Heamhdertakinghe needs analysis studies for language
educationand diredng curriculum development studies in line with the identifieeeds,
objectives and targets.

9 together with Curriculum Developmehtead developingand conductingthe process of course
book seletion and course material development in accordance with the identified needs, goals and
objectives identified tlmugh needs assessment procedure.

9 at the beginningf each academic semester, managfiregprocess of writing and distributing the
course syllai, course abstracts and distributing the course books and course materials by the
Academic English Grriculum Developers and ensuring their implementation.

1 Dbefore the exams managitite process of uploading revision materials to electronic media by the
Academc English Curriculum Developers.

1 having periodic meetings with the Academic English Curriculum Developers throughout the

academic year about the flow of programs, effectiveness of textbooks and course materials,

16
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feedback, the problems occurring durthg implementation of the curricula and short and/or long
term solutions to these problems

1 conducing the evaluation process at the end of each academic semester. S/he sends curriculum
evaluation forms via -enail to the Academic English Curriculum Devpérs and makes them
send these forms to the instructors and ensures its implementation.

9 together with Curriculum Developmehtead preparinga summer action plan according to the
decisions taken within the framework of improvement and development astigitie carried out
in the curricula,

9 together with Curriculum Developmetitead controling the activities for the next semester
accading to the summer action plan.

1 informing the Academic English Curriculum Developers about the decisions taken in the
Academic Board of Foreign Languages School and ensures their implementation.

9 fullfilling duties as assigned by his/her supervisors.

3.3.35. Academic English Unit Curriculum Developer

BU-SFL Academic Enigsh Unit Curriculum Developeris responsiblefor developing,
conducting and enhancing the particular academic English program and its course materials; managing
the staff performance in line with the policies, rules and regulations of the University and the School
of Foreign Languagesnd ensuring the quality standards within the Unit are maintained and enhanced.
The duties of the Curriculum Developavolve:

9 developing and conducting course book selection and material production process in line with
the aims and objectives identifilrough needs assessment procedure.

1 At the beginning of every academic semegteeparinghe pacing, course outline and course
materials.Also, in light of emerging needs, exgations, aims and objectives, reviewing
materials, updates them and/or [@egs new materials.

9 Photacopyingthe course materials according to the number of the instructors and distributes
these materials and course books to the instructarthefend of the semester, collectihg
course books from the instructors.

9 During thesemester keepinip contact with the instructors/tI® answers the questions with
regard to the specific program, and gets feedback from them with regard to the functioning of
the program.

1 keepingin contact with the Academic English Unit Program Developm€oordinator
through regular meetings with regard to any issues emerging in the implementation of the
program.

1 At the end of each academic semegibntocopying evaluation forms, distributitigem to the

instructors and collects them. S/he writes a repdere she collates the data received from

17
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the instructors regarding the effectiveness of the particular program and presents the report to
the Academic English Unit Program Development Coordinator

1 In the light of all formative and summative assessntemiducted throughout thereester,
implementingthe plans of action aiming towards the further improvement of the program.

1 proofreadingexams and gives feedback with regard to their suitability to test knowledge and
skills targeted in the program.

1 preparingsummer school program. S/he prepares the pacing, course outline, and course
materials, and distributes them to the instructors. S/he meets the emerging needs and deals
with the problems encountered in the implementation of the program.

1 fulfilling duties as assigned by his/her supervisors.

3.34. BU-SFL Test Development Unit
3.3.41. Unit Head

BU-SFL Test Development Unit Head is responsible doordinatingthe preparation of
reliable and valid examinations in the English Preparatory Unit Arabdemic English Unit;
coordinatingall examinatiorrelated activities in the School of Foreign Languages to ensure efficient
and effective operation of examinations including invigilation, marking and grade entering processes
managingthe staff performace in line with the policies, rules and regulations of the University and
the School ofForeign Languages drensuringthe quality standards within the Unit are maintained
and enhanced.

Theduties of the Unit Head involve
I. PRIMARY RESPONSIBILITIES:

1 Coadinates the preparation of reliable and valid examinations in the English Preparatory Unit
and Academic English Unit.

1 Coordinates all examinatierelated activities in the School of Foreign Languages to ensure
efficient and effective operation of exaniiioas.

Submits the Exam coordination Unités Activit)
Attends weekly SFL Board meetings, informs board members of the completed and planned
activities of the Exam Coordination Office.

1 Receives feedback, at the end of eaclademic year, from the lecturers of the English
Language Unit and Academic English Unit, prepares and submits a report to Unit Heads and
the Head of SFL.

1 Works in coordination with Unit and other Heads in hiring new test writers and provides
training to he exam unit members through the feedback sessions.

9 Fulfills duties as assigned by his/her supervisors.
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II. RESPONSIBILITIES PRIOR TO THE EXAM

1 Determines the weighting of the exam and skills it should measure in alignment with course
content and objectivetogether with Programme Coordinator, Heads of Units and other
stakeholders.

1 Determines the dates and time of all exams in SFL together with Unit Exam Coordinators and
informs instructors and students once getting the consent of stakeholders.

1 Ensures thiathe previously planned exam venues of the examinations to be conducted in the
Academic English Unit are sent to faculties and announced on the SFL Web page.

f Contacts the staff responsible for placing
page.

Informs testers of the stages of each exam by preparing and sharing the Operation Plan.
Proofreads first and second draft of the exams prepared by testers and gives detailed feedback
as to the necessary changes.

1 Checks whether the neccessary changes stagjdy the Programme Development Unit
members have been handled effectively.

1 General Exam Coordinator proofreads all the exams (and quizes and speaking exams)
prepared by the English Preparatory Unit Test Development Unit in addition to the Placement
and Proficiency Exams administered all through the academic year as well as the exams
administered in the Academic English Unit.

1 Ensures that all the exams prepared at SFL are duplicated/reproduced in the Exam Photocopy
Center and packed; and that the exagkpare securely kept until the exam date.

9 Supervises the archiving process of the exams administered every academic year for a period
of 5 years.

I1l. PLANNING THE EXAM

1 Ensures that all instructors and students are informed as to the exam content prior to the
exam date.

M Collects the instructoros schedul es, | i sts
beginning of each term.

1 Prepares invigilation lists and exaprocedures. Informs instructors by sending their
invigilation duties by email and announcing on the department notice boards and WhatsApp
groups.

1 Ensures that all exam venues are organized in a suitable way to administer the exam by
AKurum Ev Kdaresi 0.

1 Informs the University School Bus Directorate as to how many students will arrive at the
university on the exam day so that all the necessary arrangements are made.

M Informs the Cafeteria Services as for the exams administered on weekends.

19
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IV. CONDUCTING THE EXAMS

1 Ensures that the tester and the Exam Coordinator are ready one hour before tlaaxam
inspects whether the Exam Center is open and exam packs are brought to the Exam Center
(D121).
Checks as the invigilators sign the signsheets.
Substitutes absent invigilators and makes necessary changes.
Inspects the exam rooms once all the exam packs are handed out and the exam starts. Solves
anyproblem encountered or directs it to the Heads.

9 Submits to the SFL Director, numericajdires as how many students entered the exam on a
givensession as of the thirty minutes of the exam.

1 In case of a problem such as one that is pertaining to an item in the exam, decides whether or
how to correct the problematic item, informs all invigilgt@and exam rooms with the help of
the standbys.

1 In case of copying by a student, ensures that the SFL Cheating Code is applied and the
IncidentReport Form is filled and related Unit Head and the Director.

1 Closes the Exam Center once the exam is ovetemtels receive all exam packs.

V. AFTER THE EXAM

1 1. In case of cheating, the General Exam coordinator ensures that the case is assessed by a
commisionconsisting of invigilators, Heads and Exam Coordinator. The cheating material,
exam paper(s) andintie nt report form are examined and t
faculty and departments.
Supervises the standardization process of every exam by the testers responsible.
Ensures that the exams are evaluated marked reliably.
Once scoring is overupervises the process of announcing the exam scores to students as the
exam papers are taken to classes to give students the d¢basee their mistakes and get
feedback.

9 Liaises with a range of stakeholders before the exam results of highstakes gaamasasiech
as the Placement and Proficiency Exam, the Placement and Profidiew@ey for transfer
students opost graduate students are announced through the BUOBS or Statfairs with
the approval othe Rectorate.

1 Inspects the issues relating to apges and supervises remar king ¢
For mwad grades fnnalteredod or Aunaltered. o

1 Checks overtime expenses lists prepared by the Academic English Unit Exam Coordinator if

the exam is conducted on a weekend and submits the lists to pin@valpof the Director.
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Checkswhether these approved lists are sent to the Accounting Sebgta® the 20th of

everymontts o t hat the invigilatorsé overtime paym

3.3.42. English PreparatoryUnit Test Coordinator

BU-SFL EnglishPreparatory School Test Coordinator is responsibleléoming and carrying
out all testing processes within the English Preparatory, b@ihaging the staff performance in line
with the policies, rules and regulations of the University and the Schdebrefgn Languageand
ensuring the quality standards within the Unit are maintained and enhanced.
The duies of the Test Coordinator involve
1 planning the Assessment Design processes within the designed Curriculum of the English
Preparatory Program in aadance with the relevant legislation.
9 instructing the Testing Unit members for the necessary preparation ekahes quizzes,
homework, jpojects portfolio etc. planned in the Assessment Design.
1 maintaining the development of the necessary rubrics suades for testing tools and
ensureing their correct implementation with standardization meetings.
1 making the necessary improvements on the testing tools according to reliability and validity
measurements.
1 archiving all the testing tools and all the rethtenarking, evaluation and invigilation
processes.
9 working in coordination with YADYOK Testing Coordinator, English Preparatory Unit Head
and English Preparatory Curriculum Unit.
managing the result appeal processes.
uponthe request of supervisors, repogion the statistics related to testing processes.
when necessary, contacting the Studentds Regi

carrying out or managing any other additional tasks assigned by supervisors.

=A =4 =4 =4 =

fulfilling duties as assigned by his/her soypsors.

3.3.43. English Preparatory Unit Test Developer

BU-SFL English Preparatory Unit Test Developer is responsible for being responsible for the
preparation and security of all English Preparatory Examasnonitoring invigilation and marking.
Theresponsibities of the Test Developer involve

1 According to the operation plan determined by the General Examination Coordinator, testing
members share the tasks among themselves re. writing up of/production of exams

1 Each testing member does a resour@ckefor the section s/he is responsible for and writes
exam questions.

1 The created sections are merged and matched to the exam format.
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Testing members hold a feedback meeting by examining the combined exam.

The first draft is formed as a result of treedback and the draft is delivered to the English
Preparatory Unit Test Development Coordinator and the General Examination Coordinator.

A feedback meeting is held with the coordinators regarding the first draft of the examination
on the date specified the operation plan.

In the direction of the received feedback, testing members go through the second drafting
process.

At a date determined by the General Exam Coordinator on the operation plan, a feedback
meeting on the second draft of the examinatidreld.

Final drafts are prepared in line with the feedback received and copies are delivered to the
coordinators and to the Curriculum Development Unit

A feedback Meeting is held with Curriculum Development Unit

In the direction of all feedback, testing mieers finalize the test so that the test will be ready
to-print.

The final draft of the exam is converted into two separate booklets as in 00 and 11.

Testing membersome together to prepare and checkahswer keys to both booklets.

Testing memberprepae theguideline for theexam, copy and put them into the cléilEs.

Testing membersopy the exams by going to the Exam Photocopy Centre according to the
previously planned appointment date.

The duplicated examinations are made into booklets by tte¥gesthich are individually

blended and stapled.

Prepared exams and other required documents are placed according to the numbers in the
exam packages and the packages are sealed.

For the exams which have a speaking section, picture files and other nedessanents are
prepared and kept in a safe place until the examination day.

Exam packages are handed over to the instructors prior to the exam at a specified time, who
will be proctoring during the exam, at the Examination Center (D110) in return fognatsie

on the examination day.

Once all the exam packages are delivered, Testing members walk through the examination
halls to ensure that the exam has started and been maintained safely and jpmogoeualivion,

they ensure that the exam is conducted ainspecial room for the students with
disabilities.These students are given additional time, if necessary.

Before the exam is over, Testing members walk through the classes and collect extra booklets,
documents and CDs (if there are any).

At the end of the exam, testing members check the content of each exam package they have

received from the proctors in return for a signature and make sure that the number of booklets

22



BU-SFL 20192020STAFF HANDBOOK

and optics (if there are anypatches with the number of students. tidition, the voice
recorders and the keys of the classrooms are also collected in return for a signature on
speaking exam days.

If the exam includes an optical form, two of the Testing members get an appointment for the
optical forms to be graded using tteéevant machine.

For the examinations that do not contain optical form (but have a writing sectiore et

and shoHanswer questions) exam packages are submitted to the instructors for the first
marking session.

Testing members are responsibletfur exam to be graded in a standardized way.

After the first marking session, the exam packs are collected in a secure way in the
examination centre until the second marking session is done.

For the second marking session, exam packages are again deivénechstructorson the
pre-announced time and place.

Throughout the marking session, Testing members are responsible for managing the session
and the grading in a standardized manner.

At the end of the second marking session, report cards are diestribot! the grades are
written on them by the instructors and announcements are made to enter the grades onto the
online system until the specified date.

The report cards collected from the instructors and answer keys are placed in the examination
packagesand delivered to the responsible instructor on the previously determined date to be
taken to the classes. The exam packages are taken back the at the end of the class hour.

By examining the bills of exception received during the appeal period, the examsnate
re-evaluated and concluded.

At the end of the academic year, Testing members collect and archive all documents and
report cards regarding the exams and students.

They also fulfill duties as assigned by his/her supervisors.

3.3.44. AcademicEnglish Unit Test Coordinator

BU-SFL Academic English Unit Test Coordinator is responsibl@l&orning, organizing,

supervising and coordinating all the exams of the Academic English Unit before, during, and after

each exammanaging the staff performasaain line with the policiesrules and regulations of the

university andhe School of Foreign Languages andwing the quality standards within the Unit are

maintained and enhanced.

The duies of the Test Coordinator involve
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At the beginning of each term, havimgmeeting with the head of the Academic English Unit,
Curriculum Development Unit Coordinator, Academic English Unit Test Development Unit
Coordinator, and test developers to discuss and specify the language skills tedeands

their points and percentages based on the course contents and objectives.

specifyingthe dates and hours of the exams with the testing unit coordinator and head of the
Academic English unit and after having the confirmation of the Head of theddnibuncing

them to the teachers and the students.

sharingthe operation plan which shows the procedure of exam preparation with the testing
unit members.

proofreadinghe exams and makes the necessary alteraimhsharinghem with the testers.
proofreadng the exams fothe second time in order to see whether the corrections or/and the
alterationshave been made or not and shahiegideas and suggestions with the testers.
organizingthe testing unit members to announce the exam contents to therseatltlee
Academic English unit.

preparingthe signature list on which the teachers will sign while taking and giving back the
exam packs.

arriving at the unit one hour earlier on the exam day, opgnthe exam center, and
organizing and monitorinthe testing unit members who take the exams from the testing unit
to the exam center.

supervisingthe testing unit members while the exam packs are distributed to and taken back
from the teachers in order to make sure that both processes take place efficiently.

After the exam starts, supervisitige exam process together with the testing unit members. If
there is a problem concerning the exam or the students or anything related to the exam
process, tryingto solve it, and/orinforming the Academic English Unit a@nthe Test
development Unit Coordinator of the problem.

If a mistake in the exam paper, which may cause the students to give a wrong ianswer
identified during the exanmakingsure that it is corrected in all of the classes.

In case of cheating, follting the procedure and informitige Academic English Unit.

At the end of the exam, clositige exam center after all the exam packs are returned.
watchingthe evaluation process of each and every exam starting with the standardization
meetings.

decidingon the length of the evaluation process of the exams with the testihghembers,

and ensuringhat the teachers announce the exam results all at once.

during the appegberiod to exam results, ensurititat testers remark the exam papers which

are appealedhpprovingand siging the appeal forms.
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1 submittingthe signature list/be has prepared for the exams taken place out of working hours
and days to the Testing Unit coordinator.

1 fulfilling duties as assigned by his/her supervisors.

3.34.5. AcademicEnglish Unit Test Develoger

Providing students with exemption exams, #@dn exams, final exams, make exams,
single course exams (including the exams made for the special treatment students) in accordance with
the aims and objectives stated in the teah of the course curriculum, The unit is in charge of
designing, planning, preparing all the abowentioned examinations and also implementing the
copying, collating and packing processes of the exam papers. The unit also makes sure that all these

processes are carried out in utmost secrecy and all the security measures are taken.

Theduties of the Test Developer involve

1 Designing, planning, preparing the exemption examinations (including the exams made for the
special treatment students)ancordance with the aims and objectives stated in the content of
the current course curriculum, and also implementing the copying, collating and packing
processes of them at the beginning of each respective academic year. Making sure that all
these proceses are carried out in utmost secrecy and all the security measures are taken.
Planning a standardization meeting in advance and carrying it out before evaluation of the
exam papers by the related instructors. Realization of all kinds of informationgshhont
the procedures and processes with all the parties involved prior to, during and in the aftermath
of the examinations.

1 Dealing with issues relating to appeals after the exam results have comenaaitkirey of the
papers appealed. After all theaahitions- if any- are made, presenting the results to the Head
of Exam Coordination Unit in a printed document for approval.

1 Preparation of the first draft of the rdierm, final, special treatment and make
examinations for those who miss examinatidghsough illness or who require special
consideration, and delivering them to the Head of Exam Coordination Unit one month in
advance for the essential suggestions and alterations.

1 Submitting the second draft with the necessary changes made in line evitettback and
suggestions given by the Head of Exam Coordination Unit.

1 5 Finalizing the exam draft into an exam booklet in line with the feedback and suggestions
given by the Head of Exam Coordination Unit and making it two separate booklets with the

places of the questions and the choices changed.
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Copying of the examination papers in sufficient quantities at the Examination Copy Centre
with an appointment made earlier before the reproductions of the exams. Ensuring all
examination papers and stationarg aelivered safely to the School of Foreign Languages
Testing Centre with a strict security and collating of the exam booklets before they are put into
envelopes and sealed and stored accordingly.

Enclosing the exam packs with a seating plan, an incidgirt form, an attendance list and

with all the necessary legal documents along with the exam booklets.

Preparing and attaching an information tag on the exam envelopes, on which all the necessary
information about that particular exam is stated suclh@séme and code of the exam, the
place of the exam to be carried out, when to be carried out, duration, the total number of
students who are to take the exam and students who are not to take the exam due to
unattendance and other problems.

Ensuring that i necessary stationary and materials and other requirements are provided for
the examinations on the exam day. Organizing the distribution of the exam packs to the
proctors before the exam time and constant observation of the venues and implementation of
the exam together with the Head of Exam Coordination Unit. In case of any problem,
redirecting those to the Head of Exam Coordination Unit for action to be taken.

Taking the numerical information given by the stdmydproctors about the number of the
stucknts taking the exam and sharing the information with the Head of Exam Coordination
Unit.

Providing the necessary information flow through sthpdproctors within all the exam
venues, proctors and students in line with the Head of Exam Coordinatioruygétssions in

case of mistake in the exam papers which prevents the students from answering that specific
guestion while the exam is in progress.

Receiving the exam packs from the proctors, making sure that the numbers match, and
organizing the exam packsto shelves for a safe storage when the exam is over by all means.
Planning a standardization meeting in advance and carrying it out before the exam booklets
are started to be evaluated by the related instructors after the midterm and final exams have
been completed. Realization of all kinds of information sharing about the procedures and
processes with all the par ties involved prior to, during and in the aftermath of the
examinations.

Dealing with issues relating to students who miss examinations thibngss or who require
special consideration and accompanying into processes of these students in taking their exams

and in evaluating their exam papers.
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1 Dealing with issues relating to appeals after the exam results have come out, remarking of the
papes appealed, after all the alteratiorig any- are made, presenting the results to the Head
of Exam Coordination Unit in a printed docume
1 Preparation of the Summer School Exams and implementation of the Summer School
examinaibon operations.
9 Sorting out the examinations given within that specific term and putting them into archive at
the end of each and every term.

i Fulfilling duties as assigned by his/her supervisors.

3.3.5BU-SFL Teacher Training and Development Unit

3.3.51 Unit Head

BU-SFL Teacher Training and Development Unit Head is responsiblentoraging and

overseeing all the operations of Teacher Training and Development bhoititoring and helimg
with the implementation and design Déacher Training and Develogmt Programén line with the
needs of the instructgréadentifying the recent topics in the field of education and in the area of
English Language Teachingssisting in the conducting of relevant research and organize conferences
in collaboration with the Directorate of School of Foreign Languages, departments, and other
coordination units; managing the staff performance in line with the policies, rulegguidtions of
the University and the School of Foreign Languamsdensuring the quality standards within the Unit
are maintained and enhanced.
The duties of the Unit Head involve

9 controling all kinds of documentation provided by/submitted to the Teacher Training and
Development Unit
seting the objectives of Teacher Training and Development Unit and prepare the action plan
determiningthe performance standards for Teacher Training andl®@mwent Unit members
monitoling performance of the unit members and organize annual appraisal meetings for them
holding meetings with the unit members on a regular basis

evaluatingthe work of Teacher Training and Development Unit
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To contribute to thelevelopment of newly recruited instructors through orientation program

and induction programs

1 To conduct a certain number of classroom observations at certain intervals throughout the
academic year and monitor the observations conducted by unit members

1 To make recommendations for improvement according to the outcome of clinical classroom

observations

To observe instructors and give feedback to the relevant heads about their performance

To take part in the recruitment process of new instructors

27



BU-SFL 20192020STAFF HANDBOOK

To organizethe courses to be given or presentations to be made by the experts from other
institutions

To take part in these courses as trainer or manager when necessary

To attend regular meetings with the director, wd@ector, heads and other coordinators and
identify the needs in the field of teacher training

To support other coordination units when necessary

To provide the instructors or school members willing émduct research with support and
guidance they might need

To organize forums where instructors have the opportunity to present their research papers
To make the necessary announcements regarding the conferences to be held

To take active part in the orgaation of the conferences held by the School of Foreign
Languages

To fulfil duties as assigned by his/her supervisors

3.3.52 Teacher Trainers

BU-SFL Teacher Trainer is responsible fwpviding support to the Unkleadfor training and

developmentelated work; coordinating ieervice programs addressing the needs of the instructors in

the School to enhance the quality of instruction

The duties oftie Teacher Trainer involve

helgng the Unit Head /substitutinghe Coordinator for her:

T

To control all kinds of documentation provided by/submitted to the Teacher Training and
Development Unit

To set the objectives of Teacher Training and Development Unit and prepare the action plan
To determine the performance standafds Teacher Training and Development Unit
members

To evaluate the work of Teacher Training and Development Unit

To contribute to the development of newly recruited instructors through orientation program
and induction programs

To conduct a certain numbef classroom observations at certain intervals throughout the
academic year and monitor the observations conducted by unit members

To make recommendations for improvement according to the outcome of clinical classroom
observations

To observe instructo@nd give feedback to the relevant heads about their performance

To take part in the recruitment process of new instructors
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1 To organize the courses to be given or presentations to be made by the experts from other
institutions
To take part in these coussas trainers or when necessary
To support other coordination units when necessary
To provide the instructors or school members willing to conduct research with support and
guidance they might need
To organize forums where instructors have the oppdyttmipresent their research papers
To make the necessary announcements regarding the conferences to be held
To take active part in the organization of the conferences held by the School of Foreign
Languages
To attend annual appraisal meetings held byCerdinator
To attend Unit meetings on a regular basis actively

To fulfill duties as assigned by his/her supervisors.

3.3.6Support Staff
3.3.61 Communications Coordinator

BU-SFL Communications Coordinatas responsible forepresenting the School of Foreign
Languages in the University Corporate CommunicatiBommittee and establishing better
communication with all stakeholders via thedaied school webpage
The duties of th€ommunications Gordinatorinvolve:

1 Keeping welpages of the School ttp-date
1 Updating announcements

1 Keeping a list of important dates

1

Fulfilling duties as assigned by his/her supervisors

3.3.6.2 Educational Planner

BU-SFL Educational Planner is responsible foegaring and recording student class lists and
exam rooms, giving technicatsistance to the other units gmdparing relevant statistical data.
The duties of the Educational Planner invoive
9 Preparing lists of students to take courses from English Rtepa Unit and
Academic English Unit at the beginning of each term in accordance with the results of
Proficiency Exam and Exemption Exams.
1 Preparing class lists, weekly attendance lists, grade sheets, instructor course lists for
English Preparatory and Ademic English Units.
Preparing attendance lists for the exams to be held.

Recording exam results and preparing reports.
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Carrying out ABUOBSO operations
Preparing statistical data of students taking English for Specific Purposes Courses at
the end of eacterm to show their performance as to their classes, program/major.

1 Preparing statistical data of students taking English Preparatory Unit courses at the
end of each term to show their performance as to their classes, program/major.
Preparing statisticalada as requested by the managers.

Ensuring grades given by instructors are
Office.

9 Giving technical assistance to the relevant Units in preparation and dissemination of
exams/materials.

9 Giving technical assistance tthe relevant Unit in planning and preparation of
programs and teaching timetables of instructors of Academic English Unit at the
beginning of each term.

9 Carrying out tasks related to Academic English Unit Exemption Exams through
coordinating with the Uniersity Computer Center for the formation of classrooms,
recording grades.

1 Carrying out documentation and correspondence tasks related to the recruitment
process of instructors

1 Being responsible for any tasks and duties within the frame of accountability.

3.3.63 Public Relations Coordinator

BU-SFL Public Relations Coordinator is responsible faswing coordination of public
relations; leading the publicity programme during theversity Open Days anensuring the quality
standards within the Unit areaintained and enhanced
The duties of th Publi Relations Coordinator invotve

1 Preparing publicity programme of instructors during the University Open Days, which is held

in each academic semester and at the end of the Academic Year, in July and August.

f Coll aborating with the Bakkent University Pu
information to be used during the University Open Days

1 Contacting with instructors and constantly updating the University Open Days programme
according to their case schedule and annual leaves.

1 Collaborating with the English Preparatory Unit, the Academic English Unit and the Modern

Languages Unit, which provide #p-date documents

9 Participating in the meetings to inform the instructors of the procedures tddyeeilduring
the
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1 Organizing meetings to inform instructors about the University Open Days in collaboration
with the other academic units of the School of Foreign Languages

1 Preparing videos, slide shows, and information packs to be used for the informiesio
during the University Open Days

9 Overseeing the School of Foreign Languages information desk during the University Open
Days

9 Fulfilling duties as assigned by his/her supervisors.

3.3.64 Executive Secretary

BU-SFL Executive Secretary is responsibbe carrying out all office work and secretarial
duties in the Directorate, arranging correspondence with the related stakehatdknsforming

relevant parties of the Directorateds messages

The dutes of the Executive Secretary invalve
1 Organizing oficial and norofficial correspondence of the Director
1 Presenting the Director the signature folder
1 Arranging the appointments of the Director and reminding them about the appointments
1 Welcoming visitors of the Director
1 Directing visitors withoutappointment to the Vice Director or to Foreign Languages
Department Head

1 Keeping the Directorate Office organized

9 Directing visitors with appointments to the Directorate Office when the Director is not
available

f Managing the Direseicorodos | etters, invitation

1 Answering and screening all phone calls to the Director

T Arranging the Directorés annual |l eave f or ms

1 Preparing power of attorney documents, when necessary

9 Coordinating the Directorate meetings

1 Ensuring the proper distribution of incoming documemp®n the instruction of the Vice
Director

1 Paying attention to her appearance considering the representative role of the Directorate

Being careful about the confidentiality
Writing up the Board decisions, instructed by the Director, Vice Director andgRore
Languages Department Head

1 Arranging attachment documents of Board Decisions.
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Writing promotion decisions, instructed by the instructions of the Director, Vice Director and
Foreign Languages Department Head

Arranging Personnel Information Documents &ilds

Making necessary announcements about weekly staff meetings to the Vice Director, Foreign
Languages Department Head and Coordinators

Gathering meeting agenda from the units of the school for weekly staff meetings, distributing
it to the members of éhBoard, and after the meeting having the members sign the minutes.
Assisting the Internal Inspection Coordinator with the preparation of I1ISO internal
investigation reports.

Preparing documents and tables displaying teaching workload of instructorafded 6) for

the Higher Education Boardods investigation

pL

Preparing a table (see Table 18) di splaying

scientific events for Higher Education Board Inspection purposes

Preparing a table consistinfjthe period during which managers, the members of the School
Board and the Managing Board are to be on duty for Higher Education Board Investigation
purposes

I nforming the Rectorate about the Directoros

Fulfilling dutiesas assigned by his/her supervisors.

3.3.65 Secretary of English Preparatory Unit

BU-SFL Secretary of English Preparatory Unit is responsible datyinig out all the office
work and secretarial duties reldt® the Academic English Unit aradrangingcommunication and
correspondence between the Unit members and the Unit Head

The duties of the Secretany English Preparatory Unit involve

1 Keeping instructor time off records of English Preparatory Unit, monitoring relevant sign up

sheets anéling/archiving them.

Copying of class attendance lists of English Preparatory Unit, putting them in class files,
archiving attendance records.

Filling in necessary forms of instructors teaching Personnel English Courses given by
instructors of English Rparatory Unit.

Monitoring the efficient delivery of documents sent to/from English Preparatory Unit.
Monitoring documents of English Preparatory Unit on EBYS and following initialed/signed
documents.

Communicating with the University Housekeeping Unitafigportation Unit and other units

about the exams of English Preparatory Unit.
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I nforming the Penal I nstitution regarding
timetables.

Filling in student sheets demanding to be treated in the UniversityhHeater.

Receiving student petitions asking reevaluations of their exams, informing Test Development
Unit regarding these and informing the relevant student at the end of the reevaluation process
baout their grades.

Receiving student health reports, shg them with Test development Unit and filing them.
Presenting students of Hacettepe University Husbik Department their Proficiency Exam result
document.

Giving students Preparatory Program Certificate as they finish the program.

Sending instructor formdemanding their payroll to Personnel Department.

Having members sign the decisions of the Board alternately.

Arranging notice boards, putting relevant notices and announcements as appropriate.

Sending general announcements to instructors via email.

Putting documents and parcels sent to instructors to their pigeon holes.

Using the fax machine on demand for instructors.

Diagnosing items needed and filling in demand forms for stationery.

Checking substitution work within English Preparatory Unit and disseiminaformation as
needed.

Acting as typist during investigation meetings in the School.

Arranging investigation files, having relevant parties sign the documents and archiving the
documentation.

Ensuring the Directorate and Heads are informed aboutdleeant calls and messages
received.

Guiding people seeking information about the program and students and ensuring they reach
the Units/instructors ifiwhen necessary.

Informing stakeholders about the Preparatory Program and directing them to the relevant
parties.

Directing petitions from students/instructors to the relevant parties.

Checking renovation work within the School. Informing relevant parties about any
malfunction.

Taking delivery of official documents and archiving them.

Handing ininvitations/documents sent to all managers.

Carrying out any relevant task given by the School of Foreign Languages Director, Heads and
Coordinators.

Fulfilling duties as assigned by his/her supervisors.
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3.36.6 Secretary of Academic English Unit

BU-SFL Seretary of Academic English Unit is responsible farrging out office work and

secretarial duties reled to the Academic English Unit andrranging communication and

correspondence between tirit members and the Unit Head.

The duties of the Seceey of Academic English Unit involve

1

Keeping instructor time off records of Academic English Unit and filing/archiving them
through Excel documentation.

Filling in the annual leave forms of Academic English Unit, keeping a copy of the forms and
sending the dginal version to the Personnel Department.

After having a signed copy by the Director of School of Foreign Languages of health reports
belonging to Academic English Unit instructors, sending the original version to Personnel
Department.

Filling in forms for any malfunction, breakdown or missing equipment in offices and
classrooms.

Filing original versions of documents that are printed/copied with initials and sending copies
of these to Heads.

Putting any posters/announcements reaching the School &s pla@ppropriate.

Putting documents and parcels sent to Academic English Unit instructors to their pigeon holes
and reminding their posts to these instructors when/if necessary.

Ensuring stationery and any other office related material requested asrattliv storage and

to secretarial and checking the request forms.

Corresponding between Academic English Unit and the Directorate through EBYS and
following initialed documents.

Keeping a record of classes delayed in Excel folders upon hearing frorntetaeds, also
putting the information of these on relevant classroom doors.

Putting course schedule on classroom doors at the beginning of the term.

Filing all class attendance documents on a weekly basis.

Preparing exam attendance lists of AcademicliEimdJnit (fall and spring terms) and putting
them on ground and second floor boards.

Communicating with the University Housekeeping Unit to ensure the set up of classrooms
prior to exams, also informing the Transportation Unit and other units aboutdhe days

and time.

Preparing Academic English Unit Instructors Summer School Assignment lists.

Sending emails to academics and administrative personnel working at the University on

special days.
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1 In line with the instructions of Test Development Coordirgttgr forming a photocopying
timetable of final exam papers and sending a copy of it to Photocopying Unit in the Rectorate.
Preparing and submitting the Director of the School daily time off requests of instructors.
Corresponding among relevant units to coordinate the recruitment process of instructors,
directing them to Personnel Department when and if necessary.

1 Preparing sheets and having instructors sign these sheets for fixture/movable property in
offices.

Having relevant Faculty sign decisions taken by the Board.
Preparing a print of Erasmus Proficiency Exam result documents of students signed by the
Director of School of Foreign Languages.

1 Responding to calls to the School, answering student questions alzmgmic English Unit
and directing students to relevant instructors.

1 Arranging monthly salary supplement forms of instructors teaching Personnel English Courses

given by the School and having them sign these documents.

Arranging salary supplement forms astructors invigilating/proctoring at weekends.

Ensuring announcements by the School are sent to all academics via email.

Handing in invitations/documents sent to all managers.

Purchasing tea/coffee and related food/beverages, preparing a list of expenditu

=A =4 =4 =4 =

Making sure the Directorate and the managers are informed about all the calls and messages
received.

1 Carrying out any relevant task given by the School of Foreign Languages Director, Heads and
Coordinators.

9 Fulfilling duties as assigned by his/her sujsors.

4. TEACHING STAFF

4.1. Job Description

The BU-SFL instructors are mainly responsible for providing quality language instruction,
preparing lessons, developing materials, assessing student performance, and improving continuously
their professional skills and abilities. They also have respoitigibiln curriculum development,

textbook selection and administrative activities.

The BU-SFL instructors have a variety of qualifications. In addition to countless certificates,
the majority of instructors have an MA degree, and some are getting hieatdgyrees in various
disciplines. Having a pogjraduate degree is encouraged by theSll management; however, the
priority of the instructors should be placed on their work responsibilities.

The duties of the Instructor involve:
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implementing the curculum and teachinfgarning program as planned

taking |l earners6 i mmediate and | onger term nee
designing/planning, preparing i.e. selecting, adapting, producing, redesigning materials when and

if necessary antkaching lessons bearing in mind the very learner profile.

1 assisting learners in developing an understanding of the aims, principles and norms of the School
and University.
closely monitoring and checking student performance.
being available foindividual students during office hours that are determined at the beginning of
a new course.

i attending sessions organized by TTDU regularly for professional/academic development, which
also include orientation/induction programs specifically targetingynegruited instructors.

1 providing feedback on the teaching and learning practices like the implementation of the
curriculum, exams, using the right tools, instruments and channels in order to contribute to quality
enhancement.

9 collaborating and cooperagj with partners and colleagues through exchanging ideas,
experiences and by taking part in any relevant work such as peer observation and team teaching
in that sense.
welcoming TTDU members or BSFL management for iclass observation purposes.

guiding gudents to enable them to reach their full potential for intellectual growth.

4.2. Professional Attitudes and Behaviors

TheBUSFL6s expectations from the instructors are:
V to develop and maintain positive and professional relationships with supervisibeaguoes,

students, and the wider community

to demonstrate nedefensive receptivity to feedback and suggestions

to act with honesty, integrity, openness and fairness in all aspects of their work

to be sensitive to the need for confidentiality and digameshere appropriate

to demonstrate respect for cultural values and diversity

< < < < <

to improve their teaching practice by engaging with student progress, learning theory, curriculum
development, professional development activities, and research

V to work withinthe framework of relevant legislation, regulations and policies

4.3. Working Hours and Leaves of Absence

Legal working hours of fultime instructors are defined by the Rectorate aligned with the
related rules of Labour Law. BBFL management has the respibility of ensuring that the
instructors obey the working hours, being 9.00 a.m. to 5.00 p.m. with a break of one hour, from

Monday to Friday. Instructors may also be assigned exam invigilation duties on weekentisiePart
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teaching staff are employedrfthe full semester to teach a prescribed number of hours each week, so
their working hours are flexible. However, they are obliged to attend meetidysi$e training

sessions, and take part in exam invigilation duties.

Full-time teaching staff shoullso schedule at least two office hours to meet with students. During
office hours, students can ask for extra help with the course content or seek clarification of materials
presented in class. Office hours should be informed of students in order théwmvieel supported

and cared.

Teaching loads of the instructors are planned by the related unit administration considering
their coordinating duties or graduate studies, if any. Instructors can also be given otheslateck
tasks assigned by the Rewte or the BLBEFL management, such as doing translation, designing a

course, writing test items or delivering a seminar presentation.

Each class lasts 50 minutes, with anlibiute break. Instructors are required to start and end
classes on time. Theyannot cancel a class or change its schedule or location without the consent of
the related Unit Head. In case of a health problem, they should submit their medical report to the BU
SFL Directorate and inform the related Unit Head immediately so thatthsses can be rescheduled
or substituted by another instructor. Instructors can also request a leave of absence due to conference
attendance, and personal or family related reasons. The related Unit Head and the Directorate give due
consideration regandg the request prior to approving or denying it. In case of repeated short term or
unauthorized absence, the BBFL reserves the right to consider taking legal action (please see
Recruitment Policy section for further details).

4.4. Record Keeping and YBS Entries

Each instructor is given a user name and a
Processing Center to login the YBS poftdtps://www.baskent.edu.tr/tr/akademik). Due to
confidentiality reasons, please do sbare your password with anyone.

@ BUYES - Baskent Universitesi Yonetim Bilgi Sistemi v1.0 - WebLitil - Internet Explorer

| B http://hitit.baskent.edu.tr/forms/Afrmserdet?config=baskent_javals

[B= BASKENT UMI. |

Baskent Universitesi
Y onetim Bilgi Sistemi

E-Posta | E-Mail: | @baskent.edu.tr -]
Sifre | Password:

Q.-GirigrLo-gon| %] cuwas s Exit |
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@ BUYES - Baskent Universitesi Yonetim Bilgi Sistermni v1.0 - WebUtil - Internet Explorer

& http://hitit.baskent.edu.tr/forms/frmserviet?config= baskent_javald
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TheYBShassusecti ons, one of which is forAU eachin

to enter data related to student attendance, exam scoresafrsgrdester grades. Instructors are
obliged to enter the attendandata for each student in a particular teaching session into the AU on a
weekly basis. After entering attendance the data into the AU system, instructors (Academic English
Unit) are required to leave their class attendance list to the designated rbererad of their

teaching.

Students who are not able to attend a lesson but given a formal permission by his/her faculty
should be marked fipermittedodo. On the other hand,
unacceptable behavior or lack of couokdigations. Instructors also need to fill in the report cards
with exam scores of students and then enter the data into the AU system.

Since the classes in the English Preparatory Unit are shared by two or more instructors,
recordkeeping responsibiliés are taken on equally by the partner instructors. Each partner should
leave the class folder to the designated room at the end of their teaching for his/her partner(s) to pick it
up later. They are required to share notes with their partner(s) orasisdfite telling the salient points
covered/taught during class hours to ensure the execution of tite-day side of the syllabus, and at

a macro level, to make sure nothing left out from the curriculum.

The YBS portal has also another sdztion cakkd ABTA, an automated academic
performance appraisal system. Into the ABTA-firle teaching staff should enter data regarding their
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academic and administrative activities performed in an academic year, such as teaching time
completed, papers presentedpks written, or responsibilities carried out in the-BBL functional

units.
4 5. Assessment and Exams

Instructors are responsible for contributing to exam administration processes which include
organizing the exam venues and groups of students, agdiaggnvigilators. In addition to
invigilating the exam venues, they are required to mark exam papers objectively according to rubrics
and answer keys provided during standardization meetings and approved by instructors who attend
these meetings. Aftenarking, they are required to take exam papers to the related classroom to give
feedback to students at the specified time, assuring that students do not use their phones or do not

make any changes to the exam material.

Instructors are also responsilibe checking their amails and unit notice boards for any
announcement of invigilation duties and exam procedures. It is of utmost importance that invigilators
are wellinformed and act in accordance with the procedures of each exam. Moreover, they are
expected to maintain the anonymity and confidentiality of the TDU members and the Testing Office.

4.6. Protecting Assets and Resources

The BU-SFL assets should never be used for personal gain, and or for illegal activities. If
instructors become awarebfe f t , mi suse or waste of the school 0
inform the related unit administration. Instructors are also required to treat teaching tools and materials
given to them by the BA$FL administrative units with utmost care. Shoutda or material be
needed or needs repairing, instructors can cont a

entrusted to the instructor should be returned to the related unit after use.
4.7. Dress Code

Since the choice of clothing is an imfeont aspect of communication that can positively or
negatively influence the teachihgarning environment, instructors are expected to dress
professionally and choose a work outfit appropriate in an educational institution. To illustrate, having
visible gdercings and tattoos or wearing @ff shorts and flipflops are regarded as inappropriate

dressing at Bakkent University.
4.8. Private Lessons

Tutoring at another institution not affiliate

lessonstBak kent University students are strictly for
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4.9. Disciplinary Issues

In case of staff misconduct, such as a violation of work rules, regulations or policies of BU
SFL, disciplinary procedures defingahdin the Bakk
Procedur eso are foll owed. Pl ease see the relate

https://www.baskent.edu.tr/tr/icerik/mevzuat/baskemtversitesiyonergeleri/87

5. ADMINIS TRATION OF BU -SFL PROGRAMS
5.1.ENGLISH PREPARATORY UNIT

The mission of BWUSFL 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 autortbiatytisey 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 strengtheneih 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:

1 equip students with necessary English language skills to overcome lafimsagkchallenges tha
they encounter throughout their undergraduate and graduate academic studies

9 provide students with a highly elaborate and dynamic communicativelskilesd program which
harmoniously integrates grammatical, lexical and pragmatic aspects of the Engljshga and
four skills (namely; listening, speaking, reading, and writing)

1 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

9 endow students with learner autonomy hence making thetofielearners

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

9 provide language education using the latest appesanethods and technological tools

5.11. 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
develged 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
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what needs to be mastered for the four skills of speaking, listenimiingesnd 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:

MONDAY TUESDAY | WEDNESDAY | THURSDAY

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

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

Program 1 (Appendix 1)

Program 1 is a General English course designed for students who have akimitéedge 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 fouir skills
reading, listening, writing and speakinthrough 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 2@ynand they are
distributed into approximately 10 sections. Program 1 is not offered during the Summer Term. Yet,
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EPU offers a Summer Course during the Summer Term which aims to cover mostly Program 2
objectives. Students who have failed in Program theend 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 Englismzuage and English speaking cultures

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

= =4 =4 =4

to speak English well enough to describe, narrate, and ask/answer questions in the present and past
time about basic topics

1 to comprehend English witluficient 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 /formabparagraphs and letters

=A =4 =4 =4

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 kheiwvledge of English. It
enhances four skill reading, listening, writing and speakingprough challenging tasks and thus
enables students to become active and autonomous learners so that learners can express themselves
confidently in a real English 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. EPUerdfa 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
spring semester may also register for the summer course. Within the framework of the learning

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

B

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 im course, making travel arrangements)

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

to read and respond to various texts
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to deduce meanings from context and comprehend complex texts
to produce connected texts on topics wiaoh 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

= =4 -4 - -

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 ishelp learners to focus more on productive skills of

English.

Program 3 is for the students who stidue 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
senesters, 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

=A =4 =4 =4 =

to cope with the challenges in academic life (e.g. taking notes during lectures, explaining ideas
and views, delivering short presentations)

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

5.1.21. 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.

Planning the curriculum and testing

Planning classes

Planning class timetables and instructor timetables

Allocating teaching/administrative duties to instructors

5.12.2.Planning Curriculum and Testing

Foreign Languages Department (FLD)

FLD is informed of the
process by EPU Head. EPU
Head asks for FLD approval
at certain intervals.

English Preparatory Unit (EPU)

A fewmonthsbeforethe
start of each academic year.
EPU Head acquiresthe
following information that
will shape the program
curriculum and forwards
the information to CDU. EPU
Head entrusts CDU with the
duty of developing the
curriculum for the following
academic year. In the
process of curriculum
development, EPU Head
stays in touch with FLD.

1. Academic Calendar (from
FLD and School of Foreign
Languages SFL)

2. Student population and
its distribution according to
levels (after the Proficiency
exam}

3. The departments of the
students who will enter the
EPU Program (from Student
Affairs)

4. Any cther information or
data that would pertain to
curriculum development.

Curriculum Development Unit (CDU)

CDU obtains the necessary
information from EPU and
plans the curriculum for the
academic year. Also, CDU
appliesaneeds analysis
questionnaire on the first
day of classes and tries to
edit the curriculum
according to the results of
this questionnaire. During
this process, they work
together with EPU and TDTL.
CDU informs all SFL
instructors about the final
form of the curriculum, how
it should be followed and
how it will be implemented
atthe beginning of each
semester.
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Testing Development
Unit (TDU)

TDU works together with
CDU in the process of
curriculum development.
They help CDU with
assessment design, dates of
exams, projects or quizzes,
and the time that will be
allocated to assessment
procedures, Atthe same
time, TDU starts developing
their testing battery
according to the aims and
cbjectives thatthe
curriculum indicates. They
develop their testing battery
in coordination with EPU
and CDU.

ANTNDIHEND
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5.1.2.3. Planning Class Timetables and Instructor Timetables

Curriculum

EPUHeadworks together with CDU, TDU,
FLD and SFL. The necessary weekly teachi
hours and office hours for the curriculum tc
achieve its stated aims and objectives are
identified. They are distributed on the week
timetable by EPU in accordance with the
University working hours and SFL directive!

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.

EPU Head plans the

class timetables and

instructor timetables
according to four types
of data indicated here.

Persons of Responsibility

PoRs likeHeadsor Unit Members have
different weekly teaching loads than standa
instructors. Their timetables are arranged ir
way to let them carry out their responsibilitie

successfully.

Instructor Needs

SFL encourages the instructors to carry out
further academic studies like MA or PhD
degrees. EPBleadacquires from the
instructors their requests of weekly off hours
(which may not exceed two halfays at most)
which they will use to atttend MA or PhD
classes. The weekly timetables of these
instructors are arranged accordingly.

5.1.24. Allocating Teaching / Administrative Duties to Instructors

The EPU Head, with the approval of FLD and the-BEL 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 importandeeddriteria in this process.

Instructor's
inclinations

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

Instructor's overall performance in SFL
determined by student evaluationAcademic
Performance Evaluation scoremd current
and/or previous responsibilities

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