INTERNATIONAL UNIVERSITY
OF SARAJEVO

INTERNACIONALNI UNIVERZITET
U SARAJEVU

- SENAT -

Number: IUS-SENAT 11- 1044-2/14
Sarajevo, April 4, 2014

Pursuant to Article 53, Paragraph (3) and Article 108, Paragraph (9) of the Law on Higher
Education (,,0Official Gazette of Canton Sarajevo®, issue no.: 42/13 — Consolidated Text), Senate of
the International University of Sarajevo, at its 3gh meeting held on April 4, 2014, adopted:

BOOK OF RULES ON PROCEDURE
Of Effective Teaching Processes of the Academic Staff

I
Procedure of monitoring and recording the proper and regular fulfilling of the teaching obligations
of the academic staff (hereinafter: Effective Teaching Processes of the Academic Staff procedure) is
conducted:

a) By the Program Coordinators and
b) By the Deans.

Effective Teaching Processes of the Academic Staff procedure is conducted through the B-6 form.

II
B-6 form from the preceding Article is the integral part of this Book of Rules (Attachment I).

I
As a part of the procedure of Effective Teaching Processes of the Academic Staff, Program
Coordinators and Deans are allowed to:

a) Check pedagogical documents;
b) Talk with academic staff member;
c) Visita class.

v
Effective Teaching Process of the Academic Staff procedure is conducted on semester basis (fall
and spring semester respectively), for each academic staff member, for at least one course.

\%
By the end of semester, Program Coordinator submits to the Dean a filled in B-6 form for each
academic staff member from the respective study program, for comments and recommendations.

The Dean prepares and presents overall report on Effective Teaching Process of the Academic Staff
procedure to the Faculty Council for discussion.

The Dean submits one copy of the overall Report to the QA Team for information as well.
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VI
Once the Effective Teaching Process of the Academic Staff procedure is completed, B-6 forms are
submitted to the QA Office.

VI
Breach of the provisions of this Rulebook can be a ground for disciplinary procedure.

VIII
This Rulebook becomes effective as of the date of adoption.

By adoption of this Rulebook, the Rulebook no.: IUS-SENAT 11-925/13 of April 4, 2013 is no
longer effective.

RECTOR
Prof. Dr. Yiicel Ogurlu
Delivered to:
1x Faculty Deans
Ix IUS Academic staff
1x QA Office
Ix a/a
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Attachment I

Effective Teaching Processes of the Academic Staff

B-6

Lecturer’s Name:

Course Code and
Title:

Academic Year

Teaching

Yes Partially

No

Lecturer demonstrated effective skills in class organization

Lecturer presented clear lecture outline

Lecturer used highly effective teaching methods in class

Lecturer demonstrated a particular skill in communicating
with students effectively

Lecturer emphasized important points by using visual aids and
graphics

Lecturer used appropriate intonation and moderated
discussions with enthusiasm

Lecturer is excellent in class management and managing
student’s behavior effectively

Lecturer demonstrated high level of effectiveness in
encouraging student’s interaction and involvement in learning

Lecturer presented relevant content, up to the level of
student’s understanding and expectation

Lecture and material match the learning outcomes and the
purpose of the course

Lecturer demonstrated a significant depth of knowledge and
command of the subject matter

Monitoring

Yes Partially

No

Lecturer provided to students updated knowledge in the
subject matter
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Lecturer announced office hours and provided his/her email
for communication with students

Lecturer announced course schedule and consultation hours

Lecturer provided appropriate course syllabus with clear
content

Assessment components are appropriate for grading student’s

examinations and assignments

Lecturer provided textbooks, reading materials and Web-
based materials

Course objectives and learning outcomes are precisely and
clearly defined

The title of the course, course contents, learning objectives
and learning outcomes are interrelated

Lecturer explained class attendance and plagiarism policy

Lecturer emphasized student’s attendance

Lecturer applied appropriate grading system and made
balanced distribution of student’s grades/marks

Lecturer submitted Course Report File

Program Coordinator’s Comments

Name:

Date:

Dean’s Comments and Recommendations

Name:

Date:
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Broj : IUS-SENAT 11- 1044-2/14
Sarajevo, 04.04.2014. godine

Na osnovu c¢lanova 53. stav (3) i 108. stav (9) Zakona o visokom obrazovanju (,,Sluzbene novine
Kantona Sarajevo®, broj: 42/13 - PreciS¢eni tekst), Senat Internacionalnog univerziteta u Sarajevu,
na 38. sjednici odrzanoj dana 04.04.2014. godine, usvaja

PRAVILNIK
o postupku praéenja efikasnosti nastavnog procesa

I
Postupak pracenja i1 evidentiranja redovnog i urednog ispunjavanja obaveza akademskog osoblja (u
daljem tekstu: postupak praéenja efikasnosti nastavnog procesa), provodi se od strane:

c) program koordinatora i
d) dekana.

Postupak pracenja efikasnosti nastavnog procesa provodi se uz pomo¢ B-6 obrasca.

1|
Obrazac B-6 iz prethodnog ¢lana sastavni je dio ovog Pravilnika — (prilog I).

I
U okviru postupka pracenja efikasnosti nastavnog procesa, program koordinator i dekan ovlasteni
su:

a) provjeravati pedagoske dokumente;
b) razgovarati sa ¢lanom akademskog osoblja;
c) posjecivati predavanja i vjezbe.

v
Postupak pracenja efikasnosti nastavnog procesa provodi se na semestralnoj bazi (za zimski i ljetni
semestar), za svakog ¢lana akademskog osoblja, za najmanje jedan predmet.

\%
Najkasnije do kraja semestra, program koordinator dostavlja dekanu popunjen B-6 obrazac za
svakog ¢lana akademskog osoblja sa studijskog programa, radi komentara i preporuka.

Dekan priprema 1 prezentira vije¢u fakulteta zajednicki izvjestaj o postupku pracenja efikasnosti
nastavnog procesa, koje diskutuje o istom.

Dekan dostavlja Timu za osiguranje kvaliteta jednu kopiju zajednickog izvjeStaja o postupku
pracenja efikasnosti nastavnog procesa.
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VI
Po okoncanju postupka pracenja efikasnosti nastavnog procesa, B-6 obrasci se dostavljaju Uredu za
osiguranje kvaliteta.

VIl

Nepostupanje po ovom pravilniku moze predstavljati osnov za disciplinsku odgovornost
zaposlenika.

VII
Ovaj Pravilnik stupa na snagu danom donosenja.

Danom usvajanja ovog Pravilnika, prestaje da vazi Pravilnik, broj: IUS-SENAT 11-925/13 od
04.04.2013. godine.

REKTOR

Prof. Dr. Yiicel Ogurlu

Dostaviti:

1x Dekani fakulteta

1x Akademsko osoblje IUS-a
Ix Ured za osiguranje kvlaiteta
1x a/a
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Prilog 1
B-6
Pracenje efikasnosti nastavnog procesa

Ime 1 prezime

¢lana akademskog

osoblja:

Sifra i naziv
predmeta:

Studisjka godina:

Nastava Da Djelimi¢no Ne

Clan akademskog osoblja je demionstritao efiskanost u

organizaciji nastavnog procesa

Clan akademskog osoblja je prezentirao jasan okvir
predavanja/vjezbe

Clan akademskog osoblja je koristio visoko efikasne nastavne

metode

Clan akademskog osoblja je demonstrirao naroitu vjestinu

ekifasne komunikacije sa studentima

Clan akademskog osoblja je istakao vazne segmente koristeéi

vizualna pomagala i grafike

Clan akademskog osoblja je koristio odgovaraju¢u intonaciju i
moderirao diskusije sa entuzijazmom

Clan akademskog osoblja je odli¢no vladao
predavanjem/vjezbom i ekikasno kontrolirao ponaSanje

studenata

Clan akademskog osoblja je demonstrirao visok novo

efikasnosti u poticanju studenata na interakciju i uc¢esée u
procesu ucenja

Clan akademskog osoblja je prezentirao relevantan nastavni

sadrzaj, u skladu sa nivoom razumjevanja i o¢ekivanja

studenata

Predavanja/vjezbe i nastavni materijal odgovaraju ishodima

ucenja i cilju nastavnog predmeta

Clan akademskog osoblja je demonstrirao znaéajnu dubinu

znanja predmetne materije

Pracdenje Da Djelimi¢no Ne

Clan akademskog osoblja je pruZio studentima aktuelne

spoznaje iz predmetne materije.

Clan akademskog osoblja je naznacio sate za konsultacije i

dao studentima svoju e-mail adresu za komunikaciju
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Clan akademskog osoblja je objavio raspored odrzavanja
nastave i vrijeme za konsultacije

Clan akademskog osoblja je pruzio odgovarajuéi silabus
predmeta sa jasnim sadrzajem

Komponente za ocjenjivanje su odgovarajuce za ocjenjivanje
ispita i studentskih zadataka

Clan akademskog osoblja je pruzio nastavne materijale za
savladavanje predmeta

Cilj predmeta 1 ishodi ucenja su precizno i jasno definirani

Naziv predmeta, sadrzaj predmeta, ciljevi i ishodi u¢enja su
medusobno povezani

Clan akademskog osoblja je objasnio pravila o prisustvu i
plagijatu

Clan akademskog osoblja je istakao znadaj prisustva studenata
na nastavi

Clan akademskog osoblja je primjenio odgovarajuéi sistem
ocjenjivanja i osigurao balansiranu distribuciju ocjena

Clan akademskog osoblja je predao izvjestaj o predmetu

Komentari program koordinatora

Ime i prezime:

Datum:

Komentari dekana

Ime 1 prezime:

Datum:
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