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The limits of my language mean the [imits of my world.

Ludwig Wittgenstein



WELCOME

Dear Colleagues,
Welcome to Erciyes University School of Foreign Languages School.

As educators and staff, you are the driving force behind our core mission: to equip
our Preparatory School students with the intensive language skills they need to
successfully pursue vocational and academic courses in their respective faculties.

By closely following current technological, scientific, and academic developments,
we strive to teach English and Russian at the highest international standards,

tully aligned with the Common European Framework of Reference for Languages
(CEFR). Achieving this standard is a collective effort, and your commitment,
creativity, and expertise are essential to creating a dynamic environment where
excellent language teaching thrives.

This staft handbook has been designed as a comprehensive guide to our institution’s
policies, academic practices, and your responsibilities—as well as our commitment
to supporting you. We hope it serves as a valuable resource to help you navigate
your role and feel a true sense of belonging within our academic community.

Thank you for your dedication and the vital role you play in our students’
intellectual growth. My door is always open should you need further guidance, wish
to share innovative ideas, or simply want to connect.

Sincerely,

Professor Bilal GENC
Director, School of Foreign Languages
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INTRODUCTION

Your Role

As an instructot, you are expected to:

Deliver lessons in line with the approved curriculum and syllabus

Monitor student attendance and academic progress

Apply assessment procedures accurately and on time

Communicate effectively with students, colleagues, and coordinators

Participate in professional development and institutional activities

Fulfill assigned commission and committee duties in a timely and responsible manner.
Regularly follow official announcements and the institutional website.

Act in accordance with institutional regulations and professional ethics

Academic Follow-up & Who to Contact?

If an issue arises, follow this academic follow-up chain:

1. Class Advisor (Lead Teacher)

(First point of contact for student-related academic issues)

2. Level Coordinator

(Level-wide academic, assessment, or pacing issues)

3. Head of Department / Vice Heads

(Curriculum implementation, assessment standards, academic quality)

4. Vice Directors

(Broader academic or administrative concerns)

5. Director

(Final authority for academic and institutional matters)




Teaching, Attendance & Timetable

Teaching timetables are delivered to instructors at the beginning of each quarter.
Instructors are expected to attend all scheduled classes punctually.

Instructors are responsible for conducting classes in accordance with the approved syllabus
and pace charts.

Instructors are required to update the Record Card after each lesson, indicating completed
content and the starting point for the next class to ensure continuity.

Any absence must be reported in advance to the vice directors.

In case of unavoidable absence, class coverage is arranged through the administration.

To see the class start and end times, please visit the following link:

https://vdyo.ercives.edu.tr/tr/2025-2026-ogtrenci-dets-giris-cikis-saatleri

Assessments, Exams & Your Reponsibilities

Implement assessment tasks (quizzes, in-class exams, projects, level exit exams, proficiency exams,
placement tests, make-up exams) in line with institutional guidelines and approved rubrics
Provide timely and constructive feedback

Assess students’ in-class performance throughout the quarter in accordance with predefined
criteria shared with students

Fulfill invigilation duties as assigned

Enter grades accurately within announced deadlines

Maintain assessment confidentiality and integrity at all times

Keep required assessment records and documentation up to date

Student Attendance & Classroom Expecttations

Students must maintain at least 85% attendance.

Attendance is monitored and recorded regularly via the SFL system.

Instructors are required to log into the SFL website using their personal username and password
at the beginning of each class session to take attendance. Attendance must be recorded separately
for each lesson hour and submitted within the first 15 minutes of the class.

Medical reports do not reduce absenteeism for students.

Instructors should encourage active participation and the consistent use of English in class.

All information about student-related issues atre available in the STUDENT HANDBOOK




Professional Development (PDU): What is Expected

Each instructor is required to complete annual professional development activities, including:
* One observation type (Peer, Self-Video, or Developmental Observation)
* One optional professional development activity (e.g., Co-Teaching, Reading Hub, Journal,
Workshop)
* End-of-Year Individual Reflection Meeting

All activities must be completed within the announced timelines.

These activities are non-evaluative and designed to support professional growth.
All relevant information, procedures, and forms are available in the PDU HANDBOOK

Communication Channels

Communication is conducted through:
* EBYS
* Institutional e-mail
* Website
* Record Card
* SFL
* WhatsApp Groups (Yabanci Diller Iletisim, Level Groups)
* Notice Boards

Instructors are expected to check these channels regulatly.




Leave, Reports & Disciplinary Matters

e Staff leave and medical reports are handled in accordance with national legislation (Law No. 657).
* Disciplinary matters follow Turkish Higher Education regulations.
* Requests, complaints, and appeals are submitted via official petition.

 All printable forms required by staff can be accessed via the following link:

Where to Find Detailed Information

This Quick Guide is supported by the following resources:
* Website

Staff Handbook — Main reference document

e Student Handbook — Student-related issues

PDU Handbook — Professional Development Activities
* Appendices — Detailed policies, procedures, and forms
* Record Card — Academic tracking and documentation
In case of any uncertainty, instructors are encouraged to seek clarification and contact their Level

Coordinator or the Professional Development Unit without hesitation.




ABOUT US

History

Erciyes University first introduced English preparatory education in 1978 within the Faculty of Medicine,
tollowed by the Faculty of Business in 1979. With the establishment of Erciyes University in 1982,
all foreign language instruction was centralized under the Foreign Languages Department, operating
directly under the Rector’s Office. In 1998, this structure evolved into the School of Foreign Languages,
expanding its administrative and academic capacity. Since then, the School has continued to play a central

role in supporting foreign language instruction across all faculties and schools of the University and has

been responsible for designing and delivering the intensive one-year English preparatory program.




Our mission is to equip students with the linguistic and academic skills they need to succeed
first in their Faculties and Schools, and later in their future lives, by offering a comprehensive
preparatory program aligned with the Common European Framework of Reference for
Languages (CEFR). The program aims to develop well-rounded communicative competence
through an integrated curriculum that combines listening, speaking, reading, and writing skills,

supported by continuous assessment and effective feedback.

Our vision is to be a leading School of Foreign Languages that provides CEFR-aligned,
internationally recognized language education supported by innovative teaching and modern
learning environments. We aim to broaden our language offerings beyond English and Russian,
strengthening our program to meet the evolving needs of students and the global academic

community.

We are committed to enhancing digital learning and assessment practices, promoting continuous
professional development among our staff, and maintaining strong quality assurance processes.
Through these efforts, we seek to create an inclusive, future-oriented educational ecosystem that

prepares learners for academic and professional success and contributes meaningfully to the

University’s mission.




INSTITUTIONAL STRUCTURE

Organisational Chart
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School Administration

The School Administration includes the Director, Vice
Directors, and the Secretary. The School Administration
is responsible for overseeing the operational functions
of the institution, ensuring efficient use of resources,
and implementing policies that support the school’s
mission and objectives. It also facilitates communication
between various departments and ensures compliance

with institutional regulations.

Director

The Director is the chief executive of the School,
responsible for its academic and administrative
leadership. Key duties include guiding strategic planning,
ensuring alighment with university policies, managing
resources, supervising academic and administrative
units, representing the School in institutional and
external platforms, and ensuring compliance with

national and institutional regulations.

Vice Directors

Vice Directors support the Director in managing
academic and administrative operations across areas
such as academic affairs, student affairs, and general
administration. They assist with policy implementation,
oversee designated units or functional areas, coordinate
school-wide initiatives, facilitate communication among

departments, and represent the Director when required.

Secretary

The Secretary provides essential administrative support
to ensure the efficient functioning of the Director’s
Office. Key responsibilities include managing the
Director’s schedule, organizing documents and reports,
handling

and events, and maintaining official records. The

correspondence, coordinating meetings
Secretary also manages visitor logs and protocol-
related procedures, assists with board communication,
and performs tasks assigned by the Director and Vice

Directors.

Administrative Board

The Administrative Board consists of the Director,
Vice Directors, the Head of the Department, and the
Vice Heads of the Department. The Board supports
the

overseeing academic and administrative processes, and

school leadership by implementing policies,

ensuring effective coordination among departments. It
plays a key role in decision-making, strategic planning,
and resource management, contributing to the efficient

operation of the School.

School Administrative Board

The School Administrative Board is composed of
the Director, the Vice Directors, the Head of the
Department, and one faculty member each from the
Department of Russian Language and Literature and
the Faculty of Engineering, The Board plays a central
role in determining the School’s strategic direction
and ensuring alignment with institutional goals. Its
responsibilities include high-level decision-making,
long-term planning, and overseeing the implementation
of policies. The Board contributes to major planning
processes and ensures that the School’s academic and
administrative activities support its mission and the

broader objectives of the University.









Foreign Languages Department

Head of the Department

The Head of the Foreign Languages Department
oversees the planning, organization, and monitoring
of all academic processes, including curriculum
implementation,  assessment  procedures,  and
professional development activities. Supported by two
Vice Heads, the Head ensures the effective delivery of
academic programs, coordination among teaching staff,
and continuous communication between academic
and administrative units. Core responsibilities include
updating course content, managing exam Pprocesses,
evaluating student and instructor needs, and proposing
solutions to support academic quality. The Head also
supervises departmental events, monitors academic
performance, and ensures that all educational processes
are carried out efficiently and in alignment with
institutional standards. Through these responsibilities,
the department leadership works to enhance the overall

quality of teaching and learning,

ACADEMIC STRUCTURE

Russian Language and Literature
Preparatory Program

The Russian Language and Literature Preparatory
Unit prepares students for the undergraduate Russian
Language and Literature program by equipping them
with the linguistic competencies required for academic
study. The unit oversees all educational processes
within the Preparatory Program, including curriculum
implementation and assessment. Its courses develop
students’ grammar, vocabulary, speaking, listening,
reading, and writing skills, while cultural activities and
practical language tasks help familiarize learners with
Russian culture and literary contexts. The unit also
designs and administers proficiency and end-of-term
examinations, monitors student progress, and provides

academic support as needed.

English Preparatory Program

The English Preparatory Program equips students with
the language skills required for success in their academic
studies. The program offers a comprehensive curriculum
that develops grammar, vocabulary, speaking, listening,
reading, and writing competencies through structured
coursework and interactive learning activities. Regular
assessments, such as quizzes, writing tasks, projects,
level exit exams, and proficiency exams, are used to
monitor student progress and provide targeted support
for ongoing language development. Through this
framework, the program ensures that students achieve

the proficiency needed for their departmental courses.



Academic Commissions and Units

Level Coordinators

Level Coordinators oversee all academic and
administrative processes at their assigned level in the
English Preparatory Program. Their responsibilities
include preparing and updating level-specific materials,
syllabi, pace documents, project guidelines, and course
procedures; monitoring class progress through Record
Cards and Follow-up Charts; organizing level meetings;
and participating in quiz and exam proof-reading. They
ensure effective communication between academic and
administrative units. Level Coordinators also provide
solutions based on student and instructor needs,
contribute to planning for upcoming quarters, and take
an active role in accreditation processes, curriculum

and material development.

Testing and Assessment Unit

The Testing and Assessment Unit oversees all
assessment and evaluation processes within the English
include

Preparatory Program. Its responsibilities

preparing and administering quizzes, placement,
make-up, level exit, and proficiency exams, as well as
coordinating the printing, distribution, and secure
administration of all quizzes and examinations. The Unit
also organizes invigilation assignments and coordinates
grade entry procedures through the SFL information
system. The Unit ensures that all assessments are valid,
reliable, and aligned with program learning outcomes. It
conducts regular reviews, implements quality assurance
procedures, and makes necessary improvements to
maintain objectivity, consistency, and accuracy in all
testing processes. Through these efforts, the Unit
supports fair and effective measurement of student

performance across the program.

Curriculum Development Commission

The Curriculum Development Commission, led by
the Level Coordinators, is responsible for designing,
updating, and improving the curriculum and teaching
materials in alignment with institutional goals and the
CEFR. The Commission ensures consistency across all
levels by developing clearlearning outcomes, assessment
standards, syllabuses, pace charts, material booklets, and
level-specific teaching resources. It collaborates with
instructors to collect feedback, integrates current trends
in language education, and implements improvements
that enhance student engagement and learning
effectiveness. The Commission provides ongoing
support to instructors, facilitates regular meetings to
ensure consistent application of the curriculum, and
maintains detailed records of curriculum revisions
and materials. Through these responsibilities, the
Commission plays a central role in ensuring high-
quality, coherent, and effective language instruction

throughout the program.

Material Development Commission

The Material Development Commission is responsible
for developing and updating writing materials and
process-based assessment tools for all levels of the
English Preparatory Program, ensuring alignment with
the curriculum and program learning outcomes. The
Commission collaborates closely with the Head of
Department and Level Coordinators to prepare level-
appropriate writing resources, review materials for
clarity, suitability, and level alignhment, and update them

as needed based on feedback.

Accreditation Commission
The

School’s educational quality aligns with national and

Accreditation Commission ensures that the
international standards. The Commission coordinates

all  accreditation  processes, prepares  required
documentation for quality assurance, communicates
with relevant external bodies, and monitors application
and audit procedures. It evaluates feedback and reports

to support continuous compliance and improvement.



Web Information Commission

The Web Information Commission ensures that the
School’s website remains accurate, current, and user
friendly. It manages the collection and publication
of information from academic and administrative
units, oversees content updates, and implements
improvements to enhance web-based information

services for students and other stakeholders.

Quality and Strategy Development
Commission

The Quality and Strategy Development Commission
the School’s

processes and

works to enhance academic and

administrative support long-term
strategic objectives. It prepares strategic plans aligned
with the School’s mission and vision, conducts
performance evaluations, audits quality assurance
procedures, and carries out analyses to promote

continuous improvement and innovative practices.

Academic Incentive Preliminary Review
Commission
The

Commission conducts

Incentive
the

staff incentive applications to

Academic Preliminary ~ Review

initial evaluation of
academic ensure
compliance with relevant criteria and regulations. The
Commission verifies the accuracy and completeness
of all submissions, provides necessary corrections
or recommendations, and prepares applications for
approval by upper committees within the school

administration.

Internal Unit Evaluation Commission

The Internal Unit Evaluation Commission supports
the School’s academic units in managing their internal
evaluation processes. It reviews annual performance
reports, assesses quality indicators such as academic
activities and student satisfaction, and provides
recommendations to improve educational quality.
The Commission reports its findings to contribute
and  institutional

to continuous improvement

accountability.

Student Orientation Commission

The Student Orientation Commission supports the
successful integration of newly enrolled students into
the institution. It organizes orientation programs at the
beginning of each academic year, introduces students
to the English and Russian Preparatory Programs,
school policies, and available resources, and helps them

adapt to academic, social, and cultural life.

External Relations Commission

The External Relations Commission works to enhance
the School’s international visibility and collaboration
by establishing partnerships with global educational
institutions and organizations. It facilitates faculty and
student exchange initiatives, organizes international
and academic and cultural

events, strengthens

connections with foreign universities.

Professional Development Unit (PDU)

The unit supports the professional and personal
growth of teaching staff and ensures their effective
integration into the School of Foreign Languages. For
newly appointed instructors, the Unit coordinates an
onboarding process that includes advisor assignments,
orientation meetings on institutional practices, and
structured classroom observations. New instructors
observe experienced colleagues in different skill-
based lessons and receive feedback through a guided
observation cycle, while advisors conduct scheduled
and unscheduled observations to provide targeted

developmental support.

To promote ongoing professional growth, the Unit
offers a variety of development opportunities such
as workshops, reading groups, sessions led by expert
trainers, co-teaching practices, peer observation
activities, video reflection tasks, and journal writing,
The Unit gathers feedback from instructors, maintains
records of all professional development activities, and
updates its practices to ensure continuous improvement.
Through these initiatives, the Professional Development
Unit fosters a collaborative, reflective, and innovative

teaching culture across the School.



Academic Staff

Instructors

Instructors are responsible for delivering high-
quality language instruction, preparing effective and
engaging lessons, and supporting students’ academic
development in alignhment with the School’s mission.
They

assessment practices, and institutional activities while

contribute to curriculum implementation,

continuously developing their professional skills.

Responsibilities:

* Implement the curriculum and teaching—learning
programs, addressing both immediate and long-
term learner needs.

* Support students in understanding the aims and
principles of the School and the University.

* Monitor and assess student performance,

providing timely and constructive feedback.

* Guide students in achieving their full academic
and intellectual potential.

e Participate in professional development activities
organized by the Professional Development Unit.

scheduled by the School

Administration, the Department Head, or relevant

e Attend meetings

units/commissions.

e Fulfill academic or administrative tasks assigned
by authorized units of the institution.

e Adhere to all relevant legislation, regulations,
institutional policies, and ethical standards.

e Maintain positive and professional relationships
with administrators, colleagues, and students.

* Demonstrate openness to feedback, act with
honesty and integrity, and maintain confidentiality

with cultural sensitivity.

Lead Teachers

Lead teacher assignments are based on Friday teaching
schedules; instructors serve as the lead teacher for
the specific class they teach on Fridays. In this role,
they monitor the overall progress of the class, closely
observing students’ academic performance and learning
needs. They maintain consistent communication with
the other instructors teaching the same class and
collaborate on tasks such as pace tracking, monitoring

class progress, and regularly updating the record card.




Curriculum Policy

Curriculum Design and Renewal

In curriculum design, based upon the Common
European Framework of Reference for Languages
(CEFR), a blended approach that integrates various
syllabus types to develop foundational language skills
comprehensively is tailored to create an eclectic structure
considering the needs and purposes of the educational
procedure at the School of Foreign Languages, Erciyes
University. The program was designed in alignment
with the institution’s mission of providing a CEFR-
aligned preparatory program that equips students
with the linguistic and academic skills they will need in
their faculties and future lives. The program is divided
into tiers based on the needs of the students. It is
apparent how students’ needs are identified and how
the curriculum was developed to address those needs.
The curriculum specifies learning objectives for each
level. While forming the curriculum, the strengths
and weaknesses of these structures are taken into
consideration, and their convenient features are aimed
to be integrated into the language learning progression

by organizing the content into discrete modules.

Primarily, our curricullum combines a structural
syllabus, focusing on grammar, reading, and vocabulary
which

emphasizes the practical application of language

progression, with a functional syllabus,
in everyday contexts such as introducing oneself,
discussing work-life balance issues, and making polite
requests. Additionally, the curriculum includes a
situational syllabus that anchors learning in familiar,
real-life scenarios, enhancing students’ confidence in

using English in social and professional interactions.

POLICIES

Communicative tasks and interactive activities play
a significant role, suggesting an experiential learning
component aligned with a task-based syllabus. Each
unit covers reading, listening, speaking, and writing
skills through structured grammar and vocabulary
practice, role-plays, collaborative discussions, and
functional tasks (e.g., writing formal and informal
emails, and describing personal experiences). This
diverse approach fosters both linguistic competence
and fluency in the target language, effectively preparing
students to advance to higher levels in the language

program.

Under the title of “learner-centered curriculum
structure”, the needs, interests, and individual learning
styles of the students are taken into consideration
as an active learning environment is emphasized, in
which students are engaged in the learning process by
means of discussions, problem-solving, and hands-on
activities. This approach is intended to allow students to
have some control over what they learn, how they learn,
and how they apply and exhibit their understanding,
Promoting students’ active engagement in the process
is taken as the key element in this type of curriculum
design. Students are encouraged to participate in the
four skill-based activities through real-world language
use. Through formative assessments and regular

feedback, they can monitor their own progress in

language learning as well.



Through a “spiral curriculum structure”, key concepts
of the language are taught and learnt at a basic level
and then revisited and widened into deeper levels
throughout the learning process. Rather than teaching
a topic in-depth at once, this structure helps students
experience the same issues and topics several times with
gradually increasing complexity each time. Therefore, it
is intended to activate students’ prior knowledge and
ensure their comprehension. With the help of this
structure, contextual learning is also promoted. While
revisiting language structures, students can experience
them in different and authentic contexts, including
daily conversations and formal writing. Besides a deep
understanding of the target language, it aims to make
the language more practical and applicable to various

real-world situations.

By means of “modular curriculum structure”, it is
targeted to break down the curriculum into separate
modules, each focusing on a specific skill set and CEFR
Level. In each module, specific objectives, content,
assessments, and learning activities are included, and
students take the modules in a sequence depending on
their needs concerning the extent of the CEFR Levels.
This approach allows students flexibility to progress
at their own pace. For the majority of departments
(including Department of International Relations,
Software Engineering, Energy Systems Engineering,
Mechanical Engineering, the progression follows Level
1 (A1-A2), Level 2 (B1), Level 3 (B1+), and Level 4 (B2).
For English Language Teaching and English Language
and Literature students, a department-specific track is
implemented, in which students begin at Level 2 (B1)
and continue through Level 3 (B1+), Level 4 (B2), and
Level 5 (C1). Starting from basic structures, vocabulary
knowledge based on familiar topics, and simple
conversation skills, which are aimed at .1, to effective
operational proficiency by employing complex subjects
and producing well-structured texts, aimed at the L5,
this approach is implemented to ensure that students

make progress through structured competencies.

the

feedback from students and instructors, which is

Throughout curriculum  renewal procedure,
provided through questionnaires and meeting sessions,
is taken into consideration to design accurate progress.
During the renewal process, level meetings are held
twice in each quarter (seven weeks) with instructors to
evaluate the progress and identify necessary adjustments.
The scores in the level exit exams held at the end of
each quarter of the academic year are also used to
envision the necessary renewals and regulations in the
curriculum. Additionally, faculty input gathered during
focus group meetings ensures that the curriculum
aligns with broader academic expectations. To further
monitor student progress and pace, a record card system
is implemented. Instructors fill out record cards at the
end of each lesson to track how the pace of the class is
progressing and address any emerging needs promptly.
Weekly follow-up charts are also used to assess whether
the set goals are being met, enabling adjustments to
be made to ensure alignment with objectives. Based
on the students’ performance, more effective learning
resources such as textbooks and online tools can be
integrated into the program. To improve the learning
environment, students, instructors, and administrators
participate in the process of curriculum design and

renewal.




Curriculum Philosophy

The curriculum is designed to equip students not
only with foundational English skills for everyday
communication but also with the academic language
skills needed in their faculties and future professional
lives. Consistent with the institution’s mission, it follows
a CEFR-aligned structure that integrates the four core
language skills with academic readiness components.

The

instruction with a communicative approach, aiming

curriculum combines traditional ~grammar
to build student confidence and prepare them to use
English effectively in realistic contexts. This student-
centered program emphasizes active participation in
whole-class, group, and pair activities to foster learner
autonomy and motivation, helping students develop
independent learning strategies. By incorporating real-
world themes, such as family life, work routines, and
personal preferences, the curriculum makes learning
relevant and engaging, enabling students to connect

language study with their personal experiences.

Lessons progress incrementally, introducing vocabulary
and grammatical structures in a scaffolded way,
allowing students to build a solid foundation of
language abilities that prepares them for advanced
study. The curriculum reinforces linguistic accuracy
and communicative competence through integrated
exercises that include listening, reading, speaking, and
writing practice, focusing on practical vocabulary,
grammatical precision, and phonological awareness
to enhance clarity in expression. With this structured
yet flexible approach, students develop the confidence
and skills to communicate effectively in English
across a variety of real-world scenarios, laying the
groundwork for their future language learning success.
The philosophy underlying this curriculum is shared
with instructors through the staff handbook, weekly
meetings, the syllabus, and the course implementation
guidelines, ensuring a cohesive and consistent teaching

approach across the program.

Curriculum Philosophy
The modular English language program spans four

academic quarters, offering 23 hours of instruction
each week over seven-week periods (with the exception
of Level 1 in Quarter 1, where the weekly contact hours
are 27). This structure ensures balanced attention to all
four skills, preparing students for successful academic
work in English. To progress, students must achieve at
least 70% on the Level Exit Exam, allowing them to

move on to their academic departments.

Erciyes University School of Foreign LLanguages equips
students with essential English skills for daily, academic,
and professional success. By integrating CEFR-based
objectives, continuous assessment, and an interactive
learning environment, the curriculum develops the
four core language skills, fully preparing students for

university-level coursework.

The program emphasizes a holistic approach to
language learning, aiming to equip students with
essential skills that extend beyond mere academic
proficiency. By focusing on all four language skills—
listening, speaking, reading, and writing—students can
develop a well-rounded communicative competence.

Considering the importance of expressing oneself
clearly and accurately, engaging in discussions and
presentations helps students learn to articulate their
thoughts effectively, much like a musician mastering
their instrument through practice and performance.
This not only builds confidence but also encourages
them to experiment with language, much like an artist
exploring different mediums to find their unique
style. Ultimately, this program aims to foster a sense
of curiosity and enthusiasm for learning, encouraging
students to view language as a living, evolving tool
for communication. By the end of the program, they
should feel empowered to navigate the world with
confidence, using their language skills to connect with

others and explore new ideas.




Curriculum Framework and Program

Erciyes University School of Foreign Languages’
curriculum framework is grounded in the Common
European Framework of Reference for Languages
(CEFR) and reflects the institution’s mission of
developing students’ linguistic and academic skills
through an integrated, skill-based preparatory program.
It ensures that students develop language skills
progressively and systematically from Al to B2 and B1
to C1 levels. The program is designed to be modular,
with each level structured to cover seven weeks of
instruction followed by one week of assessment.
This approach ensures that students achieve language
competence incrementally, with each module dedicated

to specific skill-building aligned with CEFR descriptors.

The curriculum framework emphasizes a student-
centered, communicative approach, with integrated
lessons covering reading, writing, listening, and
speaking skills. Each level incorporates the structural
syllabus for grammar and vocabulary, combined with
functional and task-based syllabi to enhance practical
language use. Students engage with real-life contexts
through situational activities and communicative
tasks, progressively building confidence in English for

academic, social, and professional scenarios.

Inaddition, the program includes formative assessments
that provide ongoing feedback, enabling students to
track their progress and address areas for improvement
before moving to the next module. End-of-module
exams serve as summative assessments, determining
students’ readiness to advance in a structured and
supportive environment. This framework fosters
linguistic proficiency and prepares students to meet the

academic and professional demands of their respective

fields upon completion of their language studies.




Module-Based Instruction

Erciyes University School of Foreign Languages adopts a module-based instruction system to provide a structured,
flexible, and student-centered approach to language learning, ensuring alignment with the Common European
Framework of Reference for Languages (CEFR). This system allows for continuous progression through five
levels, from L1 to L5, accommodating diverse learning paces and promoting consistent development of language
skills. A key reason for implementing this approach is to ensure students receive focused, manageable learning
objectives within each 7-week instructional period, followed by 1 week of exams, enabling them to consolidate
their knowledge and skills effectively (See the Table 1). This system is designed to accommodate the language
proficiency needs of all students, with those in English Language Teaching and English Language and Literature
programs required to reach the C1 level, while all other students must complete the B2 level. The curriculum
at each level is clearly defined, with objectives that reflect the CEFR’s descriptors for language competence,
covering the core skills of reading, writing, listening, and speaking, with integrated grammar and vocabulary
instruction. A modular approach enables personalized learning, where students can progress at a pace that suits
their individual needs, with formative assessments providing ongoing feedback throughout the module. End-
of-module exams serve as summative evaluations, determining students’ readiness to advance to the next level.
This system ensures a clear learning pathway, consistent evaluation standards, and opportunities for students to
build language competence progressively in a supportive environment. Additionally, the modular system offers
curriculum flexibility, allowing teachers to address specific learning gaps while ensuring a coherent progression. It
supports effective classroom management through regular evaluation and adaptable teaching strategies. Ultimately,
this approach aligns with our commitment to academic rigor, providing continuous feedback to prepare students

for their future academic and professional demands.

Table 1
1t Quarter |2 Quarter |3 Quarter [4% Quarter
Levels for MUYE L1(A1-A2)* [ L2 (B1) L3 (B1+) L4 (B2)
L2 (B1) L3 (B1+) L4 (B2)
L3 (B1+) L4 (B2)
14 (B2)
Levels for ELL and ELT L2 (B1) L3 (B1+) L4 (B2) L5 (C1)
L3 (B1+) L4 (B2) L5 (Cl1)
L4 (B2) L5 (C1)
L5 (C1)
Number of weeks 7 7 7 7
Number of hours per week 23 23 23 23

*1st Quarter: L1- 27 hours per week




Courses, Aims of the Courses and Course Descriptions

In each level of the School of Foreign LLanguages program, students engage in two key courses: the Main Course
and the Writing Course, both designed to provide a comprehensive language learning experience. The Main
Course, conducted for 20 hours per week (except for Level 1 in Quarter 1, where the main course is conducted
for 24 hours per week) focuses on developing students’ overall language skills through an integrated approach that
covers reading, listening, speaking, and grammar, following a structured curriculum aligned with the CEFR. The
Writing Course, with 3 hours of instruction per week, is aimed at enhancing students’ writing abilities, equipping
them with the skills necessary to express themselves clearly and effectively in written English. These courses
work in tandem to ensure that students not only gain fluency and accuracy in communication but also develop
the critical thinking and writing skills required for academic and professional success. Weekly objectives for all
levels are detailed comprehensively in the syllabi prepared for each level, providing clear guidance on the aims and

content of both courses. Below, the aims and detailed descriptions of each course at different levels are outlined.

Table 2
Level CEFR Target |Main Course |Writing Course |Total Hours
(Hours/Week) | (Hours/Week)

Level 1 Al - A2 20(24in Q1) | 3 23 (27 in Q1)
Level 2 B1 20 3 23

Level 3 Bl+ 20 3 23

Level 4 B2 20 3 23

Level 5 Cl1 20 3 23




LEVEL 1

Main Course Objectives
By the end of this course, the students are expected to be able to:
¢ follow and understand the content classes that are delivered in the medium of English
 understand the main points of clear standard input on familiar matters regularly encountered in work,
school, leisure, etc.
* cope with most situations that may arise whilst traveling in an area where the language is spoken
* gain confidence in their ability to use English in everyday communication
* improve their listening skills to understand simple spoken English in a variety of contexts
e read and comprehend short texts, highlighting key ideas and specific information,
* write coherent sentences and paragraphs on topics they are familiar with
* describe experiences and events, dreams, hopes, and ambitions, and briefly give reasons for opinions and

plans

Main Course Description

This courseis intended to provide students with a basic grasp of the English language by concentrating on developing
four fundamental language skills: listening, speaking, reading, and writing. Using the Cambridge Empower Second
Edition — Elementary textbook as the primary resource, students will participate in a combination of traditional
grammar-based methods and communicative approaches. To ensure that essential Al learning outcomes are also
addressed within the L1 Level, the program uses in-house Al supplementary materials that support students who

need reinforcement at the foundational level.

The course seeks to increase students’ confidence in using English in everyday contexts by stressing vocabulary
learning, grammatical precision, and practical language usage. Students will move from identifying and
comprehending language patterns to actively using them in verbal and written communication. This modular
course covers the A1-A2 CEFR Level.

Writing Course Objectives

The students will be able to:
* write clear and accurate sentences in English.
* write clear and cohesive phrases and paragraphs about everyday themes like their family, career, or holiday.
* practice writing simple descriptions, describing past events, and creating brief texts such as emails or blog
entries.
* learn to connect concepts using fundamental connecting words (e.g, and, but, so, because, however,
although), as well as to write brief texts with specified patterns, such as a formal email applying for a job or

a description of a location.

Writing Course Description

This course focuses on helping students develop their ability to write clear and accurate sentences in English. It
provides opportunities for creative and effective expression in the target language, guiding students through the
fundamental aspects of sentence construction and written communication. Through a variety of writing tasks,

students will enhance their skills in structuring ideas and expressing them appropriately in English.




LEVEL 2

Main Course Objectives
After successful completion of this course, the students are expected to be able to:
* follow and understand the content classes that are delivered in the medium of English
* understand the main points of clear standard input on familiar matters regularly encountered in work,
school, leisure, etc.
* deal with most situations likely to arise whilst traveling in an area where the language is spoken
* produce simple connected text on topics that are familiar or of personal interest.
* describe experiences and events, dreams, hopes, and ambitions, and briefly give reasons for opinions and

plans

Main Course Description

The course is a general English course that will help our students use English efficiently in their social and academic
lives. The course aims to engage our students’ interests and increase their motivation for learning by offering them
stimulating topics with a syllabus that includes comprehensive work on grammar, vocabulary, pronunciation, and
the four skills of reading, listening, speaking, and writing through a communicative language teaching and learning

approach supported with blended learning tools. This modular course covers the Bl CEFR Level.

Writing Course Objectives

Students will be able to:
* Learn the structure and function of a topic sentence.
* Understand and apply the structure of supporting sentences in paragraph development.
* Learn how to craft a concluding sentence to close a paragraph effectively.
* Write a paragraph following the basic principles of paragraph structure.
* Master the structure of an opinion paragraph.
* Develop an understanding of various sentence structures.

* Use appropriate transition words to connect ideas smoothly within a paragraph.

Writing Course Description

This course is designed to equip students with the essential writing skills required for success in their academic
studies. Through a combination of writing exercises, students will learn to master basic paragraph structure and
one paragraph type. The course covers the entire writing process, including pre-writing, during-writing, and post-
writing stages, while integrating grammar, spelling rules, vocabulary, and sentence structure. This comprehensive
approach helps students build a solid foundation in written communication, preparing them for more advanced

academic writing tasks.




LEVEL 3

Main Course Objectives
After successful completion of this course, the students are expected to be able to:
* follow and understand the content classes that are delivered in the medium of English
* understand the main points of clear standard input on familiar matters regularly encountered in work,
school, leisure, etc.
* deal with most situations likely to arise whilst traveling in an area where the language is spoken
* produce simple connected text on topics that are familiar or of personal interest.
* describe experiences and events, dreams, hopes, and ambitions, and briefly give reasons for opinions and

plans

Main Course Description

The course is a general English course that will help our students use English efficiently in their social and academic
lives. The course aims to engage our students’ interests and increase their motivation for learning by offering them
stimulating topics with a syllabus that includes comprehensive work on grammar, vocabulary, pronunciation, and
the four skills of reading, listening, speaking, and writing through a communicative language teaching and learning

approach supported with blended learning tools. This modular course covers the B1+ (Intermediate) CEFR Level.

Writing Course Objectives

Students will be able to:
¢ Learn the structure of an essay, including:
¢ Introductory paragraph
* Body paragraphs (at least 1)
¢ Concluding paragraph
¢ Understand and apply the components of a topic sentence, supporting sentences, and a concluding sentence
in essay writing;
* Learn how to create an outline to organize thoughts and ideas before writing an essay.
* Practice writing an essay to develop independent writing skills.
e Master the structure of an opinion essay, focusing on:
* Sentence structures
* Transition words for smooth idea progression
¢ Organizing an opinion essay with a clear and logical flow.

¢ Write a well-structured three-paragraph opinion essay following the learned principles.

Writing Course Description

This course is designed to equip students with the essential academic writing skills needed for success in their
academic pursuits. It offers comprehensive training in all stages of the writing process, from pre-writing to revision.
Students will explore basic essay writing and opinion essays, while also receiving focused instruction on grammar,
mechanics, vocabulary, and sentence structure. By the end of the course, students will have developed the skills

required to write effectively and confidently in an academic setting;




LEVEL 4

Main Course Objectives
Having completed this level successfully, the students are expected to be able to:
* follow and understand the content of classes that are delivered in the medium of English.
* understand the main points of clear standard input on familiar matters regularly encountered in work,
school, leisure, etc.
* deal with most situations likely to arise whilst traveling in an area where the English language is spoken.
* produce sophisticated connected texts on topics that are familiar or of personal interest.

* describe experiences and events, dreams, hopes, and ambitions, and briefly give reasons for their opinions.

Main Course Description

The main course is an academically oriented general English course that facilitates the transition from general
English to academic language use for students. This course aims to enhance students’ grammar, vocabulary,
pronunciation, reading, writing, speaking, and listening skills through a comprehensive curriculum that offers
enlightening topics and a communicative approach in the learning environment, catering to students’ interests and
increasing their motivation to learn. This course encompasses a B2 level language proficiency, which is blended
from the Common European Framework of Reference for LLanguages (CEFR) levels and includes the main course

book and its supplementary resources.

Writing Course Objectives

¢ Choosing a decent topic and brainstorming ideas for an opinion essay.

* Preparing an outline to organize thoughts and structure essays effectively.

¢ Understanding the structure of both opinion and cause-and-effect essays, including introductions, body
paragraphs, and conclusions.

¢ Writing paragraphs that develop an opinion or explain cause-and-effect relationships, using appropriate
transitions and connectors.

e Writing complete opinion and cause-and-effect essays through a step-by-step process, including

brainstorming, outlining, drafting, and revising and rewriting.

Writing Course Description

In this course, students will learn the fundamentals of two different types of essays: Opinion and cause-and-effect
essays. Bach essay follows a standard structure consisting of an introduction, body paragraphs, and a conclusion.
The course also provides students with the opportunity to apply the sentence structures, vocabulary, and grammar
they learn in their main course to these essay types. The primary aim is to enhance students’ academic writing skills

by focusing on these two key essay formats.




LEVEL 5

Main Course Objectives
After successful completion of this course, the students are expected to be able to:
e analyse the systems of language in use
* extend their range of vocabulary
* deal with a variety of challenging and interesting text types in reading and listening activities such as literature,
films, plays, newspapers, and magazines
* give their own opinions and participate in discussions, roleplays, and presentations.

* Get writing skills in a variety of genres (narrative, opinion, compare/contrast, etc.)

Main Course Description

The course is a general English course that will help our students use English efficiently in their social and
academic lives at an advanced level. Employing the Speakout Third Edition C1-C2 textbook as the main source,
it is aimed to encourage students to analyse the systems of language in use; to extend their range of vocabulary;
to expose them to a variety of challenging and interesting text types in reading and listening activities drawing
on authentic sources such as literature, films, plays, newspapers, and magazines; to stimulate them to give their
opinions and participate in discussions, presentations and roleplays; to develop their writing skills in a variety of

genres. This modular course covers C1 CEFR Level.

Writing Course Objectives

Students will be able to:
* Understand and practice the structure of an Argumentative Essay: introduction, body, and conclusion.
¢ Develop ideas and create outlines for Argumentative Essays.
* Write, revise, and practice Argumentative Essays.
* Learn the structure of a Comparison-Contrast Essay: introduction, body, and conclusion.
* Organize and outline ideas for Comparison-Contrast Essays.

* Write, revise, and practice Comparison-Contrast Essays.

Writing Course Description

This course aims to develop students’ advanced academic writing skills. With a particular focus on argumentative
and comparison-contrast essays, students will be provided with examples illustrating all the structural features of
these essay types, along with various exercises to reinforce their understanding. To better understand the structure
of essays extra reading booklets including samples illustrating all the structural features of these essay types
through various exercises. As a result, students will not only learn to use grammatical rules more effectively but

also develop the ability to produce original work in different essay types.




Course Materials

Course materials are selected to align with each
proficiency level from A2 to C1, ensuring a structured
and comprehensive approach to language learning.
Below is a detailed overview of the materials used

for both the main course and Writing courses.

For the main course, the Empower Second Edition
Elementary, Pre-Intermediate, and Intermediate series
and Speakout Third Edition Upper-Intermediate and
Advanced, which are well-known for their systematic
approach and focus on all four language skills—reading,
writing, listening, and speaking are used. The specific
books assigned for each level are:

* L1: Empower Second Edition - Elementary

* L.2: The Empower Second Edition - Pre-

Intermediate

* L.3: The Empower Second Edition - Intermediate

* L4: Speakout Third Edition - Upper-Intermediate

* L5: Speakout Third Edition C7-C2 - Adyanced
These books are used as the core materials in the
guiding

acquisition in a progressive and structured manner.

classroom, students  through language
They provide a solid foundation for students at each

level, ensuring alignment with the CEFR standards.

For the Writing course, each level uses in-house writing
materials thatare developed by the material development
commission. These materials are designed to specifically
target the writing skills necessary for each proficiency
level. They complement the main course materials
by focusing on sentence construction, paragraph
development, and various writing formats appropriate
for the students’ levels. Also, these materials are revised
each termin accordance with the feedback received from
the instructors and are updated as necessary to align

with the progression and requirements of the course.

To supplement standard textbooks, optional in-house
materials are provided for extra practice and targeted
reinforcement. This combination ensures a balanced
curriculum that caters to both overall program goals

and individual student needs.

Teaching Methodology

* teaching approach & methodology
At the School of Foreign Languages, we employ a
learner-centered, blended approach that combines
traditional face-to-face instruction with communicative
methodologies and digital resources. We focus on
developing all four language skills through personalized
practice and real-world scenarios, fostering both

academic readiness and autonomous learning.

* learning environment & support
We provide a safe, collaborative environment built
offer
individualized support and feedback, guiding students

on mutual trust and respect. Instructors
to set purposeful goals and take responsibility for their

lifelong learning journey.

* course materials
To support this methodology, we utilize a comprehensive
mix of core coursebooks, workbooks, online practice
platforms, and supplementary materials. This variety
ensures students receive the differentiated input and

practice needed to build confidence and fluency.




Testing and Assessment Policy

About Testing and Assessment Unit

The Testing and Assessment Unit is responsible for
designing, implementing, and evaluating language
assessments to ensure they align with educational
objectives and accurately measure students’ skills.
These operational processes are supported by the
SFL system, our institutional digital platform used
to manage and document assessment procedures
centrally. To evaluate test quality, the unit gathers
both qualitative and quantitative feedback through
teacher focus groups and the SFL system’s item
analysis, which includes difficulty and discrimination
indices. By systematically analyzing this data, the unit
assesses the fairness, reliability, and validity of exams.
Furthermore, the SFL system generates achievement
statistics to monitor overall student performance
trends and support data-driven institutional decisions.
This continuous feedback loop helps identify areas for
improvement, leading to revised assessment strategies
such as modifying test structures, updating rubrics,
or introducing new assessment types. The unit may
also provide additional instructor training to ensure
assessments are administered effectively. Ultimately,
these ongoing refinements aim to enhance student
learning outcomes while keeping pace with evolving

pedagogical approaches and educational standards.

Purpose of Testing and Assessment Unit

The purpose of the unit is to maintain high standards
of assessment by ensuring the validity, reliability, and
fairness of tests. The unit aims to create a supportive
testing environment, enhance teaching methodologies,
and facilitate continuous improvement through data
analysis. Testing unit members attend training and
seminars to follow the innovations in the field of ELT
and to bring innovations in the field of assessment and

evaluation to their units.

The unit comprises coordinators, test developers,
proof-readers, invigilators, and administrative staff. The
team collaborates to develop a variety of assessments,
administer tests, and ensure that assessments adhere to

international language standards and benchmarks.

Assessment Policy

The assessment policy at Erciyes University School
of Foreign Languages aims to uphold consistent,
transparent, and fair evaluation practices. It ensures that
all assessments accurately measure student progress
while aligning closely with the school’s mission to foster
overall language proficiency. Testing and assessment are
viewed as fundamental components of the curriculum,
carefully designed to support student development by
providing timely and meaningful feedback. Rather than
just measuring performance, our framework aims to
foster a deeper understanding of the target language,
helping students perceive assessment as an integral
and ongoing part of their learning journey toward

autonomous learning,

The English Preparatory Program operates under a
dynamic modular system aligned with the Common
European Framework of Reference for Languages
(CEFR). Spanning five distinct levels—L1 (A1-A2), L2
(B1), L3 (B1+), L4 (B2), and L5 (C1)—each module
typically lasts seven weeks and incorporates both
formative and summative assessment components. To
maintain high standards, the Testing and Assessment
Unit works closely with instructors to ensure that all
evaluations are fair and directly tied to course learning
outcomes. Instructors are encouraged to provide
continuous feedback, enabling students to recognize
their strengths and address areas for improvement

effectively.

Finally, the SFL digital system plays a crucial role in
maintaining institutional transparency and standardized
communication. All official announcements—such as
exam dates, times, and locations—as well as students’
individual grades and academic progress tracking,
are systematically communicated and easily accessed

through this centralized platform.



Assessment Process

To guarantee that all evaluations remain effective and
strictly aligned with educational standards, we rely
on a carefully structured approach. Therefore, our
assessment process operates as a comprehensive cycle
consisting of four key stages: planning, designing,
administering, and analyzing tests.

1. Planning: The first step in the assessment process is
careful planning. During this stage, the testing and
assessment unit collaborates with level coordinators
to determine the objectives and learning outcomes
that the assessment should measure. This involves
defining the skills, knowledge, and competencies
that students should acquire by the end of the
module or course. The planning phase also includes
selecting the appropriate types of assessment
(formative or summative) and determining

when and how often these assessments will be
administered. Additionally, considerations such as
student workload, test frequency, and the balance
between different skills (reading, writing, listening,
speaking) are taken into account to ensure the
assessment schedule is fair and manageable.

2. Designing: Once the planning phase is complete,
the next step is to design the assessments. This
involves creating test items (questions, tasks, or
prompts) that are valid and reliable measures of
the intended learning outcomes. In this stage,
careful attention is paid to the content, format,
and difficulty level of the tests to ensure they are
appropriate for the students’ proficiency level. The
assessment design also considers factors such as
clarity of instructions, alignment with the CEFR
framework, and the use of different question
types (e.g., multiple-choice, short-answer, essays,
performance-based tasks) to assess a variety of
skills. Additionally, this phase involves drafting
rubrics or scoring guides to ensure consistency in
grading and providing detailed feedback.

3. Administering: The administration of assessments
is the stage where the tests are actually delivered to

students. This requires coordination to ensure that

all logistical aspects, such as scheduling, classroom
settings, online platforms (if applicable), and
necessary materials, are in place. Exam schedules,
assigned  classrooms, and related logistical
information are published and managed through
the SFL system. The system also facilitates the
assighment of invigilation duties to instructors
in a structured and traceable manner. Instructors
or invigilators ensure that the tests are conducted
under standardized conditions to maintain fairness
and integrity. Instructions are clearly communicated
to students, and any necessary accommodations for
students with special needs are provided. During
this phase, it is important to minimize distractions
and ensure a supportive testing environment to
allow students to perform to the best of their ability.
4. Analyzing: After the tests have been administered
and graded, the analysis phase begins. This
involves reviewing student performance data to
assess whether the test was effective in measuring
the intended outcomes. Item analysis is often
conducted to evaluate the difficulty, discrimination,
and reliability of individual test questions. All
exam scores are entered into the SFL system by
instructors. The system automatically compiles
performance data and enables item analysis, as well
as exam-based and level-based statistical reporting,
These reports support systematic evaluation of test
effectiveness and institutional benchmarking. The
results are then used to identify patterns in student
achievement, areas where students may need
additional support and potential improvements
to the test design. Furthermore, analyzing the

assessment results helps the testing and assessment

unit make informed decisions about curriculum

adjustments, teaching strategies, and future
assessments.
This four-stage cycle—planning, designing,
administering, and analyzing—aligns assessments

with both educational standards and student needs.
Ultimately, it drives continuous improvement in
teaching and testing, ensuring a fair and effective

educational experience.



Module-Based Assessment

Module-based assessments are tailored to measute
the skills and knowledge covered within each specific
module. These assessments provide insight into
students’ comprehension of the course material and
offer feedback to inform teaching strategies.
Module-based assessments are an integral part of
the modular system, providing tailored evaluations
of student learning, offering valuable feedback, and
guiding both teaching and learning in a continuous
cycle of improvement. By focusing on the specific
content of each module, these assessments ensure that
students are assessed on relevant material, helping them
progress through the course with a clear understanding
of their strengths and areas for development.

Tailored to  Module Objectives: Module-based
assessments focus on the specific skills and knowledge
taught in each module, ensuring that students are
tested on relevant content that aligns with the module’s
objectives.

Measuring Comprehension and Application: These
assessments evaluate both students’ understanding and
their ability to apply what they’ve learned, providing a
clear picture of their progress in key areas like reading,
writing, listening, and speaking.

Providing Targeted Feedback: Assessments offer
valuable feedback to students, highlighting areas of
strength and areas needing improvement. This helps
students track their development and focus on specific
learning goals.

Informing Teaching Strategies: The results of module-
based assessments guide instructors in refining their
teaching methods. By identifying areas where students
struggle, teachers can adjust their strategies to better
support learning and ensure students are ready for the

next level.

Types of Assessment

Our institution’s assessment system incorporates a range
of diagnostic, formative, and summative assessments to
evaluate students’ language skills throughout the course.
Diagnostic assessments, such as the placement test,
ensure that students are placed at the appropriate level
at the beginning of their studies. Formative assessments,
including quizzes, projects, Learning Management
System (LMS) Assignments, and in-class writing,
provide continuous feedback on students’ progress,
helping instructors identify areas for improvement and
guide learning, In-class performance further assesses
engagement in the learning process. At the end of the
course, summative assessments, such as the proficiency
test and level exit exams, evaluate students’ overall
achievements and determine if they have met the
required proficiency levels. This structured approach
ensures that students are consistently supported and
fairly evaluated throughout their language-learning
journey. All students in the FEnglish Preparatory
Program are responsible for the following exam types

and score percentages:

Table 3
Level Exit Continuous
Percentage | Assessment | Percentage
Exams o
Criteria
Grammar, 25% Project 5%
Vocabulary, Assignments
and Reading
Exams
Writing 10% Lzt o 5%
[5G Management
System (LMS)
Assignments
Speaking 10% In-Class 5%
Exams Performance
Listening 10% Quizzes 20%
Exams
In-Class 10%
Writing
Exams




Assessment Process

At the beginning of each academic year, before classes start, a Placement Test (STS) is administered to determine
the levels at which students will be placed.
This test consists of 80 multiple-choice questions administered in a single session, assessing students’ skills in:

e Grammar

* Vocabulary

* Reading

* Listening
The Placement Test is designed separately for IDE students (English Language Teaching and English Language
and Literature) and MUYE students (students from other departments). Although both versions of the test
include the same number of questions and assess the same language skills, the level and distribution of questions
differ to reflect the specific academic needs of these groups. For MUYE students, the test includes questions from
Al to B2 levels. For IDE students, the test includes questions from B1 to C1 levels.

Students are placed into the relevant levels according to their scores on the placement test, as shown in the tables

below:

IDE Groups MUYE Groups

Table 4 Table 5
Correct Answers | Score Level Correct Answers | Score Level
0-40 0-50 L2 0-35 0-43.75 L1
41-55 51.25-68.75 L3 36-54 45-67.50 L2
56-67 70-83.75 14 55-69 68.75-86.25 L3
68-80 85-100 L5 70-80 87.50-100 14

Students who receive 80 or above on the Placement Test are eligible to take the Beginning of Term Proficiency
Exam.

Students who cannot take the Placement Test for any reason will begin the preparatory program at L1 level for
MUYE students, and at L2 level for IDE students.

Students who fail the mandatory preparatory education in the current term have the right to continue from the
last level they attended in the following term.

Students who failed in the previous academic year can take the Proficiency Exam without any prerequisites, provided
they apply on the dates specified in the academic calendar. If requested, these students may also participate in the
Placement Exam; in this case, they must submit a petition to the student affairs office indicating their acceptance

of the risks of dropping their current level and being unable to take the Proficiency Exam.




Proficiency Test

Proficiency tests evaluate learners’ overall language ability, focusing on what they can do rather than specific
coursework they have completed. Administered three times in an academic year (beginning, middle, and end),
these exams are conducted at two different proficiency levels: the B2 level for MUYE programs and the C1 level
for IDE programs The assessment involves two stages. Stage I assesses Grammar, Vocabulary, and Reading,
requiting a minimum score of 70/100 to advance. Stage II covers Listening, Writing, and Speaking; students must
score at least 60/100 in each skill with a minimum average of 70. Ultimately, students must achieve a final score of

at least 70 (calculated via the percentages below) to fulfill the institution’s foreign language requirement.

Table 6
Stage I Stage I1
(Grammar - Vocabulary — Reading) Listening Writing Speaking
50% %15 %15 %20

Students who have met the attendance requitement for the Proficiency Exam (End of Fall Term) may
participate as follows: students in 1.2 must have an average score of at least 85 points from their last course;
students in I.3 must have an average score of at least 80 points; and students in I.4 and L.5 must have an average
score of at least 65 points.

Students in L1 are not permitted to take the Proficiency Exam (End of Fall Term).

To be eligible for the Proficiency Exam (End of Spring Term), students at all levels (IL1-L5) must have met the

attendance requirement and have an average score of at least 50 points in their last attended course.

Students in the preparatory program who are registered at the university may be exempt from preparatory education
if they achieve the scores or levels specified in the table below from the listed exams, provided that no more than

three years have passed since the exam date.

Table 7
Exam Types Scores for MUYE Scores for IDE
TOEFL IBT Min 72 Min 114
f;hn;lgidiil\(fjaﬁfed Ecam Min 160 Min 180
?an I]’)rr:gl%?eiff Exam) ] Min 180
PTE Academic Min 59 Min 76
Cambridge Linguaskill Min 160 Min 180
Oxford Test of English Min 111 Min 141

Important Note: To use the scores above for exemption, the exam must be from a state university. Certificates

from private institutions are not accepted.




Formative Assessments

They are conducted periodically during the semester
to monitor student development, identify strengths
and weaknesses, and enable instructional adjustments.
Aligning with course content, these assessments
evaluate vocabulary, grammar, and overall language
skills through continuous feedback. Our institution

utilizes five main types of ongoing assessment:

* Project Assignments: Students synthesize course
content and deliver presentations, demonstrating
their ability to communicate effectively in an
academic context.

* Learning Management System (LMS):
Assigned as quarterly homework, these self-paced
online activities reinforce course material and serve
as independent self-assessment tools.

* In-class Performance: This measures continuous
student engagement, active participation in
discussions, and collaborative effort throughout
the coutse.

* Quizzes (Coursebook 1 & 2, Listening,
Reading): Administered regularly from the third
to the seventh week, these assess students’ ongoing
understanding of specific topics and skills.

* In-Class Writing: Conducted twice per module,
these timed tasks require students to write
paragraphs or essays in real time, evaluating their
organization, grammatical accuracy, creativity, and

critical thinking,

Teaching Methodology

The main summative assessment used to evaluate
students’ overall achievement is called the Level Exit
Exams. These exams are administered at the end of
each level to assess students’ overall comprehension of
the content covered throughout the level.
The Level Exit Exam is conducted in three separate
sessions:
¢ Session 1: Grammar, Vocabulary, and Reading —
80 multiple-choice questions
¢ Session 2: Listening — 20 multiple-choice questions,
and Writing — an open-ended written task

¢ Session 3: Speaking assessment

Assessment Principles and Values

The assessment principles focus on maintaining
fairness, validity, reliability, transparency, and practicality

to create an effective testing environment.

Validity
Validity ensures that assessments accurately measure

the intended language skills and reflect course content.

Face Validity refers to a test appearing relevant and
aligned with course objectives, which builds student
confidence. To support this, all exam booklets clearly
display essential details, including the institution’s name,

level, schedule, and exam rules.

Content Validity guarantees the exam covers the full
range of syllabus topics. Before each test, a detailed
specification chart (test blueprint) is prepared to ensure
a balanced representation of grammar, vocabulary, and

core skills directly tied to learning outcomes.

Test Specifications: Following clear guidelines, the
number and types of questions are matched to course
objectives and skill weighting. Finally, a multi-stage
internal review process—involving the Testing and
Assessment Unit, Level Coordinators, and dedicated
reviewers for proficiency exams—confirms that all
assessments provide a valid, accurate measure of

student proficiency.



Reliability

Reliability is the consistency of test results over
time. Tests should produce similar outcomes when
administered under the same conditions, ensuring
that results reflect genuine language proficiency rather
than test conditions. At our institution, we follow
strict procedures throughout the test preparation, test
administration, and evaluation stages to ensure the
reliability of our assessments.

Test-preparation:

¢ Clear Test Design: Our tests should be designed
with clear objectives and consistent formatting
to ensure that all students are assessed in the
same way, regardless of when or where the test
is administered. To illustrate, for level exit exams,
specification charts which cover the target level’s
contents are prepared for the exam.

e Standardized Test Materials: All test materials,
such as instructions, prompts, and questions, are
consistent and error-free to avoid any confusion
or variation in interpretation.

e Pre-testing: Prior to administration, exams
undergo a structured internal review process.
Level exit exams and quizzes are reviewed and
proofread by the relevant Level Coordinators, while
proficiency exams are reviewed and proofread by
two appointed lecturers, who may vary for each
administration. The Testing and Assessment Unit
conducts final stylistic and formatting checks
and prepares the printed versions of the exams.
The final verification is carried out in the Testing
and Assessment Unit office, where the printed
exam papers are reviewed one last time by the
Level Coordinators or the appointed lecturers to
confirm accuracy, consistency, and readiness for

administration.

Test administration:

¢ Controlled Environment: We administer the tests in

a controlled environment, minimizing distractions
and ensuring that all students take the test under
similar conditions (e.g., quiet room, proper timing).
Trained Administrators: Novice instructors in our
institution are trained to administer the test by
PDU unit, following the same procedures for each
testing session.

Clear Instructions: The test administrator provides
clear instructions and answers any questions in the
same way for all students to ensure fairness and

consistency during the test.

Grading:

e Standardized Rubrics: Our grading follows a clear

and consistent rubric to ensure that all test-takers
are evaluated on the same criteria.

Objective Grading Process: Our grading objective
is to avoid discrepancies that could arise from
personal biases or subjective interpretation. Our
multiple-choice exams are assessed with the help
of a professional programme. For the progress
assessments exams, the instructors use standardized
rubrics to measure student performance in the
assessments that continue throughout the process
in an attempt to be as objective as possible. All
exam results are officially recorded in the SFL
system. Instructors are responsible for entering
scores into the system, which ensures centralized
documentation, reduces clerical errors, and
enhances consistency and traceability in the grading
process.

Double Grading: In some cases, double grading
is employed to ensure accuracy and consistency
in grading, particularly for subjective assessments
like essays. In our final exams, writing and speaking
exams are conducted by at least two different

instructors.



Transparency

We ensure clear communication regarding test
objectives, formats, and evaluation criteria to foster
trust and reduce anxiety. Task types are introduced
at the beginning of the academic year and remain
accessible on our website. Furthermore, all tests clearly
state time limits and item weightings. To reinforce this
transparency, post-quiz review sessions are conducted
in class, where instructors distribute papers, orally

explain the correct answers, and then collect them back.

Fairness

Our assessments are straightforward to administer,
mark, and interpret. This emphasizes feasibility,
ensuring tests are efficient and do not place an undue

burden on instructional resources or students.

Exam Administration and Security Policies

Exam Administration and Security Policies
To maintain the highest level of academic integrity
and fairness, our institution enforces strict operational

guidelines across all testing phases:

* Invigilation & Academic Integrity: Comprehensive
procedures are in place for effective test invigilation

and the prevention of academic dishonesty. (For
full details and the Exam Invigilator Checklist,
please refer to Appendices 2 and 3).

e Grading & Moderation: For written tests, a
rigorous moderation process is employed to review
scores and ensure grading accuracy. Following
evaluations, students receive clear explanations of
their scores and constructive guidance to improve
future performance.

* Secure Storage: To protect exam confidentiality
and student data, all old test papers are stored
securely—both digitally and physically—with

access strictly limited to authorized personnel.




Professional Development Policy

Objectives of the Professional Development
Unit (PDU)

The unit aims to:

e foster a culture of continuous learning and
professional excellence among the academic staff
of the School of Foreign Languages.

* ensure that all language educators are equipped

the

technological skills necessary to provide high-

with latest pedagogical strategies and
quality, student-centered instruction and deliver
exceptional language education.

e support the ongoing professional growth of
instructots.

* encourage reflective practice and promote the
integration of innovative methodologies into the
classroom.

It is committed to enhancing the professional
development of staff by offering opportunities for
and feedback. In

addition to focusing on professional development, the

collaboration, self-assessment,
it also recognizes the importance of instructors’ well-
being, which is crucial for sustaining long-term teaching

SUcCCcess.

Principles of the Professional Development
Unit

Several key principles approach to professional
development:

* Collaboration: A collaborative environment is
fostered among instructors, encouraging teamwork
to share knowledge, strategies, and resources
through various engaging activities.

* Reflection: The importance of self-reflection and
assessment of teaching practices is emphasized,
enabling instructors to engage in continuous
learning and improvement.

e Autonomy: Instructors are empowered to take
ownership of their professional development by
providing a range of choices in activities and topics
that align with their interests and career goals.

¢ Continuous-Learning: Commitment to supporting
lifelong learning is demonstrated by offering
ongoing professional development opportunities
that evolve in response to the changing needs of
instructors.

e Feedback: A culture of constructive feedback is
cultivated, prioritizing open communication that
allows instructors to learn from one another and
enhance their teaching practices.

* Sustainability: Focus on fostering long-term

professional growth is maintained by ensuring

continuous support, resources, and opportunities
for development that sustain educators throughout
their careers.
e Mentorship:  Mentorship  relationships  are
promoted, pairing experienced educators with less

experienced colleagues to provide guidance and

support in their professional journeys.




Orientation and Induction of the New Staff

At the School of Foreign Languages, the orientation
process ensures new staff integrate smoothly into
their roles. To introduce our culture, professional
expectations, and classroom practices, the PDU covers
the following key points during the initial meeting:
* The mission and vision of the School of Foreign
Languages
¢ Teacher — Student Rapport
* Classroom Rules
* Class Hours and Punctuality
* Courses and Materials
* Overview of the SFL platform (https://sfl.etciyes.
edu.tr/)

¢ Attendance

Mentoring Policy

Each new staff member is paired with an experienced
mentor from the PDU. The mentor acts as a guide
throughout the new staff members’ first year, helping
them navigate both academic responsibilities and the
school environment.

Mentors and mentees hold weekly or bi-weekly
meetings to discuss teaching strategies and classroom
management. Mentors provide information about
upcoming quizzes and exams, addressing any questions
or concerns raised by their mentees. At the end of each
meeting, the meeting report form is completed, and the
date and time for the next meeting are scheduled. The
meeting report is submitted to the program coordinator

along with other documents at the end of the first

* Record Card quarter.
* Quizzes and Exams
* Dress Code
* Confidentiality
* Professional Relationships with Colleagues
¢ Mentorship Program
New Staff Induction & Mentoring Timeline
Table 8
Phase Timeline Key Activities Responsible Parties
1. Initial Orientation | Beginning of Academic Year | Comprehensive meeting PDU & School
covering the school’s mission, Administration
administrative policies, SFL
platform, and classroom rules.
2. Mentor Assignment | First Week of Classes Pairing the new staff member PDU
with an experienced mentor to
guide them through their first
year.
3. Ongoing Weekly or Bi-weekly Regular meetings to discuss Mentor & Mentee
Mentorship teaching strategies, classroom
management, and upcoming
assessments.
4. Progress End of Each Meeting Completion of the meeting Mentor & Mentee
Documentation report form and scheduling the
subsequent session.
5. Final Reporting End of the First Quarter Submission of all meeting reports | Mentor & Program
and relevant documents to Coordinator
evaluate the induction process.




Observations

First Quarter Observations:

Newcomers are expected to observe experienced
instructors during their first quarter to enhance
their teaching practices, teaching strategies, and
classroom management skills.

These observations include at least two course
book lessons and one writing lesson.

Before each observation, new instructors schedule
a suitable time and date with the experienced
instructors.

During the observation, the Lesson Observation
- Running Commentary form is completed by the
new instructors.

Within two days after each observation, new
instructors submit a Classroom Observation
Report. One copy goes to the mentor, and the
other to the observed instructor.

At the end of the first quarter, new instructors are
required to fill out the In-Service Support Feedback
form and submit it to their mentots.

All documents are submitted to the mentor, and a

final meeting is held to evaluate the first quarter.

Third & Fourth Quarters Observations:

¢ In the third and fourth quarters, mentors will conduct unannounced observations of one course book and

one writing lesson.

Second Quarter Observations:

* In the second quarter, new instructors (mentees)
and their mentors create an observation schedule.

e Mentors observe their mentees during one
course book and one writing lesson, following a
structured process: pre-observation meetings, the
observation itself, and post-observation feedback
sessions.

a. In the Pre-Observation phase, the mentor
specifies the targeted teaching behavior
and any specific focus areas for feedback.

b. During the observation, the mentor

uses the Lesson Observation - Running
Commentary to document the lesson flow
and focus on the agreed areas.

c. After the observation, mentees complete
a Post-Observation Reflection within two
days and submit it to their mentor.

d. During the post-observation meeting, the
mentor provides constructive feedback on
both strengths and areas for improvement,

while also addressing any questions the

mentee has about their teaching practice.

* These observations also follow a structured process: the observation itself and post-observation feedback

sessions.

¢ Mentors highlight the target teaching behaviors and any specific areas they would like to focus on for feedback.

¢ Mentors complete the Lesson Observation - Running Commentary during the lesson to record its flow and

evaluate the agreed areas of focus.

¢ Mentees fill out the Post-Observation Reflection within two days after the observation and submit it to their

mentof.

* During the post-observation meeting, mentors provide feedback on the mentee’s strengths and areas for

development.

***All forms related to mentor—mentee observations are shared with mentees in both hard copy and

soft copy at the beginning of each quarter.




In-service Teacher Training Programs

The Unit

activities to foster staff collaboration and continuous

Professional Development organizes
professional growth. These activities were selected
through consultations with stakeholders and other
universities, considering feedback received from
the previous year. These discussions and feedback
provided insights into best practices aligned with
our learner-centered mission. Fach activity has been
meticulously evaluated to ensure it effectively addresses
the specific needs of both the instructors and the
institution while remaining appropriate for the teachers’

workload.

To ensure relevance, the selected activities were initially
piloted, and participating instructors provided detailed
feedback. This iterative refinement process allowed the
PDU to adapt and tailor the program to the unique

dynamics of our school.

Scheduled for the 2025-2026 academic year, the
program remains flexible. Based on ongoing feedback,

existing activities may be enhanced or entirely new ones

introduced, ensuring our professional development
the

offerings stay dynamic and supportive of

institution’s mission.

Professional Development Activities —
2025-2026 Academic Year

In the 2025-2026

Development Activities are planned on an annual basis,

academic year, Professional
rather than quarterly.

Instructors are required to complete the assigned
activities by the end of the academic year.

Required Activities

Each instructor is required to complete three (3)

professional and personal development activities within

the academic year:

1. One type of observation:
* Peer Observation
* Self-Observation (Video Reflection)

¢ Developmental Observation

2. One professional development activity:
¢ Co-Teaching
* Reading Hub
¢ Mini Reflective Journal

* Teacher-I.ed Workshops

3. End-of-Year Individual Reflection Meeting &
Personal and Professional Goals Form
For detailed information about annual PDU activities,

guidelines, and related forms, please refer to the PDU
Handbook.




ISSUES RELATED TO
ACADEMIC STAFF

AND STUDENTS

Institutional Ground Rules

As part of a state university, our School of Foreign
Languages adheres to the following fundamental rules
to ensure high educational standards and a positive
experience for all members of our community:

e Students who fail the mandatory preparatory
education in the current term have the right to
continue from the last level they attended in the
following term. .

e Students who failed in the previous academic
year can take the Proficiency Exam without any
prerequisites, provided they apply on the dates
specified in the academic calendar. If requested,
these students may also participate in the
Placement Exam; in this case, they must submit a
petition to the student affairs office indicating their
acceptance of the risks of dropping their current
level and being unable to take the Proficiency
Exam.

* A Placement Exam is conducted for newly enrolled

students who will receive English education in

Skills 3. Speaking Skills. To pass the skill exams,
the average score must be at least 70, provided
that students score at least 60 points out of 100
in each of the Stage II skill exams. The final grade
for the proficiency exam is calculated using the
percentages indicated in Table 3, and students
must obtain at least 70 points to pass .

Students enrolled in Levels L2, L3, L4, and L5
are eligible to take the End-of-Fall Proficiency
Exam, provided that they meet the attendance
requirement and achieve the minimum course

averages specified below:

Table 9
Level Minimum Course
Average
L2 85
L3 80
L4 65
L5 60

the Preparatory Class’ and students WhO score at Important Note: Students enrolled in Level 1 are not ellglble

least 80 points on this exam are eligible to take the
Proficiency Exam. .
* Newly enrolled students at the university are
required to score at least 70 points out of 100 on
the Stage I from Proficiency Exam, which assesses
grammar, vocabulary, and reading skills. Students .
who do not meet this requirement will not be
permitted to take the subsequent Stage II skill
exams.
¢ For all students, Stage 11 Skill Exams are conducted

in the following order: 1. Listening Skills 2. Writing

to take the End-of-Fall Proficiency Exam

To be eligible for the End-of-Spring Proficiency
Exam, students in all levels must have met the
attendance requirement and have an average score
of at least 50 points in their last attended course.

Students in the preparatory program who are
registered at the university can be exempt from
preparatory training if they achieve the scores or
levels specified in Table 7 from the exams listed,
provided that no more than three years have

passed since the date of the exam.



* The Placement Test is designed separately for IDE
students (English Language Teaching and English
Language and Literature) and MUYE students
(students from other departments). Although both
versions of the test include the same number of
questions and assess the same language skills, the
level and distribution of questions differ to reflect
the specific academic needs of these groups. For
MUYE students, the test includes questions from
Al to B2 levels. For IDE students, the test includes
questions from B1 to C1 levels. Students are placed
into the relevant levels according to their scores on
the placement test (see Table 4 and 5).

At the end of each course, students whose average
scores from the formative assessments and the
level exit exam are at least 70 and who have met
the attendance requirement will advance to the
next level. Students who do not meet these criteria
will repeat the same course.

To be considered successful in the preparatory
class, students must have met the attendance
requirement and successfully completed Level 4
(for MUYE) and Level 5 (for IDE)

All students in the English Preparatory Program
are responsible for the following exam types and
score percentages:

Table 10

Exam Type Percentage

Grammar-Vocabulary- Reading |25%
Exams

Writing Exams 10%
Speaking Exams 10%
Listening Exams 10%
Projects and Assignments 5%

Learning Management System | 5%
(LMS) Assignments

In-Class Performance 5%

Quizzes 20%

In-Class Writing Exams 10%

The weekly class duration in the English
Preparatory Class is 23 hours.

Students must maintain at least 85% attendance
in each course, and those who do not meet this
requirement will repeat the same course.

The number and dates of the exams will be
determined and announced by the Department
Chair.

If students submit a report and/or leave document
on the days coinciding with the midterm exam
week, they will not take the exams scheduled
during those dates. Even if they participate in these
exams, their results will be considered invalid, and
students who apply for a makeup exam will be
allowed to take the makeup exams on the dates
specified in the Academic Calendar.

Preparatory class students may appeal against
exams conducted in accordance with the rules set
forth in the School Regulations. They will continue
their education in their current class until the end
of the appeal process. During this period, they will
be marked as absent from the classes they do not
attend.

Students can track their grades and attendance
through the SFL Erciyes University system
(https://sfl.erciyes.edu.tr/). Registration for the
system is completed using the institutional email
address, and students should monitor our website
for announcements and updates regarding this
matter. If any issues arise with logging in, students
should contact the Student Affairs Office at our

school.



Expectations from Students

¢ Students are expected to attend all classes regularly
and arrive on time. Consistent attendance is
essential for academic success and active
participation in discussions.

e Students should actively participate in class
activities, discussions, and group work.

e All students are expected to treat their peers,
instructors, and staff with respect and courtesy.
This includes listening when others are speaking,
valuing diverse opinions, and maintaining a
positive classroom environment.

¢ Students are expected to come to class prepared,
having completed assigned readings and
homework.

¢ Students are expected to uphold the highest
standards of academic honesty. Cheating,
plagiarism, and any form of dishonest conduct are
strictly prohibited.

* Students are encouraged to communicate openly
with instructors and staff about any academic or
personal challenges they face.

e To enhance language acquisition and fluency,
students are expected to use the target language,
English, as much as possible in class and related

activities.

The student code of discipline:
All students are required to comply with the institutional
student disciplinary regulations as outlined in the 54*

article of the law numbered 2547.

Areas for Special Attention: Guidelines
For Students:

Disciplinary Procedure

Disciplinary procedure for Staff:
For disciplinary matters, The School of Foreign

Languages is governed by Turkish national legislation.
In cases of criminal accusations, legal violations, or
failure to fulfil job responsibilities by any employee, the
following measures are implemented:

1. Preliminary Investigation: An initial inquiry is
conducted by a commission of at least three
members. These members must hold the same
or a higher position as the individual being
investigated. The commission evaluates whether a
full investigation is warranted.

2. Investigation: The preliminary findings should
indicate a breach of law or work regulations, a
formal investigation process is initiated.

3. Decision: The committee, if necessary, determines

which

may range from a warning or reprimand to an

an appropriate disciplinary measure,

administrative fine or termination.

Disciplinary procedure for Students:
Students who violate university regulations or the

Turkish Higher Education law may be subject to
disciplinary actions. Students must adhere to the Higher
Education Disciplinary Code and Procedures. Penalties,
decided by a Disciplinary Committee convened by the
chairperson, apply to offenses such as plagiarism and
cheating. Disciplinary actions include measures from
warnings to suspensions lasting from one week to
two semesters, and in severe cases, expulsion from the

university.

*  Erciyes University School of Foreign Languages - Foreign Language Preparatory Program Education And

Training Regulations:: https://ydyo.ercives.edu.tr/tr/mevzuat
e 2025-2026 Academic Year Education & Teaching Principles and Rules

For Academic and Administrative Staff:

dvo.ercives.edu.tr/Dosva/MainContent/2025-2026-ilke-ve-esaslari.

*  Regulation on the Procedures and Principles Regarding the Central Exam and Entrance Exams to be Applied

for Appointments to Academic Staff Positions Other than Faculty Members:




Timekeeping

In our School of Foreign Languages, time and program
management are carried out based on the academic
calendar established at the beginning of each academic
year. This calendar includes class and exam schedules,
public holidays, and other matters relevant to students.
Additionally, each unit within our institution develops
its own time management practices. For example, the
preparation, proofreading, and printing of exams and
quizzes are scheduled with precise timing and details.
Throughout our educational process, adhering to the
established curriculum is of utmost importance. Timely
completion of lessons and the simultaneous execution
of exams in accordance with the curriculum require
effective scheduling. In this context, a time-based
pace system is implemented in our school to ensure all
teaching staff follow this structured planning;
Furthermore, regular meetings and communication
channels are established to monitor the progress of
the academic year, address potential scheduling issues,
and optimize time allocation. Special attention is given
to adapting to any unexpected changes, ensuring the
continuity of teaching and learning without disruption.
This structured approach helps maintain a high-
quality educational environment and fosters a balanced

workload for both students and staff.

Course Materials

The selection and development of our teaching
materials are central to student success and are regularly
refined based on instructor feedback. The curriculum
comprises coursebook and writing classes, utilizing
the Cambridge Empower series (Levels 1-3) and the
Pearson Speakout series (Levels 4-5). Complementing
these, the writing materials are developed by a
dedicated committee for each level, ensuring a
structured progression that enhances academic writing
skills, clarity, and coherence. To reinforce learning,
supplementary resources—including online practices
and progress tests—are integrated into the program,
providing diverse opportunities for comprehension and

consistent assessment throughout the academic year.




Medical reports

For Students:

Students enrolled in the preparatory program are
required to attend at least 85% of the total classes held.
Medical reports or other excuses do not reduce the
amount of absenteeism. Students who fail to meet the
attendance requirement must repeat the preparatory
class in the following year and cannot proceed to
their faculties or schools. Students who exceed the
absenteeism limit in preparatory classes are notified by
the School Directorate and are not permitted to attend

subsequent classes or exams.

For Staff:
Excuse Leave

e Female civil servants are granted a total of 16
(sixteen) weeks of maternity leave, with eight
weeks before and eight weeks after childbirth. In
the case of multiple pregnancies, an additional
two weeks are added to the eight-week pre-birth
maternity leave. If the female civil servant presents
a medical report stating her health condition allows
her to work, she may continue to work up to three
weeks before the birth upon her request. In this
case, the period she actually worked prior to the
birth is added to the post-birth maternity leave. If
the birth occurs early, any unused portion of the
pre-birth maternity leave is added to the post-birth
leave period.

¢ Pregnant female civil servants who are on unpaid
leave may, upon request and with the termination
of their unpaid leave to resume duty, be granted
maternity leave.

e Male civil servants are entitled to ten days of
paternity leave upon the birth of their child, upon
request.

¢ Civil servants are granted seven days of leave, upon
request, for their own or their child’s marriage, or
in the event of the death of their spouse, child, or

their own or their spouse’s parents or siblings.

e Female civil servants are granted breastfeeding
leave of three hours per day for the first six
months following the end of their maternity leave,
and one and a half hours per day for the second
six months. The timing and frequency of the
use of breastfeeding leave are determined at the
discretion of the female civil servant.

e After the completion of maternity leave, if
requested via a petition, a female civil servant
may work half the daily working hours for two
months following the first birth, four months after
the second birth, and six months for subsequent
births, provided the child is alive. In the case of
multiple births, an additional month is added for
each. If the child is born with a disability or is
diagnosed with a disability within the first twelve
months, these periods extend to twelve months.
The working hours for the civil servant are
determined by the relevant unit.

¢ Apart from mandatory excuse leaves, civil servants
may be granted up to ten days of leave for justified
reasons, either as a single block or in parts, within
a year with the approval of the unit supervisor. In
cases of necessity, an additional ten days of leave
may be granted under the same procedure. This
second leave will be deducted from the following

year’s annual leave.

Health Reports

e Civil servants are granted sick leave for up to
eighteen months for illnesses requiring long-term
treatment, such as cancer, tuberculosis, and mental
disorders, as determined by a medical report, and
up to twelve months for other illnesses.

e If the illness continues at the end of the leave
period, as determined by an official health board
report, the leave may be extended by the same
duration specified in the first paragraph. If
recovery does not occur by the end of this period,
the retirement provisions apply. Hospitalization
periods due to illness are counted toward the sick

leave specified in the first paragraph.



Civil servants who suffer accidents, assaults, or
occupational diseases during or due to duty are
considered on leave until recovery.

Civil servants may be granted a single medical
report by one physician for a maximum of ten
days. If a follow-up examination is recommended,
the physician may issue an additional ten days of
leave.

If the condition persists following the control
examination and a sick leave exceeding ten days
is required, the report must be issued by a health
board.

Civil servants may not be issued more than a total
of forty days of sick leave per calendar year by a
single physician. If this limit is exceeded, further
reports must be issued by a health board. For civil
servants who have used a total of forty days of sick
leave in a year based on single-physician reports,
any subsequent reports exceeding this period must
be approved by an official health board to be valid.
Reports issued by family physicians and institution
physicians are also considered single-physician
reports.

Sick leave for civil servants is granted by the unit
heads authorized by the senior executive of the
institution where the civil servant works.

If there is doubt about the scientific validity of
a health report concerning personnel, and if the
report does not comply with the Regulations on
Health Reports and Sick Leave and Care Leave
for Civil Servants, the civil servant is considered
on sick leave but referred to a referee hospital
designated by the Ministry of Health, and further
actions are taken based on the outcome.

For sick leave to be granted, health reports must
be obtained from health service providers within
the duty location or to which the patient has been
referred, except for emergency cases and instances

of temporary assignments and legal leave.

 If a civil servant wishes to return to duty before

the end of the rest period specified in the single-
physician or health board report, they must submit
a report indicating recovery along with a petition

to their unit.

¢ When a civil servant seeks medical treatment due

to illness or undergoes tests and analyses, the
time spent for examination, tests, and analyses is
considered leave, but it is limited to the duration
of the medical process. If no sick leave is issued
after the examination, the civil servant must
resume duty after the specified time period ends.
If a civil servant receives a sick leave report during
their annual leave and the sick leave period ends
before their annual leave is over, the remaining
annual leave can be continued.

If a civil servant’s sick leave period exceeds their
remaining annual leave, the civil servant must
return to duty at the end of the sick leave period.
Unused annual leave due to sick leave is utilized in

accordance with Article 103 of Law No. 657.



Complaint procedure

Requests and complaints are conducted through a
petition submitted to the School Directorate within
seven days of the announcement of the exam results.
The exam documents (digital and/ or papet) are reviewed
and decided upon by a commission designated by the
School Directorate, and the result is communicated to
the student within seven days. Students do not have the

right to appeal exams related to speaking skills.

Communication & Announcement

Communication in the School of Foreign Languages is
conducted through some electronic and non-electronic

channels which are described below in detail:

Electronic Document Management System
(EBYS): The Electronic Document Management
System (EBYS) is an online platform widely used by
government institutions in Turkey to manage official
communications both within and across departments.
At Erciyes University, EBYS enhances communication
within the School of Foreign Languages and streamlines
interactions between various departments, such as
between the Rectorate and the School. This system
provides a professional, user-friendly, and accessible
means for managing official communication and task

assignments.

In addition to other communication methods, EBYS
is employed to facilitate administrative correspondence
and task assignments within the School. All staff
members, both academic and administrative, ate
automatically registered in the system by the IT
Department, allowing them to access EBYS using their
username and password. Staff receive assignments
and official announcements via the system, along with
a confirmation email indicating receipt. By logging
into EBYS, they can access documents related to

announcements or assignrnents.

Through  EBYS, the School administration
communicates official tasks and updates to department
staff, with instructors expected to regularly check
the system and complete any assigned duties. The

information provided in these emails is essential.

Internal E-mailing (........ @eru.edu.tr): Internal
emailing serves as a crucial tool for streamlined
communication among staff members. It enables timely
updates, announcements, and essential information
to be shared across departments and with individual
instructors. Internal emails are used for distributing
schedules, sharing resources, announcing meetings, and
addressing any immediate needs or administrative tasks.
Instructors are expected to check their emails regularly
and respond promptly to requests or updates. Adhering
to this protocol ensures smooth operations within the
prep school and keeps all team members aligned with

the school’s objectives and activities.

Notice Boards: Notice boards, located at the
entrances and along the corridor walls serve as an
essential means of communication at School. These
boards may display important updates, schedules,
event announcements, and other relevant information
for staff and students. They are regularly updated to
ensure everyone stays informed about school activities
and deadlines. Teachers and students are encouraged
to check these notice boards daily to stay aware of any
new announcements or changes that might impact their
schedule or responsibilities. This system ensures that
critical information is accessible to all, even when email

or digital communication isn’t immediately available.

Other WhatsApp

groups are an additional, convenient communication

Communication Channels:
tool used among teachers. These groups are organized
based on teachers’ specific duties, which may vary
each year and quarter, and allow for quick updates,
reminders, and real-time discussions related to their
responsibilities. Teachers are encouraged to use these

groups for coordinating tasks, sharing resources, and




staying connected with colleagues working on similar
assignments or projects. While WhatsApp is not a
formal communication platform, it provides a practical
way for teachers to collaborate efficiently, especially
when immediate responses or group discussions are

needed.
In addition to teacher-specific WhatsApp groups,

the School maintains a general WhatsApp channel
accessible to all members of the school community.
This channel primarily serves as an announcement
hub for students, providing timely updates on events,
deadlines, and general school information. Teachers
may also find the channel helpful, as it keeps them
informed of announcements that may impact their
classes. A link to join the WhatsApp channel is available
on the school’s website, and teachers are encouraged to
join and check the channel regularly to stay aligned with

school-wide communications.

Academic Follow-up Chain

The academic follow-up chain ensures that all students
receive consistent support and guidance, with multiple
layers of oversight. This structured follow-up chain
allows for a cohesive academic environment, whete
issues can be addressed at the appropriate level and
escalated as necessary to ensure optimal support for

students and faculty alike.

Lead Teachers: Each class is assigned a lead teacher
class advisor) among the instructors who teach in that
class. Generally, the lead teacher is the Writing teacher
of the class. The academic follow-up chain begins with
lead teachers, who work closely with individual students
to monitor their progress, provide feedback, and address
any immediate concerns within the classroom. Lead
teachers serve as the first point of contact for students,

supporting their academic and personal development.

Level Coordinators: Next in the chain are the level
coordinators, who oversee specific levels or groups of
classes. They coordinate with class advisors to ensure
consistency in teaching approaches and address level-
wide academic issues ot trends.

Head of

report to the head of the department, consisting of

the Department: Level coordinators

one head and two co-heads who are responsible for
implementing curriculum standards, managing overall
academic quality, and making departmental adjustments

as needed.

Vice Directors: Above the head of the department are
the vice directors, who support the department head and
level coordinators by managing broader administrative
tasks, implementing academic policies, and addressing

higher-level concerns that impact multiple departments.

Director: The final point in the chain is the director,
who oversees all academic and operational aspects of
the School. The director ensures that the institution’s
goals are met and that every level of the follow-up chain

is aligned with the School’s mission and standards.

Academic Calendar

The academic calendar is another communication tool,
created before the start of each academic year to outline
important dates, deadlines, and events. This calendar
provides a comprehensive schedule that includes the
start and end dates of terms, examination periods,
holiday breaks, and other key milestones. By planning
and publishing the calendar in advance, it is ensured that
both students and staff can prepare effectively for the
year ahead. The finalized calendar is published on both
the university’s main website and the School’s website,

making it accessible to the entire academic community.




APPENDICES

Appendix 1

Yiiksekokul Miidiirii Gorev Tanimi

* Kurumsal Temsil ve Bagkanlik: Yiiksekokulu her diizeyde temsil eder; Yiksekokul Kurulu ile Yiiksekokul
Yoénetim Kurulu’na baskanlik ederek alinan kararlarin uygulanmasini saglar.

 Stratejik Yonetim ve Planlama: Yiksekokulun stratejik hedeflerini belirler, gelisim planlarini hazirlar ve
egitim-Ogretim kapasitesinin rasyonel sekilde kullanilmasini koordine eder.

* Genel Gozetim ve Denetim: Yiiksekokulun tiim birimleri, akademik ve idari personeliile 6grencileri tizerinde
genel g6zetim ve denetim yetkisini kullanir; birimdeki diizen ve isleyisten birinci derecede sorumlu olur.

* Raporlama ve Hesap Verilebilirlik: Her akademik yil sonunda, birimin durumu, faaliyetleri ve gelecek
doénem ihtiyaglart hakkinda kapsamlt bir faaliyet raporu sunar.

* Biitge ve Kaynak Yonetimi: Yiiksekokulun butge tasarisini hazirlar, 6deneklerin verimli kullanimint takip
eder ve harcama yetkilisi (tahakkuk amiri) gérevini yuritir.

¢ Insan Kaynaklari Planlamast: Yiiksekokulun akademik ve idari personel ihtiyacint belirler; atama, yiikseltme
ve kadro taleplerini Rektorluk makamina teklif eder.

¢ Egitim-Ogretim Kalitesinin Artirilmast: Boliimler arast koordinasyonu saglar, ders iceriklerinin
giincellenmesini ve egitim kalitesinin uluslararast standartlara ulastirilmasini tesvik eder.

* Akreditasyon ve Toplumsal Katki: Birimin akreditasyon streglerine liderlik eder; is birligi ve toplumsal
fayda odakli projelerin gelistirilmesini destekler.

* Disiplin ve Mevzuat Uygulamasi: Akademik ve idari personel ile 6grenciler hakkinda gerekli disiplin
sorusturmalarinin agilmasint saglar ve ilgili mevzuat hitkiimlerinin titizlikle uygulanmasint denetler.

* Fiziksel Yatirnmlarin Yonetimi: Yiksekokulun bina, tesis ve donanim ihtiyaglarini belirleyerek yatirim
programina alinmast i¢in gerekli girisimlerde bulunur.

o lletisim ve Koordinasyon: Yiiksekokul sekreterligi ve miidiir yardimcilart arasindaki is béliimiinii diizenler;

birim i¢i ve birim dist paydaslarla saglikls iletisim kanallart olusturur.




Yiiksekokul Miidiir Yardimcist Gorev Taninm

* Dogrudan Midir’e raporlama yapar; sorumluluk alanindaki tim siireglere iliskin Mudurt diizenli olarak
bilgilendirir ve gerekli durumlarda ilgili onaylar1 alir.

* Midirin bulunmadigr zamanlarda Mudir Vekili gérevini istlenir; kurumu temsil eder, kurullara baskanlik
eder ve imza yetkisini kullanir.

» Akademik dénem basinda ders programlarint hazirlar; derslik dagilimini organize eder, 6gretim elemanlarinin
ders yiiklerini planlar; mazeretli 6gretim elemanlarinin derslerini koordine ederek egitim-6gretim faaliyetlerinin
aksamasint Onler.

» Akademik ve idari personelin 6zltk haklarini, izin, rapor ve gbrev siirelerini takip eder; personelden gelen
idari talep ve sorunlari karara baglar.

* Kurumsal degerlendirme ve kalite gelistirme calismalarint yirttir; birimin akreditasyon stiregleri icin gerekli
dokiimantasyonu hazirlar ve operasyonel diizenlemeleri yapar.

* Yiksekokulun ulusal ve uluslararast akreditasyon faaliyetlerini gerceklestirir; 6z degerlendirme rapotlarint
hazirlar ve kalite standartlarint belitler.

* Yabanct uyruklu 6gretim elemanlarinin idari stire¢ ve islemlerini yonetir.

* Derslik, laboratuvar ve ofislerin fiziksel altyapisini denetler; temizlik, bakim-onarim ve bilisim hizmetlerinin
kesintisiz sturiilmesini saglar.

 Ogrencilere yonelik sosyal hizmetlerin uygulanmasini destekler; dgrenci sikayetlerini degerlendirir, disiplin
streglerini yonetir ve dénem sonlarinda mezuniyet islemlerini gerceklestirerek ilgili birimlere raporlamasini
yapar.

* Yiiksekogretim Kurulu (YOK) kararlarini, iiniversite yonetmeliklerini ve ilgili mevzuat hiikiimlerini gérev
alant dahilinde titizlikle uygular.

* Haftalik alt1 saate kadar ders yukini yerine getirir ve kurumsal ihtiyaglar dogrultusunda Miudir tarafindan
verilen diger gbrevleri ifa eder.

 Ogrenci temsilcileriyle iletisimi stirdiiriir; 6grencilerin sosyal ihtiyaclarint destekler, akademik ve idari disiplin

streclerini sevk ve idare edet.




Boliim Baskanhgi Gorev Tanum

Akademik Planlama ve Egitim Siireglerinin Yonetimi

Kurlarin akademik isleyisinin dizenli olarak izlenmesi

Yaz dénemi ve ara tatillerde gelecek donem akademik hazirliklarinin koordinasyonu

Miifredat gelistirme ve glincelleme ¢alismalarinin ytriitilmesi

Kur bazli akademik siireglerin koordinasyonu

Kur koordinatérleri ile stirekli iletisim ve ¢eyrek sonu degerlendirme toplantilarinin gergeklestirilmesi
Haftalik idari toplantilar araciligiyla akademik siireglerin degerlendirilmesi

Akademik Bélim Kurulu toplantilarinin organize edilmesi ve yuritilmesi

Olgme ve Degerlendirme Siiregleri

Olg¢me ve Degetlendirme Birimi ile siirekli koordinasyon

Yayinevi ile quiz taleplerinin olusturulmasi ve takibi

Sinav takvimlerinin ve proof siireglerinin planlanmasi

Sinav gorevlendirmelerinin kontrolii

Sinav giin, saat ve uygulanis bi¢imlerinin onaylanmast

Gerekli durumlarda soru turd, sinav icerikleri ve siirelerinin kontrola
Not giris tarihlerinin belirlenmesi ve duyurulmasi

Ceyrek sonu not ¢izelgelerinin arsivlenmesi ve idareye sunulmast

Kurlarda genel basart durumunun izlenmesi

Ders Materyalleri

Ders materyallerinin hazirlanmasi ve gelistirilmesinin koordinasyonu
Materyal Gelistirme Komisyonu ile stirekli iletisim
Materyal hazirlama siireglerinde gorev dagilimi ve akademik kontrol

Okulda okutulan kitaplara iligkin yayinevi ile iletisimin ytritilmesi

Online Practice

Unite araliklarinin ve dahil edilecek becerilerin belirlenmesi

Agilis ve kapanis tarihlerinin planlanmast

Yayinevi ile sinif bilgilerinin paylasilmast ve sinif kodlarinin temini

Kodlarin 6grencilere duyurulmast

Ogrenci girislerinin kontrol edilmesi

Siire¢ boyunca 6grenci sorularinin yanitlanmast ve gerektiginde yayinevi ile teknik koordinasyon saglanmasi

Ceyrek sonu 6grenci not raporlarinin 6gretim elemanlart ile paylasiimast

Akademik Komisyonlar

Tim akademik komisyonlarin gorev tanimlarinin paylasilmasi

Komisyon isleyislerinin izlenmest

* Komisyon c¢alisma takvimlerinin olusturulmast

* Gerekli yonlendirme ve 6rnek belgelerin saglanmasi




Kalite Giivence, Stratejik Planlama ve Akreditasyon

* I¢ degerlendirme toplantilarinin yiiritiilmesi

¢ Akademik performans verilerinin analiz edilmesi

* Yillik akademik hedeflerin belirlenmesi

e Stratejik planlama ¢alismalarina katki saglanmasi

* Butunlesik kalite yonetim sisteminin takibi

e Sirekli iyilestirme siireglerinin yiirttilmesi

* Taaliyet raporlari ve BIDR raporlarinin hazirlanma siirecinin koordinasyonu

¢ Akreditasyon calismalarinin yuritilmesi

« DEDAK Oz Degerlendirme Raporunun hazirlanmasinda aktif rol almak; gerekli bilgi ve belgelerin
toplanmast, birimler arast gérev dagiliminin yapilmasi, hazirlanan bolimlerin kilavuza gére uygunlugunun

kontroliniin saglanmasi

Iletisim, Resmi Siiregler ve Kurumsal Bilgilendirme
* Akademik duyurularin hazirlanmasi ve yayimlanmast
* Ogrenci ve 6gretim elemant el kitaplarinin hazirlanmast ve giincellenmesi
* Record Card’in her geyrek giincellenmesinin saglanmasi
* Ogrenci WhatsApp kanalinda akademik duyurularin paylasiimast
* Web sitesindeki belge ve duyurularin giincelliginin kontrolii
¢ Akademik igerikli resmi yazismalarin takibi
« Idareye diizenli akademik bilgilendirme yapilmast

. Ogrenci ve Ogretim elemanlarindan gelen talep ve Onerilerin degerlendirilmesi

Dokiimantasyon ve Arsiv Yonetimi
¢ Tum akademik belgelerin sistematik arsivlenmesi
* Belgelerin Bolum Bagkanligr Drive klasortinde tasnif edilmesi
* Toplantt tutanaklarinin diizenli hazirlanmasi ve saklanmasi

« Idare, yaymevi ve koordinatérlerden gelen belgelerin arsivlenmesi

Akademik Rehberlik ve Mesleki Destek
* Akademik stirecler hakkinda bilgilendirme yapilmas:
* Mesleki gelisim faaliyetlerinin koordinasyonu
* Hizmet ici egitimlerin diizenlenmesi

 Ogretim elemanlarina siire¢ bazli rehberlik saglanmast

Anket ve Geri Bildirim Siiregleri
* Ogrenci ve 6gretim elemant anketlerinin hazirlanmast, uygulanmast ve raporlanmast
o Thtiyac duyulan diger anket calismalarimin yiiriitiilmesi

* Sonuclarin akademik iyilestirme stireclerine aktarilmasi

Sosyal ve Akademik Destek Faaliyetleri
* Ogrenci sosyal etkinliklerinin planlanmast
¢ Akademik ihtiyaclara yonelik ¢6ziim gelistirilmesi

 Egitim kalitesini artirmaya yonelik 6nerilerin olusturulmasi




Kur Koordinatorliigii Gorev Tanimi

Ingilizce Hazirlik Programr’nda, her kur (L1-1.2-1.3-1.4-1.5) icin bir kur koordinatérii gorevlendirilmistir. Kur
Koordinatorleri, sorumlu olduklart kurun akademik ve idari stireglerinin biitincil, planlt ve verimli bir sekilde

yuritilmesinden sorumludur.

Kur Koordinatérleri, akademik yil boyunca asagidaki gérevleri yerine getirir:

Akademik Belgelerin Hazirlanmasi ve Giincellenmesi:
* Kur dizeyinde kullanilacak ders materyalleri, izlenceler, ders tanimlari, isleyis yonergeleri, pace cizelgeleri ve

4 geyrek icin proje ve sinif i¢i yazma sinavi konularint hazirlar ve gtinceller.

Akademik Siireg Takibi:

* Record Card ve gelen donttler tizerinden siniflarin ilerleyisini takip eder.

Kur I¢i Degerlendirme Toplantilart:
* Her ¢eyregin baginda, ayrica ikinci ve altinct haftalarda degerlendirme toplantilart diizenler ve bu toplantilara

iliskin raporlart hazirlar.

Sinav Siireglerine Katilim:

* Quiz ve kur bitirme sinavlart proof-reading strecinde yer alir.

Iletigim ve Koordinasyon:
* Ogretim elemanlart arasinda gérev dagilimini koordine eder; idare, bolim baskanligt ve akademik kadro

arasinda etkin iletisim saglar.

Iyilegtirme Caligmalart:

* Ogrenci ve 6gretim elemanlarinin akademik ihtiyaglarini analiz ederek ¢6ziim odakli fikir ve 6nerilerini paylastr.

Yaz Donemi Caligmalar:
Kur koordinatorleri yaz doneminde asagidaki ¢alismalarin zamaninda ve eksiksiz tamamlanmasindan sorumludur:
* 1. ve 2. ¢eyrek icin uygun pace belgelerinin olusturulmast ve dosyalanmast.
* 4 geyrek icin proje konulari, degerlendirme kriterleri, not ¢izelgeleri ve proje duyurularinin hazirlanmast.
e Smuf ici performans degerlendirme ¢izelgesinin giincellenmesi.
* Ders izlenceleti ve ders tanimi belgelerinin hazitlanmast/glincellenmesi.
* Derslerin nasil yuritilecegine dair ders isleyis yonergelerin olusturulmast.
* Materyal Gelistirme Komisyonu tarafindan hazirlanan writing materyali ve writing in-class sinav konularinin
incelenmesi.
* Ogrencilerle paylasilacak quiz tarih-igerik cizelgesinin hazitlanmast.
* Yeterlilik Sinavi Proof-reading ¢alismast

* Yeni gelen 6grenciler icin oryantasyon sunumlarinin hazirlanmasi/gtincellenmesi

Yari Y1l Tatili Caligmalari
* 3.ve 4. Ceyrek icin uygun pace belgelerinin olusturulmasi ve dosyalanmasi.
* Materyal Gelistirme Komisyonu tarafindan hazirlanan writing materyali ve in-class writing sinav konularinin

incelenmesi




Her Ceyrek Basinda

Kur koordinatérleri, dénem agilis toplantisindan sonra kendi kurlarindaki 6gretim elemanlariyla bir
bilgilendirme toplantist yapar.

Akademik streglerle ilgili detayli bilgilendirmeler yapilir.

Gerekli tim materyaller kitapgik haline getirilerek 6gretim elemanlarina teslim edilir.

Etkin iletisim i¢in WhatsApp gruplart kurulur ve belgeler bu kanallardan da paylasilir.

Her Ceyrek Boyunca

Haftalik giincel pace belgelerinin paylasimi saglanir.

Record Card ve Follow-up Chart’lar diizenli olarak kontrol edilir; aksaklik durumunda hatirlatmalar yapilir.
Iki defa kur ici degerlendirme toplantist diizenlenir. Tim toplantt evraklari (imza listeleri, fotograf, toplanti
tutanaklarr) eksiksiz sekilde bélum baskanligina iletilir.

Quiz yonergeleri, proje duyurulari gibi 6nemli bilgilendirmeler zamaninda paylasilir.

Gerekirse akademik siireclerde anlik diizenleme ve yeniden planlamalar yapilir (6r. pace diizenlemeleri, sinav
igerik ve cevap anahtar glincellemelert).

Ana Testing Birimi tarafindan hazirlanan quiz ve sinavlarin proof-reading calismalarini yerine getirir.

Kurla ilgili her tirlti 6neri, gorus ve sikayetlerde ilk irtibat noktasidur.

Ogretim elemanlarindan gelen tiim geri bildirimleri boliim baskanligina iletir.

Her Ceyrek Sonunda

Ogretim gorevlilerinin siniflart icin vermis oldugu not cizelgelerini e-posta yoluyla toplayarak béliim baskanlig
tarafindan olusturulan klasérde muhafaza eder.

Ceyrek boyunca yapilan gozlemler ve alinan doniitler dogrultusunda olusturulan degerlendirmeler, ceyrek
sonu toplantisinda bolim baskanligi ile paylastlir.

Yeni ¢eyrek icin gerekli akademik ve idari diizenlemelerin planlanmasina katki sunar.

Ek Gorevler

Kur Koordinatorleri, akreditasyon stirecinde aktif rol tstlenmektedir.
Program Gelistirme Komisyonu tiyesi olarak gorev yaparlar.
Oz Degerlendirme Formu ve Staff Handbook gibi akreditasyon belgelerinin hazirlanmasinda gérev alirlar.

Kalite ve Strateji Gelistirme ve Birim I¢ Degerlendirme komisyonlarinda aktif gorev alirlar,




Mesleki Gelisim Komisyonu Gorev Tanumi

Mesleki Gelisim Komisyonu (PDU), Yabanct Diller Yiksekokulu biinyesinde gorev yapan akademik personelin
mesleki ve kisisel gelisimini desteklemek; siirekli 6grenme kiltiriini yayginlastirmak; yenilikci, 6grenci merkezli

ve nitelikli yabanci dil 6gretimini tesvik etmek amaciyla faaliyet gosterir.

Komisyonun temel amact:
» Akademik personelin giincel pedagojik yaklasimlar ve egitim teknolojileri konusunda donanimli olmasint
saglamak,
e Sirekli mesleki gelisim kiiltiiriinti kurumsal diizeyde yerlestirmek,
* Yansitict 6gretim anlayisini tesvik etmek,
e Is bitligine dayalt 6grenme ortamlart olugturmak,

o Ogretim elemanlarinin uzun vadeli mesleki stirdurilebilirligini desteklemek.

Gorev ve Sorumluluklar

Mesleki Gelisim Komisyonu asagidaki gorevleri yurttir:

Yeni Personel Oryantasyon ve Uyum Siireci
* Yeni goreve baslayan 6gretim elemanlart icin oryantasyon programi diizenlemek,
* Yiksekokulun misyonu, vizyonu, akademik isleyisi ve kurumsal beklentileri hakkinda bilgilendirme yapmak,
* Ders saatleri, materyaller, sinav sistemi, devam politikasi, 6gretmen-6grenci iliskileri, kurumsal platform
kullanimi ve etik ilkeler konusunda rehberlik saglamak,

* Yeni personelin kuruma akademik ve sosyal uyumunu desteklemek.

Mentorluk Programim Yiiriitmek
* Her yeni 6gretim elemanini komisyondaki bir mentor ile eslestirmek,
* Mentor—mentee gorismelerinin diizenli sekilde yiirttilmesini saglamak,
* Gorisme raportlarinin takibini yapmak ve arsivlemek,
* Ceyreklik degerlendirme streglerini koordine etmek.
Ders Gé6zlem Siireglerini Planlamak ve Koordine Etmek
e Ik ceyrekte yeni 6gretim elemanlarinin deneyimli 6gretim elemanlarini gézlemlemesini saglamak,
e Ikinci geyrekte mentor gozlemlerini planlamak ve yapilandirilmis gézlem siirecini yiiriitmek,
* Ugiincii ve dérdiincii ceyreklerde habersiz gozlem siireclerini koordine etmek,
* Gozlem formlarinin, yansitma raporlarinin ve geri bildirim siireclerinin diizenli yirttilmesini saglamak,

* Tum gozlem belgelerinin donem basinda 6gretim elemanlarina ulastirilmasini saglamak.

Hizmet I¢i Egitim Programlarini Planlamak
* Akademik yil basinda mesleki gelisim faaliyetlerini planlamak,
e Faaliyetleri paydas gorisleri ve 6nceki yil geri bildirimleri dogrultusunda belirlemek,
* Uygulama 6ncesi pilot ¢alismalar yapmak ve gerekli revizyonlart gerceklestirmek,
* Programlari 6gretim elemanlarinin is yikii ve kurumsal dinamikler dogrultusunda yapilandirmak,

* Sirec icinde geri bildirim toplayarak programi gelistirmek.




Yillik Mesleki Gelisim Siirecini Yonetmek :
* Yillik bazda planlanan mesleki gelisim faaliyetlerini duyurmak ve takip etmek,

Ogretim elemanlarinin yil icinde zorunlu ii¢ gelisim etkinligini tamamlamasini saglamak:
* Bir gbzlem tiirii (Akran Gézlemi / Oz Gézlem / Gelisimsel Gézlem)
* Bir mesleki gelisim faaliyeti (Ortak Ders Isleme, Okuma Grubu, Yansitict Giinlitk, Ogretmen Atélyesi
vb.)
* Y1l Sonu Bireysel Degerlendirme Gériismesi ve Hedef Belirleme Formu

Siire¢ sonunda belgelerin toplanmasini ve arsivlenmesini saglamak.

Mesleki Gelisim Komisyonu:

Mesleki gelisim faaliyetlerini planlama ve uygulama yetkisine sahiptir.
Mentorluk ve gézlem streclerini yapilandirir ve koordine eder.
Mesleki gelisimle ilgili form ve yonergeleri hazirlar ve glinceller.

Geri bildirim verilerini analiz ederek programu iyilestirir.

Mesleki Gelisim Seminetlerinin Planlanmasi ve On Degerlendirme Siireci:

Mesleki Gelisim Komisyonu, okul biinyesinde gerceklestirilecek mesleki gelisim seminerlerinin planlanmast

strecini sistematik ve veri temelli bir yaklagimla yirttir. Bu kapsamda:

Oncelikle seminer onerileri icerik, kurumsal ihtiyag, uygulanabilitlik ve akademik katki acisindan PDU
tarafindan 6n degerlendirmeye tabi tutulur.

On degerlendirme siirecinde; konunun giincelligi, 6gretim programiyla uyumu, 6gretim elemanlarinin
ihtiyaglari ve kurumsal hedeflerle 6rtiisme duizeyi dikkate alinur.

Uygun bulunan seminer basliklart 6gretim elemanlarinin gorisiine sunulur.

Ogretim elemanlarinin ilgi ve ihtiyaclarini belirflemek amaciyla resmi bir anket uygulanur.

Anket sonuglart nicel olarak analiz edilir ve en ytliksek talep géren konular 6nceliklendirilerek egitim takvimi
olusturulur.

Egitim planlamast yapilirken 6gretim elemanlarinin is yikd, akademik takvim ve kurumsal 6ncelikler dikkate

alinir.

Raporlama

Mesleki Gelisim Komisyonu, faaliyetlerine iliskin dénemsel raporlart Yabanct Diller Yiiksekokulu Bélum

Baskanligina sunar.




Olcme ve Degerlendirme Birimi Gorev Yonergesi

Olgme ve Degetlendirme Birimi, okulumuzda ingﬂizce Hazirlik Programi kapsamindaki stireglerde 6lgme ve
degerlendirme faaliyetlerini yonetir. Bu birim, temel olarak quizler, kur bitirme sinavlari, mazeret sinavlari, seviye
tespit sinavlari ve yeterlilik sinavlarinin hazirlanmasindan ve uygulanmasindan sorumludur. Ayrica, tiim sinavlarin

proof calismasini ve sinav gérevlendirmelerini organize eder ve sinavlarin basimi ve uygulanmasini takip eder.

Belirtilen sinavlarin akademik takvime ve beliflenen seviyelere uygun olarak, vaktinde ve nitelikli bir bi¢imde

hazirlanmasi, basilmast ve uygulanmast Olgme ve Degerlendirme Biriminin sorumlulugundadir.

Olg¢me ve Degerlendirme Biriminin tiim sinav siiregleri ile ilgili 6ncelikle bolim baskanligi ile iletisim halinde ve
koordine ¢alismasi gerekmektedir. Kur bitirme sinavlari ve kii¢tik sinavlar ile ilgili olarak da boélim baskanliginin

yani sira, kur koordinatorleri ile iletisim halinde ve koordine galismast gerekmektedir.

Kiigiik Sinavlar
Kictik Sinavlarin hazirlanmast (Quizler) icin 2 6gretim gorevlisi gérevlendirilir. Bu ekip her kur icin iki (2) adet
coursebook quizi, bir (1) adet reading quizi ve bir (1) adet listening quizi hazirlarlar. Ayrica I.1 kuru icin bir (1) adet
in-class writing quizi hazirlarlar. Her ceyrekte toplam 21 quiz hazirlanr.

* Smnav hazirligr ve proof siireci igin ¢eyrek basinda bir takvimin olusturulur.

¢ Sinav sorulari ilgili takvime uygun siirelerde hazirlanir.

* Smnav sorulart ilgili tarihlerde kur koordinatorine iletilir.

* Gelen donttler neticesinde sinavlarin 2. ve 3. versiyonlarinin ilgili tarthlerde hazirlanr.

¢ Tum sinavlarin specification belgeleri ve cevap anahtarlari hazirlanir,

* Hazirlanan quizlerin ilk proof-reading streci ekip icinde gerceklestirilir. Proof-reading asamast kur

koordinatorleriyle koordinasyon icinde yuriitilir.

¢ Smavlarin son versiyonu basim icin test ofisine iletilir.

Kur Bitirme Sinavlar ile ilgili genel yonergeler:

¢ Smav hazirligt ve proof sireci igin sinavdan 6nceki son haftanin basima ayrilacagt sekilde bir takvimin
olusturulmast

¢ Smnav sorularinin ilgili takvime uygun siirelerde hazirlanmast

* Smnav sorularinin ilgili tarthlerde kur koordinatoriine iletilmesi

* Gelen donttler neticesinde sinavlarin 2. ve 3. versiyonlarinin ilgili tarihlerde hazirlanmast

* Sinavin basim 6ncesi son kontroli i¢in koordinatérler ile iletisime gecilerek kendilerinin randevu ile testing
ofise davet edilmesi

e Smav duyurularinin en ge¢ smnav tarthinden 10 gin 6nce hazirlanip bolim baskanligr ile paylagilmasi,
onaylandiktan sonra Web sitesinde ve diger kanallarda duyurulmast.

¢ Tum sinav streclerinde, degisiklik ya da yeni karar gerektiren konularda ya da yasanan problemlerde 6ncelikle
boliim baskanlhiginin haberdar edilmesi

e Smav gorevlendirmelerinde tiim hocalar icin gorev puan tablosunun baz alinmasi, miimkin mertebe

koordinatorlere sinuf ici gérevler verilmemesi, ihtiya¢ halinde koridor/yedek gérevler atanmast




Sinavlar Hazirlanirken Ozellikle Dikkat Edilmesi Gereken Hususlar:

Sorular icin detaylt bir sekilde “specification chart/soru etiketleri” hazitlanmalidir.

Soru koklerindeki ifadeler agik olmali ve yanlis yonlendirmeye neden olmamalidur..

Cevap segeneklerinde birden fazla dogru yanit bulunmamalidir.

Bilgi hatast / yanlis dilbilgisi yapilart iceren siklar bulunmamalidir. Ornegin, bir kiyaslama sifati sorusunda
“better” dogru yanit1 haricinde verilen segeneklerde “gooder” gibi bir secenek yerine olabildigince “well”, “good”,
“best” gibi secenekler kullanilmasi 6nerilir.

Soru ve cevaplarda akademik dil ve icerik kullanimina 6zen gésterilmelidir..

Soru veya secenceklerde ayni kelime ve ifadeler tekrarlanmamalidir.

Kelime sorularinda, soru talimatinda verilen kelimeler yerine tinitenin hedef kelimeleri tercih edilmelidir.
Yanlis secenekler celdirici olmali, bariz sekilde dogru cevaptan uzak olmamalidir.

Kelime sorularinda hedef kelimenin tirii ne ise diger seceneklerdeki kelimeler de ayni1 tir olmalidir.
Dinleme sorulari, okudugunu anlama sorulart gibi uzun olmamalidir. Miimkiin oldugu kadar az kelime ile
soru olusturulmali, soru kékiinde miimkiinse bes altt kelimeden fazla kelime olmamalidir.

Dogru secenek dagilimt esit olmamakla birlikte dengeli yapilmalidur.

Yapay zeka destekli sorular kurdaki 6grencilerin seviyesine gore diizeltilmelidir.

Okuma sinavinda, paragraf sorularinda geldirici olmayan tarih ve yer sorulart yerine okudugunu anlama
sorulart sorulmalidir.

Okudugunu anlama sorularinda, parcada belirtilen ifadeleri degistirmeden kullanmak yerine ayni anlama
gelebilecek denk ifadeler kullanilmalidir.

Okudugunu anlama sinavinda soru tiplerinin mimkin oldugunca bitun paragraf sorularinda ayni olmasi
énerilir. Ornegin bes soruluk okudugunu anlama sorusunda “1 adet reference, 1 adet kelime, 1 adet inference,
1 adet en uygun basligi bulma, 1 adet hangisi parcaya gére dogrudur ya da yanlistir” sorulart olabilir. Paragraf
elverdigi 6lgtude bu sorular kullanilabilir.

Cumleleri siraya koyma sorularinda, mantiklt siralamay1 saglayacak ifade ve kelimelere makul 6l¢tide yer
verilmelidir.

Siklarin uzunluklart birbirine denk olmali, dogru cevap uzunluk veya kisalik bakimindan ayirt edilmemelidir.
Soru sayilarina dikkat edilmeli sablonlardan kaynakli ¢ikabilecek hatalar 6n gérilmelidir.

Sinavlarin proof hocalarina teslim edilmeden, ekip tiyeleri tarafindan ilk kontrolii saglanmali. Sinavdaki basit
hatalar (6zne yiiklem uyumu, a/an kullanimi, gramer hatalati, yazim hatalari, bicimsel hatalar vb) diizeltildikten
sonra smnav proof tyelerine igerik agisindan incelenmek tizere génderilmelidir.

Level exit Listening sinavlarinda kayitlarda gegen ifadelerin sorulara veya siklara paraphrase edilerek alinmasi
daha uygun olacaktir, 6zellikle C1 seviyesinde birebir duyulan ifadelerin siklarda olmasi sinav seviyesini
kolaylastiriyor.

Listening sinav evraklari proofa génderilirken tapescript belgesininde mutlaka sinavla birlikte ilk kontrolde

gonderilmesi olduk¢a 6nem arz etmekte.




Sinavlar hazirlanirken elbette yapay zeka destegi kullanilmasi sorun teskil etmez ancak, hazirlanan sorularin
direkt yapay zekadan alinmamasi, tizerinde degisiklikler yapilmasi ve ilk proof kontroliine gonderilmeden
once testing birimindekilerin kendi i¢inde 6n proof yapmast gerekmektedir. Bunlar yapilmadigi zaman proof
strecinin ilk asamast oldukea yorucu ge¢mekte ve verimli olmamaktadir. Bu sebeple ikinci proof asamasinda
bile ilk seferde gbzden kacan seyler ortaya ¢ikmakta ve proof sireci uzayabilmektedir.

Ozellikle reading sinavlarinda kelime anlamina yoénelik sorularin hazirlanmasinda, siklarda cevap olarak
verilecek kelimelerin ders kitab1 igeriginde aratilarak, derste gecmis kelimelerden secilmesi 6nem tasimaktadir.
C1 seviye isleniyor olsa dahi 6grencilerden gercekten herhangi bir kelimenin anlamint biliyor olmalarin
bekleyemeyiz. (Bu durum sadece siklar diizenlenirken dikkate alinmali. Contextual guess beklenen kelimeler
icin gegerli olmak zorunda degil.)

Kur Bitirme sinavlarinin ders kitabinin igerigine paralel olmast icin Olgme ve Degerlendirme Birimi iiyelerinin
ders kitabina hakim olmast beklenmektedir.

Olgme ve Degetlendirme Biriminin égretim yili basinda bir matbu olarak Kur Bitirme Sinavlar1 Caligma
Takvimi’ni bolim baskanligi ve her bir seviyenin koordinatérii ile paylasilmast ve ¢ok zaruri durumlar
disinda, bu takvime ilgili tim birimlerin uymast 6nerilir. Kur Bitirme Sinavlar1 Caligma Takvimi’nde her bir
seviye bitirme sinavinin proof siirecinin akademik yil igerisinde 1., 2., ve gerekirse 3. kontrol doneminin tarih
araliklarinin belirlenmesi yoluyla bu ¢alismanin her bir seviyede es zamanlt ve diizenli yurttilmesi 6nerilir.
Her bir seviyenin koordinatériine sinavlarin 1. kontrol dénemi igin 10-12 giin, 2. ve 3. Kontrollerde 5-7 giin
sire taninmast Onerilir.

Her bir seviye icin Kur Bititme sinavlari icin 6nce her ¢eyrek icin spec chart/ soru etiketleri hazitlanmast
onerilir; 6rnegin A2 seviyesi i¢in akademik yil hentiz baslamadan 1., 2., 3. ve 4. Ceyrek i¢in toplam dort adet
bir birbirinin dengi belirtke tablosu hazirlanmast ve bu tablolar Gizerinde hem genel hem spesifik bir sekilde
sorulacak icerigin not edilmesi 6nerilir (inite, konu basligi, sayfa numarasi, kelime/dilbilgisi yapisi/islevsel dil
ogesi, vs.).

Ornegin A2 seviyesinde, bir adet “there is /there are” sorusu hazirlaniyorsa, Ceyrek 1, Ceyrek 2, Ceyrek 3, ve
Ceyrek 4 igin dort farkli sekli aynt anda aynt Olgme ve Degerlendirme Birimi gorevlisi tarafindan hazirlanmast
yoluyla sinavlar arasi denklik sorununu ¢6zmesi Onerilir.

Olgme ve Degerlendirme Birimi’nde gorev yapan 6gretim gorevlileri is boliimdi ile galistyor ise, mutlaka 2’li es
olarak birbitlerinin islerini gézden gegirip birbirlerine doniit vermeleri 6nerilir. Bu uygulama yoluyla, (i)cevap
seceneklerinde birden fazla dogru cevap bulunmasinin 6niine gegilmesi, (ii) bir baska sorunun aleni bir sekilde
bir soruya yanit olusturmas, (iii) aynt fiil 6beginin, baglam tipinin veya kelimenin tekrar tekrar farkli sorularda

kullanilmast sorunun 6niine gecilmesi 6nerilir.

2 <¢
b

Ornegin, defalarca “play football”, “However,”, “....last night.” gibi ifadelerin ¢ok fazla siklikla kullaniimasinin
onlenmesi saglanabilir. Birbirinin isini kontrol etme yoluyla yapict elestirilerle, bir takim degistirme ve
gelistirmelerin yapilmast sinavlar arasi ve her bir sinavin kendi igindeki ¢akismalari (istenmedik 6rtiistimleri)
ortadan kaldirabilir.

Olgme ve Degetlendirme Birimi’nin, proof sorumlularinin verdigi geri bildirimleri, genel bir ¢zet haline
getirip, soru hazirlanirken sik karsilasilan sorunlart asgariye indirmesi Onerilir. Boylelikle 1. Kur Bitirme
sinavinda karsilasilan ve ¢6ztlen sorunlarin, diger ceyreklerdeki sinavlarda tekrar ortaya ¢itkmasinin 6nlenmesi

Onerilir.




* Olgme ve Degerlendirme Birimi’nin sinav hazirlama 6ncesinde daha 6nce yapilmis sinavlari etraflica gézden
gecirmesi yoluyla, farkinda olmadan 6nceden kullanidmis okuma parcalarinin (ki bu parcalarin daha 6nce
gozden gecirilirken Uzerinde gerekli diizeltme/redaksiyon/basitlestirme gibi dokunuslarin yapilmis olmasina
ragmen aynt okuma pargast tizerinde yeniden diizeltme isinin gereksiz efor kaybt oldugu malum sayilabilir)
tekrar kullanilmasinin 6niine gecilmesi Onerilir.

* Daha 6nce yapimis sinavlardan alinip farklilastirilarak kullanilmak istenen herhangi bir soru ya da okuma
pargast var ise, bu konu ilgili kur koordinatérii ve Bolim Baskanligina danisilmast yoluyla teyit alinmast
ve uygun bulundugu takdirde, sorunun veya sorulartyla beraber okuma pargasinin ilk ve son halinin sinav
duzeltme/redaksiyon sorumlularina gondetilmesi 6nerilir.

¢ Olg¢me ve Degerlendirme Birimi’nin soru etiketleri yazilirken, kendi ifadelerini kullanmak yerine, ders kitabinda
gectigi sekliyle belirtmesi ve ilgili igerigin sayfa numaralarini eklemesi yoluyla gerek birimin kendi sistematik
calismasina ve gerekse sinav proof gérevlilerinin zamanini verimli kullanmasina yardimct olmalari 6nerilir.

¢ Olg¢me ve Degerlendirme Birimi tarafindan hazirlanan sorularda kullanilan dilin dogal / kulaga alisildik gelen,
zorlama olmayan, yasayan dilde kullanilma sikligi yiiksek olan ifadelerden secilmesine 6zen gésterilmesi
onerilir.

* Olgme ve Degerlendirme Birimi’nin belirtke tablolarinda, seviye ders kitaplarindaki tinitelerin tamamini
icermesi yoluyla, bir takim tnite ve konularda yigilma olmasinin 6niine gegilmesi ve béylelikle sinavlarin
kapsam gegerliliginin artirlmast 6nerilir.

* KurBitirme sinavlatthazitlanirken, 6l¢me ve degetlendirme araglariarasindaistenmedik tekrardan /6rtisimden
kaginmak icin sorulacak hedef kelimeler/dil yapilari secilirken ilgili ceyrekte kullanilan/kullanilacak olan CB
Quiz 1 ve 2 siavlarina gézden gecirilmesi yoluyla bu kiigiik sinavlarda igerilmemis, daha 6nce streg iginde
olculmemis, yeni hedef kelime/yapilara yer verilmesi 6nerilir.

* Hauzirlan sorulardaki baglam ctimleleri sorularin tiirine gore anlamsal, dilbilgisel veya islevsel agidan uygun
olarak olusturulmasi yoluyla sorularin gercekten 6l¢meyi hedefledigi dil 6gesini 6lcecek sekilde hazirlanmasi

Onerilir.

Materyal Gelistirme Komisyonu Gorev Tanimi

Materyal Gelistirme Komisyonu, Ingilizce Hazirlik Programr’nda her kur (I.1- 1.2- 1.3- L4- L5) icin, ders icerigi
ve mifredata paralel destekleyici materyallerin ve stire¢ degerlendirme araglarinin gelistirilmesinden sorumludur.
Komisyonun 2025-2026 akademik yili igin temel amaci, writing egitimini programin genel hedefleriyle uyumlu

sekilde yapilandirmak ve siirecte kullanilacak materyalleri sistemli bicimde sunmaktir.

Materyal Gelistirme Komisyonu asagidaki gérevleri yerine getirir:

* Her kur icin, mifredat ve hedef kazanimlarla uyumlu, kurlar arast gecisi destekleyen ve bittinctl bir yapt

sunan writing materyallerinin gelistirilmesi/ mevcut materyallerin yenilenmesi.

* Her kur i¢in In-class writing konularinin, degerlendirme gridlerinin ve sinav siirelerinin belirlenmesi
Materyal Gelistirme Komisyonu, bolim baskanlig: ve koordinatdrler tarafindan cizilen ¢ergeve dogrultusunda, yaz
déneminde belirlenen tarih araliklari icinde writing materyallerini hazirlar. Hazirladigi tim materyalleri ilgili kur
koordinatérleriyle paylasir ve kullanilacak belgelerin uygunluk, aciklik ve diizey uyumu agisindan son kontrollerini

saglar.




Appendix 2

Testing and Assessment Policies and Instructions

In terms of policies and instructions, the institution has specific guidelines in place that cover:

* Invigilation: Test invigilators are trained to monitor students closely, ensuring that no cheating or misconduct
occurs during examinations. Invigilators also ensure that all students have the appropriate materials and that
the testing environment remains free of distractions. The Testing Unit appoints invigilators in a fair and
systematic manner, taking into account factors such as class size and exam conditions. Depending on these
factors, one or more invigilators may be assigned to a classroom. Instructors are given a score for each exam
in which they take part as invigilators, and this scorecard is announced to all instructors.

* Cheating: Any form of cheating, including plagiarism, unauthorized assistance, or use of prohibited materials,
is strictly prohibited. Specific consequences are outlined for instances of cheating, including immediate
disqualification from the test and further disciplinary action if necessary.

* Marking: The marking process is designed to be transparent and unbiased, with quality checks to maintain
accuracy. In this case, standardized rubrics are used to objectively evaluate progress exams. These rubrics
are used to evaluate student projects and homework. To prevent subjectivity, two instructors are utilized for
speaking and writing exams. In cases where a student has a legitimate objection to the writing and speaking
exam, two different testers are assigned independently of the two invigilators who administered the exam and
the exam is re-evaluated. A professional programme is used to securely score multiple-choice assessments,
including proficiency, placement, and final achievement tests.

* Security: All test materials, including exam papers and answer sheets, are securely stored before and after
the exam. Access to test materials is restricted to authorized personnel only, ensuring that exams cannot be

tampered with or leaked before testing,




Appendix 3
Exam Invigilator Checklists / Writing Exam

Writing sinavinda gézetmen olarak gorevli olan 6gretim gérevlilerimiz,

Sinav yapacaginiz sinifta agagidaki kontrolleri yapip, yapilmis her kontrol i¢in o maddenin yanindaki

kutucuga “\" jsareti koymaniz rica olunur

Sinav yerindeki 6grencilerin sinav listesindeki siralamaya gore siralara oturmalarini sagladi-
niz mi?

Kimlik kontrolind, 6grencinin kimligindeki isim ile sinav listesindeki ismin aynt olmast ve
kimlikteki fotografin o 6grenciye ait oldugunun kontrold seklinde yaptiniz mi?

Ogrencilerden cep telefonlarinin kapali (titregim degil) konumda teslim aldiniz m1?

Ogrencilerden sinav listesindeki imzalarini atmalarini istediniz mi?

Yazma kagitlarint dagitip, stnavin bitis saatini duyurarak sinavi baslattiniz mi?

Ogtrencilerin yazma kagitlarinda isim / soy isim ve numara yazdiklart béliimii kontrol edip
paraf ettiniz mi?

Ogrencilerin yazma kagitlarina oturma stra numarasint yazdiniz mi?

Ogrencileri yazma kagitlarini temiz kullanmalart ve KOYU YAZAN kursun kalem kullan-
malart gerektigi konusunda uyardiniz m1?

Geg kalan 6grenciler yazma sinavina geg kalma siiresi fark etmeksizin girebilitler.

Ogrencilere yazma sinavi boyunca ve daha sonrasinda yapilan dinleme sinavi arasinda digari
ctkamayacaklarint séylediniz mi?

Ogrencilere ne kadar siireleri kaldigini sinavin ortasinda ve son 15 dakikasinda hatitlattiniz
mi1?

Sinav stresi bitiminde yazma kagitlarini toplayip, imza listesindeki sinava giren 6grenci sayist
ile karsilastirdiniz mi?

Gelmeyen 6grencilerin imza béliimiiniin altinda GELMEDI kismini isaretlediniz mi?

Tesekkiir Ederiz
Testing Office




Exam Invigilator Checklists / Listening Exam

Listening sinavinda gézetmen olarak gérevli olan 6gretim gorevlilerimiz,

Sinav yapacaginiz sinifta agagidaki kontrolleri yapip, yapilmig her kontrol i¢in o maddenin yanindaki

kutucuga o isareti koymaniz rica olunur

Sinav yerindeki 6grencilerin sinav listesindeki siralamaya gére siralara oturmalarini
sagladiniz mi1?

Writing sinavina girmeyen 6grenciler Listening sinavina giremezler.

Ogrencilere Listening sinavi boyunca disart ¢tkamayacaklarini séylediniz mi?

Ogrencilerden cep telefonlarinin kapali (titresim degil) konumda teslim aldiniz m1?

Ogrencilerin optik formlarini eksiksiz doldurduklarint teyit ettikten sonra paraf attiniz mi?

Kimlik kontroliind, 6grencinin kimligindeki isim ile sinav listesindeki ismin ayni olmast ve
kimlikteki fotografin o 6grenciye ait oldugunun kontroliini yaptiniz mi?

Ogrencﬂerden sinav listesindeki imzalarini atmalarini istediniz mi?

Gelmeyen 6grencilerin optik formlarinda SINAVA GIRMEDI kismini isaretlediniz mi?

Sinav evraklarinizi teslim ederken Listening optik form dosyasinda bagka bir
evragin olmadigindan emin olup, sayarak siral1 bir gekilde dosyaladiniz mi?

Tesekkur Ederiz
Testing Office




Exam Invigilator Checklists / Speaking Exam

Speaking sinavinda gézetmen olarak gorevli olan 6gretim goérevlilerimiz,

Sinav yapacagimiz sinifta agagidaki kontrolleri yapip, yapilmis her kontrol i¢in o maddenin yanindaki

kutucuga e isareti koymaniz rica olunur

Konusma sinavt i¢in 6grencileri 2 ser olarak isim listesindeki siralama ile sinifa aldiniz mi1?

Kimlik kontroliind, 6grencinin kimligindeki isim ile sinav listesindeki ismin ayni olmast ve
kimlikteki fotografin o 6grenciye ait oldugunun kontroli seklinde yaptiniz mi?

Ogrencilerden cep telefonlarinin kapali (titresim degil) konumda teslim aldiniz mi?

Ogrencilerden sinav listesindeki imzalarini atmalarini istediniz mi?

Gelmeyen 6grencilerin imza béliimiine GELMEDI yazip, bu formda arka sayfada bulunan
listeye 6grenci numarasint yazdiniz mi?

Tesekkur Ederiz
Testing Office




Exam Invigilator Checklists / Grammar & Vocabulary & Reading Exam

Grammar & Vocabulary & Reading sinavinda gézetmen olarak gérevli olan 6gretim gorevlilerimiz,

Sinav yapacaginiz sinifta agagidaki kontrolleri yapip, yapilmig her kontrol i¢in o maddenin yanindaki

kutucuga o isareti koymaniz rica olunur

Sinav yerindeki 6grencilerin sinav listesindeki siralamaya gére siralara oturmalarini
sagladiniz mi1?

Ogrencilere Grammar & Vocabulary & Reading sinavinin ilk 40 dakikasi disari
ctkamayacaklarint séylediniz mi?

Ogrencilerden cep telefonlarinin kapali (titresim degil) konumda teslim aldiniz mi?

Ogrencilerin optik formlarini eksiksiz doldurduklarini teyit ettikten sonra paraf attiniz mi?

Kimlik kontroliint, 6grencinin kimligindeki isim ile sinav listesindeki ismin ayni olmast ve
kimlikteki fotografin o 6grenciye ait oldugunun kontrolt seklinde yaptiniz mi?

Ogrencilerden sinav listesindeki imzalarini atmalarini istediniz mi?

Ogrencilere sinav siiresinin bitimine 15 dakika kala hatirlatma yaptiniz mr?

Gelmeyen 6grencilerin optik formlarinda SINAVA GIRMEDI kismini isaretlediniz mi?

Sinav evraklarinizi teslim ederken optik form dosyasinda bagka bir evrakin
olmadigindan emin olup, sayarak siral1 bir gekilde dosyaladiniz mi1?

! Grammar & Vocabulary & Reading sinavina ilk 30 dakika igerisinde ge¢ kalan 6grenci alinabilir.

! 11k 30 dakikadan daha sonra gelen 6grencileri liitfen sinava almayiniz.

Tesekkiir Ederiz
Testing Office
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