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Procedure for continuous monitoring and periodic quality check:

1.first corresponds to the requirements of the National Commission for Accreditation and
Quality Assessment, published in the book Accreditation in Higher Education, Ministry of
Education and Sports of the Republic of Serbia, second expanded and revised edition of the
Commission for Accreditation and QualityAssessment, Belgrade 2010.

2. is based on the book of Regulations on standards for self-evaluation and quality
assessment ofhigher education institutions(No. 612-00-591/2006-04/1, adopted by the
National Councilfor Higher Education,20 October 2006 and

3.is in accordancewith the Standardsand GuidelinesforQuality Assurance in
theEuropeanHigher Education Area, European Associationfor Quality Assurancein Higher
Education.

© European Association for Quality Assurance in Higher Education, 2005, Helsinki Layout:
Pikseri Julkaisupalvelut, Helsinki, Finland 2005.
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1. Document subject and internal quality standardsin the subject area

With this document, Business Technical College of Vocational Studies in UZice, Higher
Business School of Professional Studies in Leskovac, Higher Business School in Novi Sad and
University in Kragujevac - Faculty of Tourism and Hospitality Vrnjacka Banja (HEI) establish
methods and procedures to ensure teacher and teaching assistants quality. As with every
quality assurance area defined by the Commission for Accreditation and Quality
Assessment, with the area which the subject of this procedure (continuous monitoring and
periodic quality check), HEI determine the activities of relevant quality assurance subjects.
This procedure has a goal of implementing the Strategies for HEI quality assurance, which
leads to obtaining a new level of quality superseding the demands of Commission for
Accreditation and Quality Assessment Standards.

Internal quality standardsin the subject area of quality assurance are in accordance with
the demands of Commission for Accreditation and Quality Assessment Standards

2. Area of application

Thisprocedureisapplied at all HEI study programs.

3. Definitions and acronyms

- Business Technical College of Vocational Studies in UZice, Higher Business School of
Professional Studies in Leskovac, Higher Business School in Novi Sad and University in
Kragujevac - Faculty of Tourism and Hospitality Vrnjacka Banja will further on in this
document, be referred to as HEI.
- Law of Higher Education — LHE
- European Credit Transfer System - ECTS

4. Documents

4.1. Basic documents
- Law of Higher Education, Official Gazette of Republic of Serbia, no. 76/05, 100/07,
97/08 and 44/10
- HEI Quality Assurance Strategy,
- HEIl Statute

4.2. Relation to other documents

- HEI Quality Assurance Strategy,

- HEI Statute

- All HEI quality assurance procedures (QP.4 - QP.13)
5. Process description

Systematic monitoring ofqualityis ensured throughdocumentation of allactivitiesof a HEI,
keeping such documentsin a way thatmakes them easy tosearch,andsusceptible to
descriptivestatistical analysis.



Activitiesin the teaching process are documented and in the form of documents kept by HEI
and study programs - departments in addition to the statutoryrecords that are collectedand
stored by theStudent Affairs Office.

Activities carried out duringscientificresearchare documented and the form of documents is
kept by managersof scientificprojectsandVice Deanfor research.
Eachprojectapplicationsubmittedon behalf ofHEI, i.e. for whoseapplicationa stamp of HEI is
required, must besubmittedin a single copy to the Assistant Director
forEducationandAssistant Deanfor Scientific Researchwhile thesecond copy iskept in
thearchives of aHEI.

All documentsrelated to thefinancial activityof HEI arecollected and retained by HEI
Accounting department.

All legaldocumentsrelated to HEI Statute, staff atHEI, and all HEI correspondenceas a legal
entity, as well asall official documentsthatare sentto theHEIl orreceived by HEI, must be
keepand archived by HEI Secretary.

At leastonce a year, heads of HEI organizationalunits,conducta descriptivestatistical
analysisof documents which have been collected and stored. HEIprovides technical supportfor
statistical data processing. It speciallyprocesses anddisplays, for the needs of
comparison,parameters that are acceptedas indicators of quality atforeign higher education
ingtitutions. Resultsof statistical processing are distributed to the Quality Assurance
Commission. Commission reviewsstatistical reports, andif adeviation fromestablished
standards is spotted, it proposescorrectivemeasuresfor quality improvement.

Information on the quality of graduates

At least once everytwo years, HEI asks for information on the qualityof graduatesfrom
employers,representatives ofthe National Employment Service, Chamber of Commerce,
engineering associationsand HEI Alumni organization. School Directorandthe Deansend a
letter tothese institutions, asking them tosubmit theiropinion on the qualityof HEI's
graduatestudents, with an explanation. The resultingopinionis then forwarded to the
Committeefor Quality Assurance by the School’s Director, and the Committee then considers,
systematizes thedata, presents them to the HEI Academic Council, andif
necessary,proposescorrectivemeasuresfor quality improvement.

Periodicquality check

Periodicquality checkisperformedthrough the self-assessmentprocedure. School
Directorandthe Deanof the Faculty put together a Commission which conducts the procedure
of self-assessment.

The Commissionhas aninsightinto all areas of HEI workand determines to what level have the
quality standards, as specifiedin the procedures ofquality assuranceof HEI been reached.
Upon completionof this direct insight, Commission thengoes over HEI activities
documentationand conducted surveys, after which ateam of consulting editors preparesa
report onquality control. The reportis then submitted totheQuality Assurance Committee,
whichthen, in its meetingsconsiders this report, and based on itcompiles becomes the
definitivedocument onthe conductedself-evaluation

Based on the resultsof self-evaluation, Quality Assurance Committeeproposes and
implementscorrective actionsto improvequality.

Transparencyin the monitoringandperiodicauditsisprovided bypublishing statistical reports,
the reportof the Commissionforself-evaluation andthe final document ofthe Quality Assurance



Committeeofthe conductedself-evaluation, on theHEI web site. Reporton self-
evaluationandthe final documentof the Quality Assuranceofthe conductedself-
assessmentisalsosubmitted to thedepartmentsand A cademic Councilof HEI, to student
parliament, student organizationsand the CommissionforAccreditation and Quality
Assuranceof Republic ofSerbia.

6. Powers and responsibilities

Responsible for the application of this procedure is Higher School’s Director (Dean), and for
its implementation HEI Secretary and Assistant Director for Education or Faculty Visa Deans,
teaching staff and HEI students.

7. Digtribution and storage of documents

Secretary ofHEIs(and particularservicesof the Faculty) is responsiblefor storing, deliveringand
recordingthe submission ofthe document ,Procedure for quality assurance of the role of
students in self - evaluation and quality check” according to the distribution list — Addendum
01..

8. Addendums and instructions for application

e Addendum 01 - Distribution list of ,Procedure for quality assurance of the role of
students in self - evaluation and quality check” document

e |Instruction: HEI Secretary keeps track of all records related to Addendum 01 according to
protocol QP.14
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