INSTRUCTIONS FOR PREPARING THE DOCUMENTATION FOR THE ACCREDITATION OF HIGHER EDUCATIONAL INSTITUTIONS
(FACULTY, HIGH SCHOO AND HIGH SCHOOL FOR VOCATIONAL STUDIES)

1. INTRODUCTION

The accreditation verifies that higher education institutions and study programs meet the standards referred to in Article 12, items 13) and 14) of the Law on Higher Education ("Official Gazette of the Republic of Serbia", nos. 88/17, 27/18 and 73/18) and that the higher education institution has the right to issue public documents in accordance with this Law.

In the process of accreditation of a higher education institution, the compliance with the accreditation standards is verified, whether the institution meets the relevant requirements of Art. 44-48 of the Law on Higher Education ("Official Gazette of the Republic of Serbia" 88/17, 27/18 and 73/18) and whether it meets the requirement on the prescribed number of teachers. 
The requirement on the prescribed number of teachers is met if a higher education institution has full-time teachers with at least 70% of active teaching hours in the study program for which a work permit is required, and at least 20 full-time teachers employed by the higher education institution.

The exceptions are study programs in the field of art where this number cannot be less than 50%.

Of the total number of teachers required to deliver classes per year of studies for a study program for which a work permit is requested, vocational studies and academies for vocational studies, apart from arts, must have at least 50% of teachers with the scientific title of PhD.

The accreditation process is conducted regularly, within seven years, and at the request of the higher education institution it can be conducted at an earlier time.
2. DOCUMENTATION FOR ACCREDITATION

2.1. The documentation is prepared in accordance with the Rules on Standards and Procedure for Accreditation of Higher Education Institutions, adopted by the National Council for Higher Education in its session on 28/01/2019 ("Official Gazette of RS", No. 13/19) and the Law on Higher Education ("Official Gazette of RS", nos. 88/17, 27/18 and 73/18).

This document is available at www.nat.rs 
2.2. For each standard harmonized with the Law, the recommendations of the project team of the international project "Empowerment of the Social Dimension" with the goal of strengthening the European Higher Education Area "Equal Access for All" provided an appropriate set of tables to be filled in, attachments to mark and submit, and taking into account the maximum length of the textual description that justifies the compliance with a given standard. In addition to the required attachments, the institution may also submit other types of attachments that document the compliance with a given standard.  
In addition to the request for accreditation, the institution should attach the scanned decisions of the Expert Body of the higher education institution and of the Expert Body of the independent higher education institution whose part it is. In addition to the unified electronic form, electronic forms of all programs that the institution has accredited should also be submitted. 
3. ENGAGEMENT OF TEACHING STAFF IN THE HIGHER EDUCATION INSTITUTION
3.1. Professor Emeritus

Professor emeritus is perceived as a full-time teacher in a higher education institution where they have worked before retirement. If another higher education institution wishes to hire a professor emeritus, it may sign an engagement contract, up to one third of full-time employment with the consent of the higher education institution in which they have worked before retirement.

Professor emeritus can participate in all forms of teaching on second and third level academic studies, be a mentor and a member of a commission in the process of drafting and defending doctoral dissertations, or doctoral art projects, a member of a commission for preparing proposals for the selection of university teachers and to participate in scientific research, or artistic work.
3.2. Teachers of Foreign Language and Skills

Apart from the person who has the title of a teacher of a higher education institution: lecturer, senior lecturer, professor of vocational studies, assistant professor, associate professor and full professor, a foreign language teacher or teacher of skills with a higher education of the first degree, published professional papers in the appropriate field and ability for teaching work may also teach foreign languages or skills.

A teacher of skills can be chosen only in those scientific, vocational and art areas for which there are no doctoral studies in Serbia. The general act of a higher education institution determines in detail the way of election and the term for which the teacher of a foreign language or skills is selected.
3.3. Lecturer with no Employment Contract 
The higher education institution may, at the proposal of the Expert Body, engage in active teaching, including lectures and exercises, at the first and second level of studies, with up to one third of classes per course during the semester, lecturers with no employment contract who have completed higher education of at least master academic studies and who have the necessary knowledge and skills in the appropriate field and shows a talent for teaching.  
Subject leaders employed at the higher education institution are responsible for ensuring the quality of teaching delivered by teachers with no employment contract.

An engagement contract for the duration of one academic year at most, with the possibility of extension, is concluded with the teacher, and the payments under this contract are made from the revenues of the higher education institution.

Lecturer with no employment contract can be engaged exclusively on professional-applicative subjects of the first and second degrees of studies and can deliver active teaching (lectures and exercises) weekly in the subject institution for a maximum of one third of classes per course, per semester, and a maximum of 4 hours. Lecturers with no employment contract are engaged for extra work. 

3.4. Researcher

A person elected to a scientific title in the manner and in accordance with the procedure prescribed by the law regulating scientific research activity, can participate in all forms of teaching at the master and doctoral academic studies, be a mentor and a member of the commissions in the process of drafting and defending the final papers in master studies and of doctoral dissertations, be a member of the commission for preparing proposals for the selection of teachers and associates of universities and to participate in scientific research work.

If a person does not have a working relationship in the higher education institution where the program is being conducted, the institution concludes a contract on teaching engagement with them.
3.5. Member of the SASA

A member of the SASA, who had a teaching or scientific degree before retirement, is perceived as a full-time teacher in a higher education institution where they have worked before retirement. If another higher education institution wishes to hire a professor emeritus, it may sign an engagement contract, up to one third of full-time employment with the consent of the higher education institution in which they have worked before retirement.
A member of the SASA, who had a teaching or scientific degree before retirement, can participate in all forms of teaching in doctoral academic studies, be mentor and a member of the commission in the process of drafting and defending doctoral dissertations, be a member of the commission for the preparation of proposals for the selection of university teachers and participate in scientific research work.
3.6. Visiting professors

A higher education institution can directly hire teachers from another independent higher education institutions outside the territory of Serbia as visiting professors,.

Exceptionally, in the case of the need for teaching in the field of art, the guest professor may also be an outstanding artist with residence outside the territory of Serbia.

The manner of engagement of a visiting professor is regulated by the general act of the independent higher education institution.

The Decision on Selection and the Engagement Contract shall be attached. In the Engagement Contract, indicate in which school year the course will be taught and in which subjects, as well as the approval for accreditation from foreign higher education institutions where they have a working relationship. 33.33 (or less) is entered for them in the electronic form in the column "Work under the contract in the institution (percentage of engagement)".
4. OTHER INFORMATION ABOUT THE ENGAGEMENT OF THE TEACHING STAFF

4.1. If engaged in the teaching process of the second and third degree of the study, a person with a scientific title who is in full-time or part-time working relationship in a given higher education institution is counted as a teacher with full or part-time employment and can be active on a weekly basis in the institution in proportion to the percentage of engagement of the prescribed maximum of 12 hours.

4.2. For a teacher who has 65-68 years of age in the academic year in which the application for accreditation is submitted, the decision of the Expert Body for the extension of the employment should be attached.

4.3. For teaching staff whose election is due to expire in the period when CAQA carries out the accreditation, the higher education institution will then later submit the decision on election or the document that the election is in progress.

4.4. The associates that are counted in the number include:

a) students of doctoral studies of a higher education institution that hold a scholarship of the Ministry of Education, Science and Technological Development of Serbia (they can be hired up to 8 hours a week);
b) students of doctoral studies who are trainee researchers or research associates financed by the Ministry of Education, Science and Technological Development of Serbia and have a working relationship in the given higher education institution (they can be hired up to 8 hours a week);
c) associates with no Employment Contract who are students of master or doctoral studies, and who meet the conditions for the election of associates in teaching or assistant (they can be engaged up to 8 hours per week on basic studies); 
d) an associate with no Employment Contract (associate practitioner, clinical assistant, etc.) is engaged for the needs of delivering a part of practical teaching, which is carried out outside a higher education institution, is a person employed in an institution where a part of practical teaching is carried out and can be delivered weekly in the given institution for a maximum of 4 hours per week. An associate with no Employment Contract - associate practitioner is engaged for extra work.

Researchers trainees and research associates can only be engaged in an institution where they are employed through projects of the MESTD where they sign the teaching engagement contract. The same applies to PhD students who have an MESTD scholarship. An associate with no Employment Contract can be hired only by the institution where they study. They sign a teaching engagement contract.

4.5. As a rule, a maximum of three teachers may be hired for one subject of the first and second degree, apart from arts subjects. If there is a need for more than three teachers to be engaged in a particular subject, this should be justified.

4.6. A teacher can be hired in a higher education institution on an appropriate number of subjects within the standards of the prescribed total load.

4.7. An associate, except for associates selected for narrow artistic fields, may only engaged for carrying out practical lessons in studies of a degree that is lower than the level of studies of the associate.

4.8. In order to prove work-legal status and academic titles of engaged teachers, associates and non-teaching staff, it is necessary to proceed in the documentation for accreditation of institutions and study programs in the request as follows:

· Full-time employees in the institution introduced into the electronic database of the Tax Administration of the Republic of Serbia (EBP-PURS) under the code 101101xxx, which indicates that the employee has established a working relationship. The institution is obliged to submit a certificate from EBP-PURS. These employees have: an Employment Contract (enclosed in the documentation) with 100% of working hours, a Decision on Selection (enclosed in the documentation). 100 is entered in the electronic form in the column "Percentage of employment in the institution". 

· For part-time employees in the institution, introduced into the electronic database of the Tax Administration of the Republic of Serbia (EBP-PURS) under the code 101101xxx which indicates that the employee has established a working relationship. The institution is obliged to submit an extract from EBP-PURS. These employees have: Part time Employment Contract with the percent of the employment (enclosed in the documentation); Decision on Selection (enclosed in the documentation). The percentage of working hours (less than 100) is entered in the electronic form, in the column "Percentage of employment in the institution". 

· Foreign nationals with regulated residence and work permit (fixed or permanent) may be hired based on the employment relationship. They must then be registered in the EBP-PURS in the same way as Serbian citizens, depending on whether they have full-time or part-time employment. In addition, the teaching staff is also required to decide on the choice of a title in a given institution and proof of the length of the residence permit. The percentage of working hours (100 or less) is entered in the electronic form, in the column "Percentage of employment in the institution.  
· Employees who will be engaged for extra work in the institution will be presented with an accreditation consent of higher education institutions where they have a work relationship (the consent should give from which academic year - the following academic year from the moment of submission of accreditation documentation). The selection decision is attached to the documentation. The consent should include the name of the study programs and subjects for which approval is sought and the accreditation burden, namely: the institution from which the approval is requested, the institutions where the consent has already been given, and the institution seeking the consent. In addition to the consent, the signed declaration of the given employee should also be attached to it in accordance with the data stated in the consent. 33.33 (or less) is entered for them in the electronic form in the column "Work under the contract in the institution (percentage of engagement)".
· For teaching staff engaged for extra work in the institution, data from the Tax Administration of the Republic of Serbia (EBP-PURS) and the MA and M1 / ​​M2 forms are not required, but an Engagement Contract is required. In the Engagement Contract – contract with postponed effect, indicate in which school year the instruction will be delivered and from which subjects. In addition to the engagement agreement, a decision on the appointment, approval and a signed declaration is attached to the teacher confirming the information specified in the consent.

· For the non-teaching staff engaged in supplementary work in the institution, data from the Tax Administration of the Republic of Serbia (EBP-PURS) and the MA and M1 / ​​M2 forms are not required, but An Engagement Contract -contract with postponed effect should be attached. In the Engagement Contract, indicate from which academic year the employee will be engaged. In addition to the Engagement Agreement, the consent and an employee's signed declaration confirming the information specified in the consent shall be attached.

· For teaching staff engaged for full-time and part-time work, in addition to data from the Tax Administration of the Republic of Serbia (EBP-PURS), MA and M1 / ​​M2 forms, it is necessary to enclose: Employment Contract, all diplomas (except middle school) and decision on election to a title.

· Forms of obligatory social insurance for all employees in an employment relationship: a copy of the MA Form (Certificate of Submission of Application, Change and Cancellation of Compulsory Social Security), in electronic form, with a request or a copy of the M1 / ​​M2 Form (Certificate of Entry Fee cancellation of insurance, establishment and termination of employment) for each employee in employment registered before 2013, in electronic form with the request. 

· Full-time teaching staff in a higher education institution is employed by 100% in the given higher education institution. 100 is entered for them in the electronic form in the column "Percentage of employment in the institution".

· Part-time teaching staff in a higher education institution is employed by a given percentage in the higher education institution. Less than 100 is entered for them in the electronic form in the column "Percentage of employment in the institution".

· Non-teaching staff with full or part-time working hours need to enclose a copy of the diploma (highest degree), data from the tax administration of the Republic of Serbia (EBP-PURS), MA and M1 / ​​M2.

· Non-teaching staff in extra work arrangement need to enclose a work contract - with postponed effect, a copy of the diploma (highest degree), and a signed declaration. 

5. EMPLOYMENT POLICY ARTICLE 88 (LOHE)

The new Law on Higher Education from 2017: Employment Policy in Higher Education Institutions - Article 88:

The higher education institution determines the employment policy, starting from the need to organize the teaching process in a quality, rational and efficient way.

Teachers and associates, as a rule, have a full-time employment relationship, in accordance with the general act of the higher education institution.

Teachers and associates who carry out teaching in clinical subjects have a full-time employment relationship in accordance with the general act of the higher education institution and the law regulating health care.

In the higher education institution that delivers a study program for the purposes of national security and military education, teachers in vocational and vocational-applicative subjects may also be employed by a state administration body responsible for national security or defense matters, in accordance with the law and the general act of the higher education institution.

The higher education institution concludes a teaching engagement contract with the persons referred to in paragraph 4 of this Article.

Teachers and associates from items 3 and 4 of this article have the status of teachers and full-time associates in a higher education institution.

Only full time teachers with 100% engagement in higher education institutions (of Medicine, National Security and Military Education) can be engaged in other higher education institutions in additional employment.

6. SCIENTIFIC RESEARCH AND ART

· In the process of accreditation of a master academic or doctoral study program, it is determined whether the requirements for carrying out scientific research or art research work have been met, in accordance with the law (Higher education institution carries out scientific and art work in order to develop science and creativity, to improve the activity of higher education, i.e. improvement of the quality of teaching, improvement of scientific and art youth, introduction of students in scientific and art work, as well as developing material conditions for work and development Scientific work is conducted through basic, applied and developmental research, and art work is conducted through art projects. Art work involves creativity, interpretation and art research, and it is carried out through art projects. Scientific research and art work is carried out and organized in accordance with the law and the general act of the institution).
· Attached with accreditation as proof of the compliance with the conditions: General act of the institution regulating scientific research or art-research activity; Plan for upgrading scientific or art work for the accreditation period, the results of scientific research or art research in the last five years; Decision on the Accreditation of a Scientific Research Institution (for Doctoral Studies in Educational Scientific Fields).

7. LIST OF DOCUMENTS REQUIRED FOR ACCREDITING THE INSTITUTION
1. Application for accreditation in electronic form and two copies in printed form: the links from the application to general acts need to be active.

2. General acts of the institution should include:

· Work permit

· Decision on the selection of the Rector-Dean-Director

· The Founding Act

· The decision of the Commercial Court for entry into the court register

· Statute and the Memorandum of Association
· Decisions on accreditation for the institution and for the study programs

3. Accreditation standards (introduction, standards, tables and annexes)

· the links from the standards to tables and attachments need to be active, in order to function and make a full circle.

4. Unified electronic form and electronic forms for all study programs.

5. In order to prove the operational-legal status and academic qualifications of the employed teachers, associates and non-teaching staff, with full or part-time status, it is necessary to submit in the documentation for accreditation of institutions and of the study programs:

- Certificate from the electronic database (EBP) of the Tax Administration of the Republic of Serbia or other relevant document for (PURS) or other relevant document with signature and seal, in electronic form.

- Copies of all diplomas (except middle school) - for teaching staff

- A copy of diplomas (the highest degree) - for non-teaching staff

- Compulsory insurance forms for all employees: a copy of the MA Form (Confirmation of the filed application, change and cancellation of compulsory social security), in electronic form and along with the request, i.e. a copy of the M1/​​M2 form (Certificate of insurance application/cancellation, beginning and termination of employment) for each employee registered before 2013, in electronic form and in a form attached to the request. 
6. Proof of payment based on the request for accreditation of the institution.
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