MARDIN ARTUKLU UNIVERSITY

TOMER COURSE PROGRAM PREPARATION PROCESS

Aim

This procedure has been prepared to regulate the process of planning, preparation,
implementation and evaluation of course programs for language teaching programs carried out
at Mardin Artuklu University TOMER.

Scope
It covers all language levels (A1-C1) and special purpose language courses opened within
TOMER.

Foundation

- Relevant legislation of the Council of Higher Education

- Common European Framework of Reference for Languages (CEFR)
- Artuklu University Academic Calendar

- TOMER Directive and internal regulations

Definitions

- Program Coordinator: The instructor responsible for preparing the course program.

- Instructor: The faculty member who conducts the courses.

- Course Schedule: The official plan that includes weekly course days, times, class distributions,
and instructor duties.

Responsibilities

- TOMER Director: Responsible for final approval and oversight of the program.

- Program Coordinators: Prepare the draft program.

- Instructors: Provide suggestions and conduct courses aligned with the program.
- Student Affairs Unit: Provides participant lists.

Process Steps

1. Needs Analysis: The number of students, their levels, and class capacities are determined.
2. Draft Program Preparation: Groups are formed, and lesson times are planned.

3. Feedback and Revision: The draft is revised based on suggestions from instructors.

4. Approval: The final program is approved by the TOMER Director.

5. Announcement: The program is announced to students and instructors.

6. Implementation and Monitoring: The program is implemented, and potential problems are
monitored.

7. End-of-Term Evaluation: Feedback is received, and a report is prepared.



