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Zagreb, 23 November 2010
Pursuant to Article 20 of the Act on Quality Assurance in Science and Higher Education (Official Gazette 45/09), Ordinance on the Content of a Licence and Conditions for Issuing a Licence for Performing Higher Education Activity, Carrying out a Study Programme and Re-Accreditation of Higher Education Institutions (Official Gazette 24/2010), Article 22 and Article 44, paragraph 2 of the Statute of the Agency for Science and Higher Education from 1 February 2010, on 23 November 2010 the director of the Agency adopted the procedure of
Initial accreditation for the implementation of a study programme
1. INTRODUCTION
The procedure of initial accreditation is carried out by the Agency for Science and Higher Education (hereinafter: the Agency), pursuant to Article 20 of the Act on Quality Assurance in Science and Higher Education (OG 45/09, hereinafter:  the Act) and Articles 15 and 16 of the Ordinance on the Content of a Licence and Conditions for Issuing a Licence for Performing Higher Education Activity, Carrying out a Study Programme and Re-Accreditation of Higher Education Institutions (OG 24/2010, hereinafter: the Ordinance). 
All study programmes carried out by private higher education institutions and public polytechnics and colleges are subject to initial accreditation procedure.
2. DOCUMENTS FOR THE INITIAL ACCREDITATION OF STUDY PROGRAMMES
The following documentation is used in the initial accreditation of study programmes:
a) Act on Quality Assurance in Science and Higher Education (OG 45/09);

b) Ordinance on the Content of a Licence and Conditions for Issuing a Licence for Performing Higher Education Activity, Carrying out a Study Programme and Re-Accreditation of Higher Education Institutions (OG 10/2010); 

c) Guidelines for Drafting Proposals of New Study Programmes, with annexes;

d) Study Programme Review Form.

The above documents are published on the Agency website (www.azvo.hr).

3. REQUEST FOR INITIAL ACCREDITATION OF STUDY PROGRAMME
3.1. Initiating procedure of initial accreditation of study programme
The procedure starts with the applicant (private higher education institution, public polytechnic or college) submitting a request for a new study programme. The request is submitted to the Ministry of Science, Education and Sports (hereinafter: the Ministry), at least 1 year before the academic year in which study programme is introduced.
The request, including the accompanying evidence, should be filled in accordance with the Guidelines for Drafting Proposals of New Study Programmes, which have been adopted by the Accreditation Council on its 10th session held on 22 November 2010, pursuant to Article 20 of the Act, the Ordinance, and Article 30, Paragraph 1, Item 1 of the Agency Statute.
The request shall be submitted in written and electronic form (on a CD), in Croatian and English. 
The Ministry shall verify the submitted request, and if it is in order, forward it to the Agency within 15 days*.  
If the Agency, upon receiving the request, determines that it has deficiencies (e.g. that it is unclear or incomplete), which makes it inadmissible, the request shall be returned to the Ministry with the explanation that the Agency cannot initiate the process of determining whether the necessary conditions for the implementation of a study programme have been met, or start the accreditation procedure due to the inadmissibility of the request. The Agency will in this case request that the Ministry notifies the applicant on said deficiencies, and informs him that the initial accreditation procedure cannot begin until the deficiencies are remedied (MSES should also specify the period within which these deficiencies should be corrected).   
If the received request is valid, the Agency shall within 8 days* initiate the process of determining whether the necessary conditions for the implementation of study programme are met, in accordance with the relevant documentation. If the Agency receives an incomplete request again, it shall directly request changes and/or additions to the documentation from the applicant. Upon receiving the documentation, the Agency shall forward to the applicant the instructions for entering data into MOZVAG database.
During the initial accreditation procedure, the applicant may withdraw the request (in writing), up to the moment the decision on issuance or denial of license is issued by the Ministry. Upon the withdrawal of the request by the applicant, the Agency notifies the Ministry and the applicant (in writing) that the procedure is terminated. 
In case the request is withdrawn, the applicant cannot re-apply for initial accreditation of the same study programme within 1 year after the date the initial accreditation procedure has been terminated.
3.2. COMPLIANCE WITH STRATEGIC DOCUMENT NETWORK OF HIGHER EDUCATION INSTITUTIONS
The Agency shall verify whether the proposed study programme is in accordance with the strategic document Network of Higher Education Institutions. For this purpose, HEI shall submit a study programme feasibility study to the Agency, made according to the template developed by the Agency. The template is an integral part of this Procedure.
Accreditation Council shall determine whether the proposed study programme is in accordance with the strategic document Network of Higher Education Institutions. 
If the study programme is not in line with the strategic document Network of Higher Education Institutions, Accreditation Council shall issue an expert opinion to the Agency for issuance of a negative accreditation recommendation.
If the programme is in accordance with the strategic document Network of Higher Education Institutions, Accreditation Council shall appoint an expert panel for the evaluation of the proposed study programme.
3.3. APPOINTING THE EXPERT PANEL
After the complete documentation has been submitted and data entered into the MOZVAG database, and after it has been established that study programme is in line with the strategic document Network of Higher Education Institutions, Accreditation Council of the Agency shall, at its next session, appoint an expert panel that will evaluate the proposed study programme, i.e. determine whether it meets the necessary quality requirements, as stipulated by the Act and the Ordinance. To ensure the procedure is carried out even in the event of unforeseen changes, alternate panel members shall also be appointed. Once all the necessary preparations (entering of data into the MOZVAG database and appointing of expert panel) have been completed, initial accreditation procedure is started with a set time frame.  
Expert panel comprises 3 national experts - 2 representatives of HEIs (appointed to scientific-teaching/artistic-teaching or teaching grades - assistant professor, associate professor, professor or college professor) and 1 student. In place of one representative of teaching staff, an expert from the business community or one working in the field closely related to the study programme under evaluation can be appointed to the panel. In place of one Croatian, a foreign representative of teaching staff can be appointed to the expert panel.
Criteria for selection of expert panel members
Expert panel members have to have adequate competencies in the scientific or artistic area and field of the evaluated study programme. Panel members' competencies are reviewed by the Accreditation Council. Panel members should be internationally renowned experts, recognized for their excellence in teaching at their parent institution, i.e. excellence in their scientific or professional work. Student member of the expert panel should be recognized for his/her academic excellence (high GPA) in the same area and field of study as the evaluated study programme. Panel members should have good oral and written communication skills, be able to work in a team environment and agree to all set protocols, procedures and deadlines.  
Panel members are independent in their work and do not represent their respective institutions. In the initial accreditation procedure, panel members shall adhere to principles of impartiality and objectivity. Members of the panel should not be in any conflict of interest nor have a direct relationship with the evaluated study programme (panel members or their immediate family should not be neither fully nor partially employed by the evaluated higher education institution within the past 1 year, they should not be involved in teaching or be external associates at the institution, they should not be involved in projects lead by that institution or be personally associated with its management, and they may not participate in the implementation of the proposed study programme within the following 1 year after the procedure).
Panel members shall maintain the confidentiality of information obtained during the initial accreditation procedure. For all of the above reasons, panel members shall sign a confidentiality and non-conflict of interest statement. 
3.4. PREPARATIONS FOR SITE VISIT
Before the site visit, the coordinator (Agency employee) shall send the feasibility study to the expert panel, as well as all the necessary documentation used in the initial accreditation procedure (Study Programme Review Form, Guidelines for Drafting Proposals of New Study Programmes, Act, Ordinance). Prior to the site visit, panel members shall examine programme documentation and submit to the Agency their written review thereof. 
SITE VISIT OF THE EXPERT PANEL
Before the site visit, all members of the expert panel have to undergo training where they are informed on tasks, procedure and purpose of the initial accreditation of study programmes. 
Site visit of the expert panel takes 1 day. 
The Agency coordinator shall inform the institution of the site visit protocol no later than 1 week before the visit. The panel may require a tour of the library, IT labs, facilities where the proposed study programme is to be carried out, and other premises.
In addition to the coordinator (Agency employee), expert panel may also - if necessary - be accompanied by an interpreter (either an Agency employee or an independent contractor interpreter).
During the meetings, panel members shall take notes on their observations.
In accordance with the Accreditation Council Ethical Code, the organisation is not allowed to offer gifts to the expert panel, and panel members are not allowed to receive them if offered, before, during and after the site visit. Direct communication between the applicant and panel members is allowed only during the site visit, and panel members are obliged to inform the Agency coordinator on any possible violations thereof. Agency coordinator shall inform the Accreditation Council of possible violations, and the Accreditation Council shall decide on further action. 
During the course of the procedure but prior to the adoption of accreditation recommendation, the Agency coordinator shall provide all the information about the procedure to the applicant. Prior to the adoption of the accreditation recommendation, however, no information on the content of the review shall be disclosed, including the opinions of the expert panel and the Accreditation Council. For this purpose, panel members sign confidentiality and non-conflict of interest statement. 
3.5. REPORT ON STUDY PROGRAMME (study programme review and site visit report) 
After the site visit, panel members shall submit to the Agency a report on study programme using the Study Programme Review Form, which will include a report on the site visit and recommendations and expert opinions of the panel that will be submitted to the Accreditation Council within 30 days. All members of the panel shall sign the report, confirming that they all agree with the content of the review. 
In the report on a dislocated study programme, the following shall be established: evidence of appropriate space and equipment, evidence of the adequate number of contracts of employment (with scientific-teaching and/artistic-teaching or teaching staff), and evidence of sufficient funds necessary for the implementation of study programme.
If a panel member wishes to add something to the report, he/she is allowed to submit a minority report as an annex to the common report. 
In addition to the opinion of the expert panel, information on quantitative criteria from MOZVAG shall also be provided to the Accreditation Council, in order to determine whether the necessary conditions, stipulated by the Ordinance, are met.
Before the Accreditation Council reaches its decision, the Agency shall submit the report of the expert panel to the higher education institution that requested the initial accreditation of study programme. The institution has the right to submit a response on the report within 8 days*, stating objections, clarifications or possible improvements. The commentary of the institution is sent to the Accreditation Council, which can decide to send the revised document to the expert panel or to reach the opinion without consulting the expert panel.
3.6. OPINION OF THE ACCREDITATION COUNCIL
The Accreditation Council shall provide an independent opinion based on the initial accreditation procedure carried out - report on study programme, report on the site visit, information on the quantitative criteria from MOZVAG and the revised study programme or a revised opinion of the expert panel (if there is one).
On the basis of the Accreditation Council's opinion, the Agency shall issue the accreditation recommendation.
3.7. AGENCY ACCREDITATION RECOMMENDATION 
The Agency shall forward to the Ministry accreditation recommendation for the issuance of license for the implementation of study programme. With the accreditation recommendation, the Agency gives the Minister a recommendation to:
· issue a license for the implementation of a proposed study programme
· deny the license for the implementation of a proposed study programme.
DECISION OF THE MINISTRY RESPONSIBLE FOR HIGHER EDUCATION
The Ministry shall issue a license for the implementation of a study programme on the basis of positive accreditation recommendation of the Agency within 8 days*. 
If the Agency gives a negative recommendation during the process of determining whether the minimum requirements for the implementation of a study programme have been met, the Ministry shall deny the issuance of the license within 8 days* of receiving the recommendation.
In case the license for the implementation of a study programme has been denied, the applicant has a right to re-apply after 1 year from the date of the decision. 
The license and a decision by which the license is denied to the applicant are administrative acts. The applicant shall have no right of appeal against the decision, but may initiate an administrative dispute.
    

Director of the Agency
                                                      Prof. dr. sc. Jasmina Havranek
________
* The timescales within this document do not include periods from 15 July to 31 August and 24 December to 6 January. 
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