Bachelor and master study programmes
Forms for filing an application for accreditation, 

expansion and extension of accreditation 

In compliance with the Decree 42 of the Ministry of Education, Youth and Sports of 10 February 1999 on the content of applications for the accreditation of study programmes and in accordance with the changes laid down in the Decree 312 of 2011 (“Decree“), applications for accreditation, extension of accreditation of bachelor and master study programmes (“SP“) or expansion of accreditation of SP by a field of study, mode of study, etc. (“applications”) are to be submitted in one paper copy and electronically to the Ministry of Education, Youth and Sports (“MEYS”). 
The requirements on the content of applications stipulated in the Decree have been converted into forms on order to facilitate the filing and assessing of applications. 
When using the provided forms, the applications are to be submitted in paper copy in the extent of forms A to I; in case of combined or distance mode of study samples of distance study texts and other multimedia study aids for the given SP must be included. The electronic submission consists of sending a hard electronic medium (CD) along with the paper copy. 
Applications or their parts and appendixes can also be made available electronically on the website of the higher education institution (“HEI”) or faculty. The accompanying letter or the form A then contains a link to the website and username and password if necessary.
Important reminders:

1. The applications must be submitted well in advance in order to allow for complying with the terms stipulated by the Higher Education Act for assessment by the Accreditation Commission (“ACCR”) and by MEYS. Applications for extension of accreditation should be submitted six months before the existing accreditation expires!

2. In case the structure of the form(s) is unsuitable for the applicant, the application can be filed in a different format but in the extent of these forms and with explanatory notes.
3. If changes in the names of SP or their fields of study are proposed, it is necessary to make this explicit in the application and in the accompanying letter, providing an overview of the original names and the proposed changes. 
4. Applications for accreditation, expansion or extension of accreditation of SPs with a medical focus must include also a statement of the Ministry of Health regarding whether the graduates will be eligible to carry out a medical profession. 
5. Applications for accreditation, expansion or extension of accreditation of SPs focused on preparation for the execution of a regulated profession must include a declaration that the SP is focused on preparation for the execution of a regulated profession and a statement of the relevant certifying body regarding whether the graduates will be adequately prepared to carry out this profession. 
6. If the application is made in accordance with Article 81 of the Higher Education Act, it is necessary to include an agreement about mutual cooperation in carrying out the SP in the appendix.
7. In case of extension of accreditation, access to the defended bachelor, master and rigorous theses that have been made public (if they are made public in accordance with Article 47b of the Higher Education Act) should be provided. This includes the opponent’s review as well as the record of the course and result of the defense. 
8. The electronic version of the application submitted on an electronic medium has to be formally structured with regard to utmost coherency and user-friendliness towards the assessors. The structure must correspond to the requested form of the application submitted in the paper version. One file represents one study programme (or one field of study in case the programme is divided into fields of study). Names of the files cannot be long and should not include diacritics. Applications are submitted in the pdf (or doc) format. The electronic version must not be created by scanning the documents but by conversion of the text to the pdf format, which is smaller in file size and enables the use of search functions. 

Further information regarding the required data 
The forms are filled in the standard MS Word programme. 

Every form must comply with the following:

· the header must be filled in carefully: 

the name of the HEI /its part and the name of the SP

· the grey cells are not filled
A: Application for accreditation / expansion or extension of accreditation of a bachelor / master study programme
Name of study programme – it is recommended to give the name in accordance with the Measure of the Czech Statistical Office to the establishment of the Classification of Basic Branches of Education that came into force on 1 September 1999 (CBBE, or KKOV in Czech). If a name change is being suggested, the new name is given in the application.  

STUDPROG – not filled for new study programmes that have not yet existed
Name of field of study – (“FS“) it is possible to select one based on a more specific focus within a SP. A corresponding number code in accordance with KKOV must be suggested. If a name change of a FS is being suggested, the new name is given and the original FS follows in parentheses. If a SP is not divided into FS, the cell reads “SP not divided into FS”.
adv. Master state exam (advanced Master state examination or “rigorous” examination) – reads “yes” if the applicant is also applying for the right to offer the advanced Master state examination
); otherwise the cell should be left blank.
st. length (standard length of study) – expresses the average study load in academic years; it is the same for the full-time, combined and distance modes of studies; to be stated under this heading.
title – academic title to be awarded to the graduates, depends on the area of study in accordance with Article 46 par. 4 of the Higher Education Act. 

Type of application, Type of SP a mode of study – it is sufficient to tick the boxes.
Type of expansion of accreditation by:

· a field of study – only write “FS” in the relevant cell, because the names have already been listed in the form
· a mode of study – write „prez.“- for full-time, „komb.“ – for the combination of full-time and distance mode or „dist.“ – for distance mode;
· institute of the Academy Sciences of the Czech Republic, tertiary professional school or another educational and research institution – give the abbreviated name of the institution.  

Website - give the link, where the application can be accessed online.
Username & password to website – give the username and password to access the website of the HEI or faculty that contains the application.  

Approved by RB / AC / AC – approval by the Research Board / Academic Council / Arts Council; list the HEI or its part that approved the SP
).
Date is the date of approval of the SP (FS) by the Research Board or the Arts Council or in case of a HEI of the non-university type by the Academic Council.

Ba: Characteristics of the study programme and its fields of study, if divided
Guarantor of the field of study
In accordance with Article 70 par. 5 and Article 79 par. 1c) of the Higher Education Act. If the study programme is not divided into fields of study, information about the study programme guarantor should be given.

Focused on preparation for the execution of a regulated profession
The cell tells whether the study programme (field of study) is focused on preparation for the execution of a regulated profession. If it is, a statement of the relevant certifying body regarding whether the graduates will be adequately prepared to carry out this profession must be supplied with the application.
The profile of the graduate & aims of study
Specification of the knowledge and skills, corresponding with the aims of study, that form the output of the study programme; characteristics of the professions that the graduate should be prepared for; other possibilities of employment and characteristics of the prospective employers, by whom the graduate will be able to use the obtained education. 

The cell specifies the profile of the graduate and the aims of study of the SP if not divided into FS, or for the FS if the SP is divided.
Characteristics of changes since the previous accreditation
Fill only if applying for extension of accreditation. This section concerns mainly:

· name change or a suggested change of mode of SP or FS, 

· changes in the graduate’s profile,

· changes in the content and scope of the state final exams,

· changes in the period for instruction in the study plan, 

· changes in the mandatory courses in the study plan
Bb: Data regarding space, information and technical resources to support the study programme
Place of realization of the FS - Name of the town (towns).
Building owned by HEI – write “yes” if the spaces for realization of the SP or FS are located in a building(s) owned by the HEI. If they are not owned by the HEI, write “no”.
Building rented – duration of the lease – state the period (“ddmmyy” or “indefinitely”) for which the lease has been signed, if the building where the SP or FS is to be realized is not owned by the HEI
).  

Information and technical resources to support the study programme – give the basic data regarding the provision of study literature and other study aids in the library of the HEI or its part and regarding the accessibility of information technology to the students in the library or study rooms. 

C: Guidelines for creating study plans in the SP (FS) and proposed thesis topics
)
Extent of weekly instruction (lectures - p, seminars - s, tutorials - c, labs - l etc.)
 in hours (for example: 3p + 2s = 3 hrs of lectures + 2 hrs of seminars). For the distance and combined modes of study state the extent of consultations and other forms of study that take place in the student’s presence.
Completed by – the way of completing the course (examination, assignment, etc.)

Type – type of course: mandatory (p), mandatory elective (pv) or elective (v).
 

Lecturers – academic title and name of the lecturer; if there are no lectures in the course, the cell does not need to be filled.
Recom. yr – fill only if the course is recommended for a particular year of study.
Admission requirements – specify the admission requirements (omit the requirement of having completed high school education).
Other requirements / placements – specify any other requirements on students that have a significant influence on their studies / information about the length of a required placement for professional training or internship, its output and organization should be given only for so-called “professional” bachelor study programmes.
Proposed thesis topics and defended theses
For a new SP or FS provide a proposed list of at least five (5) topics of bachelor / master theses (bachelor theses only if they are a part of studies). In applications for extension of accreditation at least five (5) defended bachelor / master theses (bachelor theses only if they are a part of studies) should be listed, as well as links to access to the bachelor and master theses that have been made public (if they are made public in accordance with Article 47b of the Higher Education Act).
Links to previous study programmes
Requirements on similarity of fields of study or the number of credits earned during studies in selected types of courses.

D: Characteristics of study courses
Type of course – mandatory, mandatory elective, elective.
Completed by –   pass/fail assignment, examination, graded assignment etc.

Form of study – lecture, seminar, lab, placement, excursion etc.

Other requirements on the student – i.e. information about the extent of students’ participation in instruction, placements for professional training etc.

Brief annotation of the course – main topics (outline) of the course by weeks or blocs of instruction.
Information on combined and distance mode of study – fill only if the course if realized in another mode than full-time.
Scope of consultations (focus groups) – and any other forms of instruction that take place in the presence of the student.
Study literature and study aids – list the basic study literature and any other study aids that are available differentiated between mandatory and recommended. Samples of distance study texts and multimedia aids for combined and distance mode of study must be attached as an appendix to the application.
E: Personnel of study programme (field of study) – summary data
Name of workplace – a workplace of the academic department, institute or another basic organizational unit that contributes to the realization of the SP.
Recalc. total of profs. (assoc. profs.) – recalculated total of professors (associate professors – “docent”), that is the sum of all employment contracts of professors (associate professors) expressed as the number of full-time contracts (100% = 40 hours a week) in absolute numbers.
Academic staff – academic staff not counted in other categories
F: Related scientific, research, development, artistic and other innovative activity 

Only the scientific, research, development, artistic and other innovative activity (“innovative activity”) that has been carried out at the HEI in the last five years is listed. Innovative activity carried out by the lecturers at another HEI should not be listed. 

The list may include activities such as seminars, workshops, conferences, outputs of publishing activity, results of research projects (including journal articles and monographs), participation in external research projects and students’ participation in these activities.
Overview of undertaken grants and projects - fill only in case of applying for accreditation of a master programme; for bachelor programmes completion of this section is voluntary.
Workplace – a workplace of the academic department, institute or another basic organizational unit that participates on realization of the study programme and that is the carrier of the grant or project.
Names of grants and projects obtained to conduct scientific, research, development, artistic and other innovative activity in the field – data about grants focused on the SP (FS); does not include common publishing activity, patents and other innovative activity of individuals, because that is already included in forms G. If the grants are undertaken cooperatively, only the most significant (maximum two) collaborators are listed.
Source – coding of grants: A=international and foreign grants, B=grants from the Czech Science Foundation (GAČR) or another similar foundation, C=thematic ministerial grants (including research of MEYS with the exception of the Higher Education Institutions Development Fund); for other grants give the name of the institution that financed research project.
G: Personnel - lecturers
Data must be provided about every lecturer in the maximum extent of one page per lecturer. It is recommended to accompany these forms with an overview (list) of lecturers with their titles, first and last names.
Name of HEI / part of HEI - given in abbreviation; if the lecturer is employed by another part of the HEI, the abbreviated name of the part of HEI should be given.
Type of contract – select one of the following options:

pp. – employment contract (“pracovní poměr“), 

dohoda – another type of contract (“dohoda o provedení práce”, “dohoda o pracovní činnosti”),

other – specify the form of contract.

Extent – specify the extent of direct involvement at the HEI (instruction, office hours, innovative activity etc.) in hours per week.
Until – write “N“ for an employment contract without an end date, in other cases it suffices to give the month and year until when the contract has been signed (mmyy).
Other current employers – names (or abbreviations) and domiciles (towns) of other current employers. For the purpose of accreditation, “other employers” refers to all other employment or civil service contracts with another employer (not only higher education institutions) and also self-employment. 
Information about the specialization of their university studies and the professional experience since graduation    

– state their field of study at the HEI they graduated from, abbreviated name of the HEI and faculty; information about their professional experience since termination of higher education in the form of name of employer, length of employment in years (minimum ½ year) and in case of other contract than full state its extent (minimum 0,25).
Overview of publications and other innovative works in the last 5 years – list the five (5) most significant publications in the last five years relating to the courses that the lecturer teaches. Use the standard citation format, give the length of the publication and the contribution of the lecturer (in case of sole authorship write “100%”).
Activities abroad – give a brief name of the foreign institution, country and period of involvement (minimum 3 months), possibly the work title. 

Year title was awarded (prof….) – give the year of having been appointed professor or associate professor (habilitation) or awarded a scientific title (“CSc.”, “Dr.”) or an academic title (“Ph.D.”) 
at which university – give the abbreviated name and domicile of the university where the proceedings for appointing associate professor (habilitation) or professor took place.
Citations of publications – differentiated between those on ISI Web of Knowledge (or Scopus) and others. Self-citations should not be listed.
I: Realization of an accredited study programme outside the domicile of the HEI
Name of the institution or domicile of HEI, where instruction in the SP takes place outside the domicile of the HEI or faculty – give the name of the institution or detached site of the HEI (“detached site”), where instruction is to take place (in case of accreditation of a SP or its expansion by a FS or mode of study) or where the entire or a part of instruction in an accredited SP and/or its FS takes place (in case of extension of accreditation) outside the domicile of the HEI, that is stated in the registered statute of the HEI (“domicile of HEI”).
Address – state the town and street of the detached site, also phone number and e-mail address.
Names of fields of study realized outside the domicile of HEI or faculty – give the names of the concerned FS of accredited SP, whose instruction is in part or entirely realized at the detached site outside the domicile of the HEI.
Mode – P = full-time, K = combined full-time and distance mode of study, D = distance.
Type of SP – B = bachelor, M = master (four-to-six-year study directly leading to a Master’s degree), N = connected master (building on a bachelor SP).
% of instruction covered by academic staff from the HEI – percentage share of the total personnel coverage of instruction at the detached site by staff from the HEI that are involved both in the domicile of the HEI and at its detached site outside the domicile.
External instructors in % - percentage share of the total personnel coverage of instruction at the detached site by staff that are not involved in the domicile of the HEI but participate in instruction at its detached site outside the domicile.
Characteristics of the organization of instruction outside the domicile of the HEI or faculty – a brief description how lectures, seminars, placements for professional training and possible other modes of instruction are secured in accordance with the granted accreditation as compared to instruction in the domicile of the HEI.
Differences between instruction at the HEI or faculty and outside its domicile – characteristics of differences in content of instruction and differences in time donations for direct instruction. 

Conditions for innovative activity where instruction is realized outside the domicile of the HEI or faculty – how innovative activity is secured if it takes place at all. If not, write “no”.
Lease of the building – state the form of contractual arrangements for the building (rent, sublet or other forms).

Duration of the lease – state the date (“ddmmyy“ or „indefinitely“) until when the lease or another form of contractual arrangement has been signed, if the building where instruction in the SP or FS is to take place is not owned by the HEI 3).
Data regarding the space – give the data regarding the capacity, kind and number of spaces for instruction and state whether they have been approved for the purposes of instruction by the relevant authorities. The statement of a health officer might be needed
).    

Information resources for instruction at its place of realization outside the domicile of the HEI or faculty – a brief characteristic of how instruction is secured with information technologies and access to the internet, including quantified data; how instruction is secured with study aids and specialized literature. Compare all data to the information resources in the domicile of the HEI.

 The recommended forms follow.

	A – Application for accreditation and for expansion or extension of the bachelor/master study programme accreditation

	HEI
	

	Part of HEI
	
	STUDPROG
	st. length
	title

	Name of study programme
	
	
	
	

	Original name of SP
	
	previous accreditation valid until
	
	

	Type of application
	accreditation

	extension of accreditation
	type of expansion
	

	Type of study programme
	bachelor
	master
	connected master
	adv. Master state exam
	

	Mode of study
	full-time
	combined
	distance
	
	KKOV

	Names of fields of study (FS)
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	Website
	
	Username & password to website
	

	Approved by RB /AC /AC
	
	Rector’s signature
	
	date

	Date
	
	
	
	

	Contact person
	
	e-mail
	


	Ba – Characteristics of the study programme and its fields of study, if divided

	HEI
	

	Part of HEI
	

	Name of study programme
	

	Name of field of study
	

	Garantor of the field of study
	

	Focused on preparation for the execution of a regulated profession
	

	Characteristics of the field of study (study programme)

	

	Profile of the graduate of the field of study (study programme) & aims of study   

	

	Characteristics of changes since the previous accreditation (if applying for extension)

	

	Number of accepted applicants to study in the academic year
	


	Bb – Data regarding space, information and technical resources to support the study programme

	HEI
	

	Part of HEI
	

	Name of study programme
	

	Name of field of study
	

	Place of realization of the study programme
	

	Spatial provisions for the study programme

	Building owned by the HEI?
	
	Building rented? – duration of the lease   
	

	Information and technical resources to support the study programme   

	


	C – Guidelines for creating study plans in the study programme (field of study) and proposed thesis topics

	HEI
	

	Part of HEI
	

	Name of study programme
	

	Name of field of study
	

	Name of course
	extent
	completed by
	type
	lecturer
	recom.yr

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	Content and scope of the State final exam  
	

	

	Admission requirements
	

	

	Other requirements within the study programme / required placements and internships
	

	

	Proposed thesis topics and defended theses
	

	

	Links to previous study programmes (requirements on similarity of fields of study)
	

	


	D – Characteristics of study courses

	Name of course
	

	Type of course
	
	recommended year / semester
	

	Scope of course
	
	hours per week
	
	credits
	

	Another expression of scope
	

	Completed by
	
	Mode of study
	

	Other requirements on the student
	

	

	Instructors
	

	

	Brief annotation of the course
	

	

	Information on combined or distance mode of study

	Scope of consultations (focus groups)
	
	hours per week

	Scope and content of the students‘ individual work and the ways of control  

	

	Study literature and study aids  
	

	


	E – Personnel of study programme (field of study) – summary data

	HEI
	

	Part of HEI
	

	Name of study programme
	

	Name of field of study
	

	Name of workplace
	total
	total of professors
	recalc. no. of profs.
	total of assoc.pr.
	recalc. no. of assoc.pr.
	total of assist.prof.
	from this no., how many with Ph.D./Dr.
	Instructors
	Assistants
	Other academic staff
	Tech/admin. staff

	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	


	F – Related scientific, research, development, artistic and other innovative activities

	HEI
	

	Part of HEI
	

	Name of study programme
	

	Name of field of study
	

	Information about the HEI‘s innovative activities related to the field of study (study programme)
	

	

	Overview of undertaken grants and projects (mandatory only for master/connected master study programmes)

	Workplace
	Names of grants and projects obtained to conduct research, scientific, artistic and other innovative activities in the field
	Source
	Period


	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	


	G – Personnel - lecturers

	Name of HEI / part of HEI
	
	

	Name of study programme
	

	First and last name
	
	Titles
	

	Year of birth
	
	type of contract
	
	extent
	
	until
	

	Other current employers
	type of contract
	extent

	
	
	

	
	
	

	
	
	

	
	
	

	Courses taught within the study programme
	

	

	Information about the specialization of their university studies and the professional experience since graduation, incl. doctoral studies    

	

	Overview of publications and other innovative works in the last 5 years

	

	Activities abroad
	

	

	Field of habilitation or professorship or scientific degree
	
	at which university

	
	
	

	
	
	citations of publications

	Year title was awarded (prof…)
	
	
	ISI/Scopus
	other

	Signature of lecturer
	
	
	
	

	
	
	date
	


	I – Realization of an accredited SP outside the domicile of the HEI

	HEI
	

	Part of HEI
	

	Name of study programme
	

	Name of the institution or detached site where the study programme is realized outside the domicile of the HEI or faculty

	

	Address
	
	phone no.
	
	e-mail
	

	Names of fields of study realized outside the domicile of the HEI or faculty
	mode
	type of SP

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	% of instruction covered by academic staff from the HEI
	
	% of external teachers
	

	from this share – no. of professors
	
	assoc.pr.
	
	Ph.D., CSc., Dr.
	

	from the external – no. of professors
	
	assoc.pr.
	
	Ph.D., CSc., Dr.
	

	Characteristics of the organization of instruction outside the domicile of HEI or faculty

	

	Differences between instruction at the HEI or faculty and outside its domicile

	

	Conditions for innovative activity where instruction is realized outside the domicile of the HEI or faculty

	

	Spatial provisions for instruction at the place of realization ouside the domicile of the HEI or faculty

	Lease of the building
	
	duration of the lease 
	

	Data regarding the space
	

	

	Information resources for instruction at the place of realization outside the domicile of the HEI or faculty 

	


�) concerns the study programmes, in which the graduate receives the academic title “magistr“ – see Article 46 par. 5 of the Higher Education Act 


�) If SP is only realized at a faculty – statement of the Research Board of the faculty (see Article 30 of the Higher Education Act); if SP is realized by the HEI, that is outside the faculties – statement of the Research Board of the HEI (see Article 12 of the Higher Education Act)


�) The space must be secured for at least twice the standard length of study of the SP.


�) In accordance with Article 4 par. 1 b) of the Decree, guidelines and requirements for the creation of study plans (not the study plans themselves) are a part of the application for accreditation of bachelor and master study programmes. If the applicant wishes to provide the study plans nevertheless, this table will not be filled and the study plans should be attached to the application.


� Abbreviations come from the Czech přednášky, semináře, cvičení, laboratoře.


� Abbreviations come from the Czech povinný, povinně volitelný, volitelný.


�) see Article 8 par. 1 of the Decree  





