
Procedure for Writing Textbooks at CU/VŠM

Step 1: Proposal and Approval 

____ 
Author submits proposal to Associate Dean and Katedra Head. 

Proposal must include: course name and number; short description of content/structure (textbook with exercises/exercise book/other (must be specified)); expected number of pages; time table.

____ 
Associate Dean and Katedra Head meet to discuss proposal; approve, deny, or consider changes to it; and determine timetable and compensation.

· Approval is dependent on:


____ There is a current, urgent need for material for the course.


____
Text covers learning goals and core concepts from CU/VŠM syllabus.


____ Current CU/VŠM syllabus is used (A new syllabus is not created). 



____ If Author wants to make changes to the current syllabus, changes must first be reviewed and approved by katedra head and katedra members (before approval for text is given).


____
Text will meet these requirements:

· Text should give students the basic information they need to know, and references to other resources should be provided for more in-depth study.

· Text must include real-life examples, cases, and practical application that relate to Slovakia, not just theory.

· Text must be the author’s own words and own work, not copied from any other source or translated directly from another source.

· Any use of information/ideas from an outside source must be properly cited (and permission received, if necessary).

· 100-200 pages long 

· Text should include exercises, review questions, discussion questions, and/or critical thinking exercises for students (alternatively, these things can be produced separately in a teacher’s guide).

· Teacher’s guide must accompany the text.

· Text will be used at all VŠM sites.

-  
Timetable is determined by: exercise book – 1 term; textbook – 1-3 terms; novelty; availability of material.

- 
Compensation is based on

-
Full-time instructor: Reduced load (50% in summer; 25% in term) for exercise book or textbook; 10,000 Sk for completion of textbook and teacher’s guide.

- Part-time instructor: Amount for autorský hárok (20 pages of 30 lines, 60 characters) – Professor and Docent 1800 Sk; PhD 1500 Sk; Other 1200 Sk

____
Associate Dean and Katedra Head meet with Author to give approval and discuss terms or to request changes in proposal.

____ Rector is available to help negotiate terms.

____ 
Upon agreement, Associate Dean develops contract for Author with timetable (regular deadlines), conditions, and compensation.

____ Author and VŠM General Director sign contract.


____ 
Associate Dean informs Library and Instructional Materials Coordinator about the project, including name and email of Author, course name and number, type of text (exercises or textbook), and expected completion date. 

Step 2: Writing

____ 
Library provides Author with information about formatting.

____ 
Katedra Head provides support during the writing process, including ensuring that Author cooperates with katedra members so text is usable at all sites.

____
Author turns in appropriate work to Associate Dean at each deadline. (Associate Dean does not have to read/evaluate, but just ensure that progress is made).

____ 
Author turns in final draft of text to Associate Dean and Katedra Head on time.

Step 3: Review 

____
Katedra Head arranges peer review process for text. It should be reviewed by at least two Reviewers, internal or external, with expertise in the subject area and/or experience teaching the course.  

____ 
Associate Dean, in consultation with the Katedra Head, determines compensation for Reviewers. 

____
Reviewers offer written comments and suggestions about text to Author.

____
Katedra Head, in consultation with the Associate Dean, verifies text’s content, pedagogical quality, and adherence to the course outcomes. Any problems or concerns are communicated in writing to Author.

____
Author has a set period (determined by Associate Dean and Katedra Head) to make changes based on the recommendations given above.

____
Author turns in final text to Katedra Head.

____ 
Katedra Head checks that changes have been made (may consult with Associate Dean and katedra members).

____ 
Katedra Head sends final text to Library.

____ 
Library checks formatting of text.


____ 
If there are problems, Library informs Author in writing about what must be fixed.


____ 
Author fixes formatting and returns text to Library.


____ 
Library approves formatting, and thus the completed text.

Step 4: Publishing

____ 
Library takes care of ISBN and other issues.

____ 
Library gives text to Instructional Materials Coordinator for publishing.

____ 
Instructional Materials Coordinator creates electronic format of text for distribution, if necessary.

____ 
Associate Dean and Instructional Materials Coordinator determine how many hard copies to produce, and Instructional Materials Coordinator coordinates hard-copy printing.

____ 
Instructional Materials Coordinator informs Author, Associate Dean, and Katedra Head about the project’s completion, including the full bibliographic information for the text.

____ 
Author and/or Katedra Head update course syllabi.

____ 
Associate Dean ensures that Author receives agreed upon compensation.

Step 5: Distribution to Students

____ 
Instructional Materials Coordinator and assistants sell texts to students during the first week of the term.
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