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DEAR STUDENTS,

Welcome to the Faculty of Educational Sciences of the Juraj Dobrila University of Pula.
We are glad that you have decided to continue with your education at one of our Faculty’s
study programmes. In order for you to be introduced to academia smoothly, we have
prepared these Student Guidelines with instructions and answers to the most frequent
questions students have.

We hope the Student Guidelines will make your entrance to the world of higher
education easier, and clear up all the issues you may be faced with. However, may you
have questions to which you will not find an answer in this booklet, feel free to ask the
head of sub-departments thus contributing to the improvement and extension of this
Guideline’s content for future generations of students.

TYPES OF STUDY PROGRAMMES

There are several study programmes performed at the Faculty of Educational Sciences.
They are conducted in the Croatian and Italian language, as full-time or part-time studies.

The university integrated undergraduate and graduate Teacher Study in the Croatian
and Italian language

The university integrated undergraduate and graduate Teacher Study is a full-time study
supported by the Ministry of Science and Education. It lasts five years (10 semesters)
and by completing it students are awarded with 300 ECTS credits. By completing the
university integrated undergraduate and graduate Teacher Study students attain the
title of master of primary education (mag. prim. educ.).

The university undergraduate study Early and Preschool Education in the Croatian
and Italian language

The university undergraduate study Early and Preschool Education in the Croatian
language is conducted as a full-time study supported by the Ministry of Science and
Education, as well as a part-time study (paid by students themselves). On the other
hand, the university undergraduate study Early and Preschool Education in the Italian
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language is conducted only as a full-time study supported by the Ministry of Science and
Education. It lasts three years (six semesters) and by completing it students are awarded
with 180 ECTS credits. By completing the university undergraduate study Early and
Preschool Education students attain the title of master of early and preschool education
(mag. praesc. educ.).

FULL-TIME AND PART-TIME STUDY

Students whose study is supported by the Ministry of Science and Education have
lessons organised throughout the whole week in their full hourly rate. At the beginning
of the study each study year is appointed a teacher-mentor whose task is to help students
manage their study.

Part-time students have lessons on Friday afternoon and Saturday morning, and they
have 50% of the full hourly rate. This means that part-time students spend less time
at the faculty, but they are expected to invest more independent time to master the
obligatory contents presented in the syllabus/ detailed operational plan for each subject
course. Part-time students are not appointed a teacher-mentor, but ask the head of the
sub-department for help.

The overall engagement of students attending full-time and part-time studies is equal
considering the number of hours expressed in the form of ECTS credits. The difference
lies in the number and type of activities by which the learning outcomes are achieved.
Since the learning outcomes are the same for both full-time and part-time students, the
diploma they are given at the end of the study programme is equal (has an equal value).

ECTS CREDITS

The countriesof the European Union have adapted their higher education to the principles
agreed in a document called the Bologna Declaration. In line with the declaration,
higher education in the Republic of Croatia underwent the process of adaptation to the
standards and modalities of functioning present in the higher education of countries of
the European Union. One of the features of the Bologna study system is the attainment
of ECTS credits.

ECTS is short for European Credit Transfer System. It is a standardised credit system
used in the higher education of EU countries. ECTS credits are units showing the
students’ engagement during studying. Each subject course is worth a certain number
of ECTS credits which represent the students’ engagement (attending lectures, writing
seminar papers, doing homework, independent learning, reding literature, solving tasks,
preparation for exams...) in a particular subject course. The number of ECTS credits does
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not indicate the importance of a subject course, but exclusively the expected students’
engagement needed for the subject course.

Each study semester is 30 ECTS credits worth. The subject courses are given a number of
ECTS credits according to how demanding the subject course is when compared to other
subject courses in the semester. One ECTS credit represents a student’s workload of 30
hours. A study year lasts two semesters and gives you a total of 60 ECTS credits.

There is no direct correlation between the grade you achieve at a certain subject course
and the ECTS credits. Each subject course is graded from insufficient (1) to excellent (5),
while it is worth a certain fixed number of ECTS credits which does not depend on how
successfully you master a certain subject course. When you pass an exam, professors
make notes about the grade you earned and about the total number of ECTS credits
borne by the subject course. However, it is in your interest to achieve as good grades as
possible in order for your average grade to be higher.

The ECTS credits make your diploma valid in any country which applies the ECTS credit
system and in all countries of the European Union. Besides, they determine the level
of student rights you can exercise (if you achieve less than 18 ECTS credits during an
academic year, certain student rights will be revoked in the following academic year, for
instance health insurance, subsidisation of accommodation and food), as well as the total
time you are allowed to study with the Ministry’s support.

The right to study without participating in the payment of the tuition fee is gained
by the attainment of at least 55 ECTS credits. Students who attained 42 ECTS credits
or less during the academic year have to pay the full tuition fee price for the study in
the following academic year. The decision on the tuition fee amount is reached by the
University Senate for each study year.

Students who attained less than 55, but more than 42 ECTS credits in an academic year
have to pay the fee which is equal to the product of ECTS credits for the exams not passed
and the determined amount for one ECTS credit.

After the expiry of an academic year you have to enrol again in subject courses for which
you did not fulfil all the obligations which would have allowed you to take the final exam
(i.e. subject courses for which you did not attain the corresponding ECTS credits), as well
as in a certain number of subject courses belonging to the following study year, up to
totally 60 ECTS credits.

In case of pregnancy or serious disease during the academic year, which implies any
disease lasting no less than 9o days, you can ask for a suspension of the current academic
year. You need to present valid medical documentation to support this, and you have to
deliver it to the doctor responsible for our University students. The suspended academic
year is subtracted from the total time of the study. After that you will continue studying
at the point where you stopped when the study suspension started.



ze

y DOg,

™

£y

IN
»UN7p
M &

S

Faculty of Educational Sciences

30 A

<

The suspension of study can be requested in 30 days from the day when the reasons
for suspension occurred. If that period passes, the suspension cannot be approved
retroactively, regardless of the fact that the reasons for that may be justified.

THE ACADEMIC YEAR

Each academic year starts at the beginning of October and ends at the end of September.
You can find the Academic Calendar for the current academic year on the web pages
of the Juraj Dobrila University of Pula. All the most important dates are marked in the
calendar, such as the beginning and end of the teaching period in the winter and summer
semester, the beginning and end of the exam period, holidays, days without lectures, etc.

The academic year is divided in two semesters. In the winter semester lectures last from
October till January, whereas in the summer semester they last from March till June. The
semesters are marked with a number, so the first year consists of semesters 1 and 2, the
second year consists of semesters 3 and 4, etc.

Students take their exams during exam periods which are as follows: the winter exam
period is in February, the summer exam period lasts from middle June to middle July,
and the autumn exam period is in September. In general, a student has the right to take
an exam eight times, and the eighth time is the exam taken before an exam committee,
according to the procedure described in the Ordinance on Studying.

Students may take an exam after they attend the prescribed lectures and meet all the
obligations defined by the syllabus, i.e. by the subject course operational plan.

The syllabus, or the subject course operational plan, provides the most important
information on the course relating to the content and topics of the course, the literature
necessary to master it, as well as the obligations which students need to fulfil in order
to acquire the necessary learning outcomes and pass the exam. In each subject course’s
introductory lesson, the subject teachers inform the students of the content of the
course and the appertaining syllabus, so it is advisable not to miss the introductory
lesson and to attentively listen to the instructions necessary to master the course.

During the semester one of the activities which has to be fulfilled in certain subject
courses is to pass a colloquium (mid-term exam). This is a short, auxiliary exam intended
to make it easier for students to pass the whole teaching material. Sometimes to pass a
colloquium means to pass the final exam, while sometimes it is just a precondition to be
able to take the final exam.

It is obligatory to attend classes, as is to fulfil all the other obligations prescribed by the
syllabus. In case the prescribed obligations are not fulfilled, you have to enrol in the
subject course again and attend it in the next academic year.
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LESSONS

Lessons are organised in the form of lectures, seminars and tutorials.

Lectures are conducted by teachers who hold a scientific-teaching title (assistant
professors, associate professors and full professors) where they present new information
which is necessary to understand and acquire to be able to understand the content
encompassed by a certain course.

Seminars are a form of lessons which can also be conducted by teachers holding a
teaching (lecturer and senior lecturer) and associate title (teaching assistants and senior
teaching assistants). In this form of lessons students have to give their presentations.
In general, students are given a topic based on which they have to write and present a
seminar paper or some other type of seminar task according to the instructions given by
the course teacher. For purposes of writing a seminar paper, the Faculty of Educational
Sciences offers on its web pages the Guidelines for the Writing of Seminar Papers, Final
and Diploma Theses. There you can find information on the content and formal features
which a seminar paper has to fulfil. All students are expected to actively participate in
the lessons by giving an overview and constructive discussions.

Tutorials are a practical form of lessons where the topics studied during lectures (and
seminars) are covered in a practical sense. They are conducted in classrooms or training
rooms. In this type of lessons students have to demonstrate how they deal with the
contents encompassed by a certain course.

MANDATORY AND ELECTIVE COURSES

As you move on with your studies, you will come across mandatory and elective courses.
Mandatory courses have to be attended by all the students who have enrolled in a
particular study. If you attended a particular course, but did not succeed in passing the
exam during the academic year when you enrolled in it, you have to pass it in the next
academic year. However, since you will probably successfully pass a certain number of
courses, in the new academic year you will be able to enrol in some courses belonging to
the higher study year.

Elective courses may be chosen, depending on the study you enrolled in, starting from
the second semester. The purpose is for you to be able to adapt your study to your interests
at least to a certain extent, and so learn about the areas which interest you more.

Elective courses may be chosen from the list offered for a particular study year, but also
those which are offered at the University level. In practice it is still not possible to achieve
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full electiveness due to organisational reasons, so when choosing an elective course, you
have to balance your wishes with the possibility of attending classes.

TAKING EXAMS

When you gain the right to take a course’s final exam by fulfilling all the obligations
posed by the course, you have to register for the final exam. The exam has to be registered
through Studomat no later than a week prior to the exam term published in the system. If
due to any reasons you understand that you cannot or do not want to take the registered
exam, you can unregister in the system no later than 24 hours prior to the registered
exam term. If you do not unregister the exam, it will count as though you took the exam,
but did not pass it.

The final exam for a particular course may be registered (and taken) no more than eight
times, and the eighth time it has to be taken before an exam committee. The procedure
of taking an exam before a committee is described in the Ordinance on Studying which
you can find on the University web pages.

In an academic year there are three exam periods. Two of them are held within 30 days
of the completion of lessons in each semester, the third is held in September. There are
also two extraordinary exam terms, namely in November/December and March/April.

The final grade is the sum of the points a student has achieved during lessons and the
pointsachieved in the final exam. A minimum of 50% of the total grade has to be achieved
to pass the exam. The points obtained in the final exam will be added to those collected
during the semester, and if their sum makes at least 50, the final grade will be formed
according to the total result. The relations between the numerical grading system and
the ECTS grading system are given in the following table (pursuant to the Ordinance on
Studying found on the University web pages):

Numerical grade ECTS grade Grade points
Excellent (5) A 89-100
Very good (4) B 76-88

Good (3) C 6375
Sufficient (2) D 50-62
Insufficient (1) F <50
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PROFESSIONAL TRAINING

Professional training done in schools or kindergarten is a mandatory part of the study
programme. Professional training is conducted at all study years in the winter semester.
It should be done during the month of February, while at higher study years the first part
of the training is done throughout the semester, parallelly to the lessons, and the second
partis done in February (during the exam period). The course leaders will instruct you on
how to do your practical training.

RULES OF ACADEMIC CONDUCT

The rules of academic conduct include wearing adequate clothes in the University
premises. Itisnot appropriate to wear shorts, miniskirts, sleeveless shirts, tights, training
suits and the similar in the University premises. The other rules of student conduct are
regulated by the House Rules found on the University web pages.

The web pages also contain the Ordinance on Students’ Disciplinary Responsibility
which present students’ rights and obligations. This Ordinance provides information
on unacceptable forms of conduct in the academic system relating to spending time in
the University premises, conduct toward the teaching and nonteaching staff and other
students, as well as toward the obligations defined in each subject course.

RULES OF ACADEMIC COMMUNICATION

To communicate with members of the expert service and teachers, students have to pay
a visit to their office or write an e-mail.

In case you decide to come in person, it is necessary to respect the working hours of a
particular expert service or a professor’s consultation time for students which can be
found on their web pages. If the professor’s consultation time or the way consultations
are conducted are not published on the web page, it is advisable to contact the professor
by e-mail and ask about the term (and modality) of consultations.

If communication is initiated by e-mail, it is necessary to respect the following rules of
written communication:

- Electronic mails have to be sent from an address registered at the University
(user.name@unipu.hr);

- The subject of the electronic mail has to be entered (for instance, Enquiry,
Request, Consultations, etc. depending on the content of the message);

- Itisadvisable to start the message formally: Dear Mr/Ms/professor...
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- At the beginning, introduce yourself (I am a student at the X study year of the
YYY study programme), and clearly state the reason of the message and/or the
question you want to ask (could you inform me... or similar);

- The message must be signed by your name and surname (as well as the study
year if that has not been given in the message body).

You can expect an answer in three working days, but it is possible that the person whom
you are sending the message to is officially absent, so you will wait longer to receive
an answer. When you do, it is good to reply (give thanks or confirm the receipt of the
message) to make the sender sure you received the message (except in cases when the
answer is an automatically generated reply).

ASSESSMENT OF THE STUDY PROGRAMME QUALITY

An important factor in the University academic life is the constant assessment and
improvement of the study programme quality. In order to achieve this, at the end of
the teaching year students assess teachers in an anonymous survey thus helping the
improvement of the overall quality.

The results of the survey are secret and you will not have the opportunity to inspect
them. When it comes to bearing the consequences, teachers who get poor assessments
will be notified about the mistakes in their work, and they will have to correct those
mistakes. A positive student assessment of a teacher is one of the conditions for the
teacher’s further employment at a faculty.

CONTACTS

Should you have further queries regarding studying, you can always contact your study
year mentor (full-time students) who you will be introduced to during your first arrival
to the Faculty orientation day, or the head of the sub-department (full- and part-time
students) who will receive you on the orientation day.

The study year mentors are in charge of general information related to a particular study
year, as well as of helping you deal with study obligations and possibly intermediating in
the communication with other teachers. If a situation exceeds the study year mentor’s
authority, he/she will instruct you to contact the head of the sub-department.

The heads of sub-departments are in charge of issues linked to the teaching process,
communication with professors and other issues primarily relating to the organisation
of lessons. The heads of sub-departments contact the dean and vice dean in situations
which exceed their authority with the aim of solving students’ problems. Their contacts
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are given at the beginning of this document. In case need be, contact the head of sub-
department in charge of a particular study group.

What follows are the contacts of the services students usually need during their study:

Office for Students, Academic Affairs and Personalised Studying stores the exam results
and fulfilled obligations for each student, gives advice on issues relating to studying
(enrolment, transcript of records, applying for final and diploma theses, pausing a study
year, etc.)

e Contact: ured-za-studente@unipu.hr

Office for Student Union, Student Experience, Sport and Culture offers professional,
technical and administrative support, and coordinates the Student Union work offering
professional, technical and administrative support in the organisation of recreational
and competitive sport activities at the University. It also offers professional, technical
and administrative support in projects relating to the development and advancement of
culture and cultural creativity at the University.

e Contact: davor.jacimovic@unipu.hr

Office for Equality, Diversity and Inclusiveness ensures inclusion and support to
students with disabilities, i.e. students who are members of other vulnerable and
underrepresented groups. The Office activities are directed toward the equalisation of
studying opportunities for all students who, due to diseases, impairments or disorders,
have permanent, temporary or occasional difficulties realising their daily academic
duties. It also ensures and develops gender/sex equality, visibility and inclusiveness
of LGBTQ+ persons, promotes the culture of nonviolence, the values of tolerance and
righteousness, as well as increases students and employees’ awareness.

s Contact: uredrri@unipu.hr
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