
SoFL Prep Class 
Plan-Do-Check-Act (PDCA) 

Cycles



Prep Class Curriculum Design and Revision
Process

ACT

*Action points
*Revision of course objectives

*Revision of course material (if necessary)

*Questionnaire (for teachers & students)
*Focus Group Meetings (twice a year)

*Annual Review meeting

CHECK

*Teaching according to the course
syllabus

DOPLAN

*Needs analysis
*Writing student learning outcomes

*Choosing the course material
*Preparing the course syllabus



Prep Class Material Design and Revision
Process

ACT

*Action points
*Revision of the material

*Questionnaire (for teachers & students)
*Focus Group Meetings (twice a year)

*Annual Review meeting

CHECK

*Teaching by using the materials in 
class

DOPLAN

*Analysis of student learning outcomes & course 
syllabus & course objectives

*Preparing the course material





Teacher Recruitment and Performance 
Appraisal Process

ACT

*Reappointment in case of 
acceptable performance 

*Termination of contract in case of 
unacceptable performance

*Diagnostic class observations
*Evaluative class observations by the SoFL management

*Student evaluations
*Self-appraisal
*Peer feedback

*Feedback from SoFL Professional Development unit
*Performance appraisal meeting

CHECK

*Interview with foreign faculty
*Oral exam with Turkish nationals 

through jury members
*Appointment of faculty 

*Assigning classes
*Teaching 

DOPLAN

*Assessment of student numbers
*Assessment of student/faculty ratio 

*Making upcoming year’s faculty budget
*Budget approval
*Open positions







Prep Class Coursebook Selection and Review
Process

ACT

*Action points
*Preparing extra worksheets & 

omitting some parts

*Questionnaire (for teachers & students)
*Focus Group Meetings (twice a year)

*Annual Review meeting

CHECK

*Deciding on the coursebook
*Teaching using the coursebook

DO
PLAN

*Needs analysis
*Evaluating possible coursebooks 

(Coursebook Evaluation Form)
*Piloting (Coursebook Piloting Form)





Prep Class Testing and Assessment Design and 
Review Process

ACT

*Action points
*Revision of assessment tools and/or 

items

*Questionnaire (for teachers & students)
*Focus Group Meetings (twice a year)

*Annual Review meeting

CHECK

*Formative & summative assessments

DO
PLAN

*Analysis of lesson objectives and 
student learning outcomes

*Analysis of possible testing and 
assessment tools

*Decision of assessment tools, weeks 
and grading processes




