MINISTRY OF EDUCATION & TRAINING SOCIALIST REPUBLIC OF VIETNAM

SAIGON INTERNATIONAL UNIVERSITY Independence — Freedom — Happiness
No.: 74/Qb-SIU Ho Chi Minh City, September 1*, 2015
DECISION

Promulgating the regulation on compiling, selecting, assessing, publishing,
releasing, approving, and using textbooks and other learning materials in the
Saigon International University

THE CHANCELLOR OF THE SAIGON INTERNATIONAL UNIVERSITY

Pursuant to Decision no. 1273/QD-TTg dated September 24" 2007 by the Prime
Minister approving the establishment of the Saigon International University;

Pursuant to Regulation on organization and management science-technology
activities by the Ministry of Education and Training, which stipulates the functions and
missions of the Science Council;

Pursuant to Circular no. 04/2011/TT-BGDDT dated January 28® 2011 by the
Ministry of Education and Training promulgating the Regulation on compiling, selecting,
assessing, approving, and using higher education textbooks;

Pursuant to Circular no. 123/2009/TT-BTC dated June 17, 2009 by the Ministry of
Finance regulating expenditure content and limits pertaining to curricular framework
development and planning for curricula, textbooks for the courses within a program in a
university, college, or vocational training institution;

Considering the needs for scientific research;

Considering the proposal by the Head of International Cooperation Office;

HEREBY DECIDES THAT:

Article 1. Issued in conjunction with this Decision is the Regulation on Compiling,
Selecting, Assessing, Publishing, Releasing, Approving, and Using Textbooks and Other
Learning Materials in the Saigon International University.

Article 2. This Decision is effective as of January 1%, 2015.

Article 3. Heads of Quality Assurance Office, International Cooperation Office, Finance
— Human Resources Office, as well as leaders and members of relevant divisions shall
implement this Decision./.

Recipients: CHANCELLOR

- As Article 3;
- Archive.

Tran Xuan Dinh



THE SAIGON INTERNATIONAL SOCIALIST REPUBLIC OF VIETNAM
UNIVERSITY Independence — Freedom — Happiness

REGULATION
On compiling, selecting, assessing, publishing, releasing, approving, and using
textbooks and other learning materials
(Issued in conjunction with Decision no. ......... /OD-SIU dated September 1", 2015 by the
Chancellor of the Saigon International University)

Chapter I
GENERAL PROVISIONS

Article 1. Goals and scope of application

1. This Regulation aims to detail the processes of compiling, assessing, publishing,
and using references and monographs (hereinafter referred to as textbooks and other
learning materials, or Ts&LMs) in line with regulatory documents by the Ministry of
Education and Training, as well as the requirements established by the University.

2. This document shall regulate the operations of compiling, selecting, assessing,
publishing, releasing, approving, and using Ts&LMs to be employed in the practices of
instructing, studying, training, and research at the Saigon International University (SIU).

3. The management of Ts&LMs compilation, selection, assessment, publishing,
releasing, approving, and using Ts&LMs of SIU shall be coordinated in alignment with
this Regulation.

Article 2. Definitions

1. Textbooks are materials employed by faculty, undergraduate and graduate students
in instructing, studying, and research pertaining to currently available courses whose
content is in alignment with the curriculum approved by the Chancellor (hereinafter
referred to as Curriculum).

a. For each course in the Curriculum, the University coordinates the compilation or
selection of appropriate set of textbooks for instruction and research. A set of textbooks
may be employed for one or multiple courses and one or multiple majors/levels of
education.

b. Textbooks may be self-compiled by the University or selected from a range of
published materials in Vietnam and aborad.

2. Learning materials: are published books to be used in the practices of instructing
and studying some courses within the Curriculum, including:

a. Monographs: are books mainly compiling results of deep and relatively

comprehensive studies into a specific field or topic, whose editors have contributed at least
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25% to the content using findings attained by the editors themselves. Monographs are to
be used for instruction, as basis for specialized studies or further research;

b. References are books expanding on or relevant to the topics or Curriculum at hand.

3. Assessing Ts&LMs: is an official process whereby the University establishes a
Council to review, assess the draft for relevant textbook/learning material provided by the
editor(s) using the standards of SIU for learning materials.

Article 3. Language in textbooks and other learning materials

1. The main language used in compiling Ts&LMs is Vietnamese.

2. Ts&LMs employed in advanced courses, high-quality programs, joint international
programs, or foreign-language programs must be compiled in the appropriate foreign
language.

Article 4. Requirements for textbooks and other learning materials

1. Ts&LMs shall realize the theoretical, practical, and behavioral requirements
established in the Curriculum for each and every course, major, and level of education,
meeting the mission to conduct innovation in the methods of instruction and quality review
and inspection in higher education setting.

2. The content within Ts&LMs must be aligned with the Curriculum goals, ensuring
satisfactory attainment of the established standards and learning outcomes.

3. The content within Ts&LMs is to be presented logically, scientifically, with a
balance between theory and practice, reflecting reality and the latest discoveries in science
and technology.

4. Content quoted from reference materials within Ts&LMs must be clearly and
properly cited in accordance with current regulations on copyright and ownership.

5. There should be questions for review and instructions for discussion, exercise at the
end of each chapter (for learning materials specifically used for exercise and exam review,
there must be a systematic review of knowledge and exercises with answers ordered in
increasing levels of difficulty and sequence of knowledge acquisition).

6. The format and organization of the Ts&LMs must be in sync and in accordance with
the University’s specific requirements.

Article 5. Conditions for textbook compilation, recompilation, publication, release,

and republication

1. Conditions for compiling textbooks:



a. Textbooks are only compiled if similar materials are not available on the market, or
available materials do not meet the requirements for instruction, study, research of
the courses within the Curriculum.

b. The committee in charge of textbook compilation must meet the criteria established
in Article 7 of this Regulation.

c. A textbook must comprise no less than 50 A4 pages/credit, counted from Chapter to
the end, including all references and appendices (if any).

2. Conditions for recompiling textbooks: Textbooks may only be registered for
recompilation if the updated portions are 30% in comparison to the existing content or
more. In special cases, the responsible program staff will review the textbook and submit
proposals for necessary adjustments/amendments to the Office of International
Cooperation (IC) to be forwarded to the Chancellor for approval.

3. Translation of reference materials from a foreign language into Vietnamese must be
attached with the original copy for proof and authorization or publication permit obtained
from the original author(s) and relevant publishing house(s).

4. Special cases shall be considered and decided upon by the Chancellor.

5. Regarding publication, release, and republication of textbooks, the University
authorizes the Compilation Committee to cooperate with the IC Office to publish, release,
and republish the textbooks. Costs of subsequent editions will not be supported by the

University.
Chapter 11
COMPILATION OF TEXTBOOKS AND OTHER LEARNING MATERIALS
Article 6. Procedure for compiling textbooks and other learning materials

1. In October each year, the IC Office announces the plan to register for compiling

textbooks and other learning materials.

2. Heads of Program shall review all courses whose Ts&LMs need compiling and
mobilize faculty members to register for compiling and making a list of all Ts&LMs that
need compiling (sorted in order of urgency) as well as a list of Compilation Committee

members to be submitted to the Dean.

3. Based on the suggestion by the School’s Council of Science & Academic Affairs, the
Dean submits the list of Ts&LMs to be registered for compilation to the IC Office.

4. The IC Office cooperates with Center of Information — Library (CIL) to review and
draft a Plan of Compiling Textbooks & Other Learning Materials and Decision on the
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Annual List of Textbooks & Other Learning Materials in Need of Compiling to be

submitted to the Chancellor for approval.

5. The IC Office prepares the Agreement on Textbook and Learning Material
Compilation to be proposed to the Chancellor. Such agreement must detail the specific

duties of each and every member of the Compilation Committee.

6. The Compilation Committee must develop detailed outlines for all Ts&LMs and
carefully peruse the terms and conditions of the agreement in order to report to the Dean.
The Dean submits the detailed outlines to the Chancellor for approval via the IC Office.
By the deadline at the end of December of next year, the Committee shall finish the
compilation process and submit the final drafts to the Head of Program. Should there be
delay in compilation process due to any reason, the Editor(s) shall produce a written
account to the Chancellor asking for due date extension. The maximum extensions allowed

are 2, each not lasting for more than 06 months.

7. Ts&LMs will be assessed in accordance with Articles 10 and 11 of this Regulation.
Article 7. Members of the Compilation Committee

The Compilation Committee shall consist of: Editor, Co-Editors, and other Contributors.

1. Editor or Co-Editors of Ts&LMs must be Professor(s), Associate Professor(s), or
faculty members with doctoral degree relevant to the topic/field discussed in the registered
Ts&LMs. They must also not handle more than 2 Ts&LMs at any given moment. For
special cases stipulated by the Chancellor, Editor(s) may be faculty member(s) holding a
Master’s degree or higher. For any materials with more than 2 individuals registering to be
the Editor, editorship shall be conferred to the individual with longer experience in

instructing the relevant topic/field or with higher status in the School.

2. Contributors within the Compilation Committee must be faculty members with a
Master’s degree or higher and at least 3 years instructing relevant courses or renowned
scientists currently conducting visiting lectures at the University. The Contributors are
invited to the Committee by the Editor. There are no fixed maximum numbers of
contributors as long as the requirements for content and quality of the draft, as well as the
requirement for academic status of such contributors are satisfactorily met. Each and every

member of the Committee must be approved by the Head of the Program and the Dean.

Article 8. Rights and obligations of the Editor/Co-Editors of textbooks and other

learning materials



1. Proceeding to compile the material in accordance with the outline approved by the

Chancellor.
2. Complying with relevant regulations on copyright.

3. Taking responsibility for the scientific content of the Ts&LMs; listening to the
recommendations by the scientists and the conclusions of the Assessment Council and

conducting necessary revision to the draft accordingly.

4. Requesting the Chancellor to replace an existing Contributor or add in another

Contributor to the Committee as necessary.

5. Enjoying the benefits in accordance with the applicable State’s regulations, getting
accredited with additional time of experience in accordance with the Employment Regime
of SIU by the time the Agreement on Textbook and Learning Material Compilation is

concluded.
Article 9. Rights and obligations of the Contributors

1. Obligations: Conducting the tasks as assigned by the Editor(s), ensuring the

requirements for progress, format, and content of Ts&LMs are all met.
2. Rights:

a. Getting accredited with additional time of experience in accordance with the
Employment Regime of SIU (applicable to SIU faculty members only). Specific

time to be accredited will be reported by the Committee;

b. Reserving the right to give recommendations on structure and content of the
chapters they are not in charge of while complying with the final decisions by the
Editor/Co-Editors.

3. Enjoying the benefits in accordance with the applicable State’s regulations, getting
accredited with additional time of experience in accordance with the Employment Regime
of SIU by the time the Agreement on Textbook and Learning Material Compilation is
concluded.

Chapter 111

ASSESSMENT OF TEXTBOOKS AND OTHER LEARNING MATERIALS
(For Ts&LMs whose compilation agreement with the University has been signed)

Article 10. Procedure for assessing textbooks and other learning materials

1. School-level assessment



The editor submits the completed T/LM draft to the Head of Program.

Within 15 days of draft receipt, Head of Program must host a program meeting to
pool feedbacks and recommendations.

After the program-level assessment meeting, the Compilation Committee makes
necessary adjustments as per the recommendations approved by the Head of
Program. The Compilation Committee completes the documentation to be
submitted to the School Dean for School-level assessment. The documentation
shall include: 03 T/LM drafts, request for School-level assessment, minute of

Program-level assessment meeting.

The School-level assessment board must consist of at least 04 members, all of

whom will be determined by the Dean.

The complete T/LM draft and the accompanying detailed outline approved by the
Council of Science & Academic Affairs shall be the essential documents in the

assessment process.

School-level assessment results must be documented in writing, with specific

recommendations by each member in the board.

Based on the School-level assessment board’s recommendations, the Editor makes
appropriate adjustments, amendments within 2 weeks. The Compilation Committee
shall then submit necessary documents to the IC Office to register for University-

level assessment.
Documentation to be submitted to the IC Office should include:
- Minute of School-level assessment meeting with signature by a School’s leader;

- The edited draft of T/LM: 7 copies whose format follows the University’s

guideline.
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a.

. University-level assessment

The Chancellor issues the Decision to Establish the Assessment Council within 15
days of full submission of the documentation by the Editor.

The Council Secretary forwards the copies of T/LM draft to the Council Members

at least 1 week before the meeting.

The Council members peruse the draft and submit their written comments and

recommendations to the Council Secretary within 2 weeks from receiving the draft.



d. The Council Secretary schedules the University-level Assessment Meeting after
receiving written comments from all members. Such meeting must be scheduled no
sooner than 10 working days from the date of Decision to Establish the Assessment
Council.

e. Essential to the University-level assessment process are:
- Detailed outline approved by the Council of Science & Academic Affairs.
- Minute of School-level Assessment Meeting.
- 07 copies of the T/LM draft.

f. If the draft is approved, the Compilation Committee shall make final editions in
accordance with the Minute of Council Meeting. The final editing process shall

take no longer than 01 month.

g. The Assessment Council sends the report with comments and recommendations to
the IC Office no later than 5 weeks after the Secretary confirms in the report that
the Compilation Committee has made appropriate changes to the draft in

accordance with the minute of meeting.
h. Upon completing the final draft, the Editor shall submit to the IC Office:
- 02 complete copies of the draft, formatted to be a book of A4 pages and covers;

- 01 CD containing the T/LM’s full content (similar to the version that has been

formatted into a book).
Article 11. University-level Ts&LMs Assessment Council (UAC)

1. Members of the UAC must be highly qualified, reputed scientists with experience
in lecturing/teaching. The UAC must comprise at least 02 external members. No member
of the Compilation Committee is allowed to join the UAC.

2. The UAC shall consist of 05 members, including: 1 Council Chair, 2 critics, 1

secretary and 1 attending member. Requirements for each position is as follows:

a. Council Chair must be an educator with a doctoral degree and working in a relevant
field to the topic of the T/LM to be assessed;

b. Critics must be individuals with doctoral degree or higher, working in a relevant
field to the topic of the T/LM to be assessed;

c. Secretary and attending members shall be representatives from the IC Office

holding a Master’s degree or higher;



d.

In case members of the UAC are experts from other organizations/institutions, they
may only be required to hold Master’s degree (for critic) or Bachelor’s degree (for

attending member).

Article 12 . Rights and duties of the UAC

1.

a.

Duties:

Conducting the assessment of the Ts&LMs in accordance with the procedures and
principles regarding a meeting for assessing T/LM stipulated in Articles 13 and 14
of this Regulation. Assessment must be based on the requirements specified in
Articles 3 and 4 of this Regulation.

Reporting to the Chancellor the assessment results in writing.
Rights:

Requesting the Compilation Committee to make adjustments, amendments to the

T/LM draft no longer than 4 weeks after the date of assessment;

Consulting the Chancellor on whether to approve the T/LM and publish it within
the University or not, as well as relevant proposals;

Enjoying the commission in accordance with SIU’s Internal Expenditure Rules as

well as Employment Regime;

Article 13. Principles of the UAC

1. The UAC shall operate under the coordination of the Council Chair, following the

principles of democratic centralism, transparency, consistency, impartiality, and majority

rules.The Chair and other members of the Council must be held accountable for the content
and quality of the assessed Ts&LMs.

2. Meeting shall only commence in the presence of at least 2/3 of the Council

members, including the Chair, Secretary, and 01 Critic. Should an absent Council provide

a reasonable excuse and submit their comments and recommendations to the UAC, such

written documents may be considered official and noted in the minute of meeting.

Article 14. Content and procedure of the University-level assessment meeting

The University-level assessment meeting shall be conducted as follows:

1.

2.

The Secretary reads the Decision to Establish the Assessment Council. The Council

Chair then coordinates the meeting;

T/LM Editor summarizes the content of the draft;



. Critics read their respective comments and recommendations;

Other members of the Council voice their own opinions, recommendations, and

questions. The members of the Compilation Committee answer the questions.

Members of the UAC vote to qualify the T/LM as one of the 3 following

qualifications:

Highly satisfactory: The UAC immediately suggests the Chancellor approve and
certify the T/LM;

Satisfactory and in need of further adjustments: The UAC suggests the Chancellor
approve and certify the T/LM after the final adjustments, amendments are made;

Unsatisfactory: The UAC considers the draft in need of extensive adjustments and
requests additional sessions of assessment meeting to finalize the draft before
submitting to the Chancellor for approval. The maximum number of additional
sessions are (2. Should the draft not get approved after the additional sessions, the
Editor must issue a written explanation to the Chancellor for deliberation and final

decision,;
The Secretary prepares the Minute of University-level Assessment Meeting;

The UAC announces the voting results and approves the minute of meeting. Chair

and Secretary of the UAC signs the minute approved by the UAC.

Article 15. Conclusion of the Agreement on Textbook and Learning Material

Compilation

1. The UAC submits the documentation of the final assessment to the Chancellor via

the IC Office within 5 weeks of the assessment meeting. The documentation shall include:

a.
b.
C.

d.
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Decision to Establish the Assessment Council;
Written comments of both critics;
Minute of University-level Assessment Meeting;

01 copy of T/LM that has been printed with covers;

. The IC Office initiates the agreement conclusion procedure upon receipt of the

Minute of University-level Assessment Meeting and the confirmation of post-meeting

adjustments.

3. The IC Office prepares the Decision on the List of Textbooks and Other Learning
Materials Approved for Publication to be submitted to the Chancellor for approval.
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Article 16. Textbook publication

1. Upon assessment and subsequent conclusion of the compilation agreement, the
ownership of copyright to the textbook shall belong to the Saigon International University.
Any organization, individual (including the Editor) committing an infringement on such

ownership of copyright will bear full responsibility before the law.

2. Considering the comments and recommendations submitted by the UAC, the

Chancellor shall review and approve the textbook to be published.

3. After the Chancellor issues the Decision on the List of Textbooks and Other
Learning Materials Approved for Publication, the IC Office cooperates with the Publishing
House to conduct the publication process as planned.

4. The number of copies in the first edition release shall be based on actual needs as

determined by the Chancellor.

5. The number of copies in subsequent edition releases shall depend on actual needs
and the proposals by the Program, Office of Academic Affairs, as well as the report of
actual use of textbooks by CIL and the number of copies available in the Center of Learning
Materials.

Article 17. Learning material publication

1. The University provides legal support pertaining to the publication of other learning

materials.

2. The number of copies to be released shall depend on actual needs as determined by
the Compilation Committee.

Article 18. Use of textbooks and other learning materials

1. Each course in a program should have textbook(s) compiled or select at least one
textbook to be used.

2. For published textbooks, the University may sell, lease, lend out, etc. for either
instruction purposes (to lecturers) or studying ones (to students) in accordance with the

current Publication Law and other relevant regulations.
3. The use of published Ts&LMs shall be as follows:
a. Legal deposit: 15 copies of a T/LM submitted to the publishing house;

b. Return to the Compilation Committee: 10 copies (via the library, which conducts

direct returning procedure);

c. The remaining published copies will be logged into the library for common use.
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4. To facility the purchase of published Ts&LMs by the students, the University has
the following offers:

a.

For any faculty and students wishing to buy Ts&LMs, such Ts&LMs will be offer
on a discount as per the University’s regulations;

Anyone from out of the University wishing to buy Ts&LMs has to purchase at the
published price;

Published price (PP) will be determined by: PP = Total printing cost / Total number
of copies. (The IC Office is responsible for determining the published price).

Article 19. Budget

1.

a.

General provision

Every year, the University establishes a fund for textbook compilation, selection,
assessment, and publication in accordance with SIU’s Internal Expenditure Rules
and Employment Regime. Other learning materials will not be subsidized by the
University.
The University provides financial support for textbooks qualified for publication
according to the Chancellor’s decision. Such textbooks will be published by Thai
Nguyen University Publishing House. The maximum financial support will be
determined by:

No. of credits (of the course using the textbook) x 100 hours * Bonus rate for

outstanding lecturing time for faculty holding doctoral degree

For other learning materials, the University purchases (at published price) a specific
number of copies as suggested by the managing division, but no more than 15.
For other learning materials written in foreign language, the University provides
financial support in accordance with the current Internal Expenditure Rules.
Financial support for compilation and assessment of other learning materials
Budget for compiling learning materials must be in line with the applicable Internal
Expenditure Rules at the time both parties sign the compilation agreement.
Financial support regarding assessment of Ts&LMs must be in line with the
Internal Expenditure Rules at the time of the UAC Meeting.
The IC Office may issue advance payment to cover the UAC Meeting and the
publication cost in accordance with the approved Decision. Settlement shall then
be executed as per regulations.
The IC Office takes responsible for the payment of the following:

- Costs pertaining to comments and recommendations;
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- Costs pertaining to the assessment meeting;

- Publication and printing costs.

e. Editor shall cover the overall costs pertaining to the compilation and editorial
process by themselves in accordance with the compilation agreement signed with

the Chancellor at the Financial Office.

f.  After the textbook gets published, the IC Office shall hand over the archive and

use management of such textbook to the Administrative Office and CIL.
Chapter 1V

SELECTION AND APPROVAL OF TEXTBOOKS
AND OTHER LEARNING MATERIALS

Article 20. Preparations for selecting and approving textbooks and other learning
materials

1. For courses whose requirements for textbook compilation have not been met or
whose textbooks are available at other institutions, the Chancellor coordinates the process
of selecting and approving appropriate materials to be the main textbooks or reference
books for such course.

2. For learning materials compiled from results of insightful and comprehensive
research into a specific topic conducted by a faculty member and promoted by the Editor
and the School, the Chancellor may issue the Decision to Establish the Assessment Council
to determine whether to adopt such materials as reference books or not.

Article 21. Procedure for selecting and approving textbooks and other learning
materials

1. Every year, the IC Office announces the plan to select Ts&LMs to the Schools.

2. Head of Program prepares a list of Ts&LMs to be employed in instruction, studying,
and reference in accordance with the curriculum to be submitted to the Dean and forwarded
to the IC Office.

3. The IC Office submits to the Chancellor a proposal to establish the UAC for
determining the official Ts&LMs to be used in the University.

4. The UAC shall be established with composition, procedures and principles of
operation stipulated at Articles 11 to 14 of this Regulation. The Minute of University-level
Assessment Meeting must specify which chapters/parts/portions of the books will be used

as learning and research materials.
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5. Courses whose Ts&LMs are adopted from external sources shall not be barred from
registration process for textbook compilation within at least 3 years of the date the decision
on textbook selection is issued.

6. Considering the comments and recommendations submitted by the UAC, the
Chancellor shall review and approve the textbook to be selected for instruction and
studying purposes.

7. The Chancellor tasks the CIL with requesting permission from the Editor,
Compilation Committee, Individual, or Institution authoring the textbook for its use in
instruction and studying in accordance with current copyright laws.

8. The University proceeds to purchase 30 copies of the T/LM selected by the UAC.

Chapter V
COMMENDATION AND PUNISHMENT

Article 22. Commendation

Individuals satisfactorily complying with this Regulation and making numerous
contributions to the compilation and quality development of SIU’s Ts&LMs shall be
considered for commendations in accordance with Regulations on Emulation and
Commendation.
Article 23. Punishment

1. Should the compilation process fall behind schedule for reasons attributable to the
Editor and/or Contributor(s) and should such instance continue past the due date for the
second extension, the Agreement on Textbook and Learning Material Compilation shall
automatically be terminated.

2. During the use of Ts&LMs, should there be any complaints about their copyright or
scientific content, the Chancellor shall review such complaint and decide on appropriate

action in line with current regulations.

CHANCELLOR
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