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Introduction 

Neapolis University Pafos strives to create a world of opportunities, encouraging students to develop, explore, and express themselves as individuals in a community dedicated to mutual respect. We aspire and are committed to instilling in our students a sense of active social engagement and responsibility as well as leadership in the firm belief that this helps shape the character of the individual and contributes to the betterment of the community.
Administrative services and especially student affairs office provides the best means for the quality of students’ life in order to feel secure in their academic environment and operates in a way to meet their needs, requests and expectations for personal growth. 
We aim to contribute to our students’ academic and personal guidance, social support, prosperity, development, health and safety offering the following services under specific policies and procedures.


· Orientation: 
The university and its departments organize the welcoming day for new students to integrate them into the academic community. The aim of the Orientation day is to inform students about the obligations and regulations for each academic issue.
The welcoming day is divided to several stages during which the new student has the opportunity to familiarize himself/herself with various areas of the university as well as other procedures. (Policy about new incoming students 07.100)



· Accommodation Services:
The university offers high quality accommodation within the campus. The students’ rooms are fully furnished, spacious and have a bathroom as well as a balcony overlooking the sea or the interior gardens. There is easy access to the rooms and communication with all public areas. All rooms have a wireless network and a 24-hour security service.
In addition, the University assists students in finding housing outside the campus through our partnerships with private companies.

· International Student Services:
The International Office at NUP guides the foreign students with the process of preparing the documents required for the submission of an application by the University to the Migration Department for obtaining an entry permit in Cyprus. It also provides instructions and information on the renewal of their student visa. (Policy Number 07.101)

· Greek Language School:

The students of the Greek Language School are taught Greek as a foreign / second language after their integration into sections corresponding to the level of Greek language and their learning needs. For this purpose, at the opening day of each program, qualifying examinations take place with main aim to shape teaching sections depending on the language level of students.
At the Greek Language School there are different sections for all language levels: a) beginners (Α1 & Α2) b) medium (B1 & B2) c) advanced (C1 & C2) and follows the Common European Framework Reference for Language by the Council of Europe.
Modern textbooks are selected according to the educational needs of each program and the communicative method of teaching is enhanced by the use of new technologies.
Students are given the opportunity to attend remedial teaching classes either in group or individually. Studies in Greek language and Greek culture are completed by the library-reading room study and the access of each student to the media labs. For teaching purposes, the School provides the teachers and students with audiovisual material which will be accessible on the online platform (Moodle). Neapolis University supports the Greek language teaching and culture programs by giving the students the ability of free access to the below:

Central Library
Student Identity
Student discounts
Sport facilities
Student cafeteria / restaurant 
and the possibility of cooperation with student organizations and clubs


· Counselling Center:

The Counseling Center offers short-term counselling and other evidence-based mental health support options such as self-help resources and group events. Its team is comprised of experienced licensed psychologists and professionally qualified counsellors in line with the Center’s policy on clinical need and counselling provision.   
The Center follows the Code of Ethics of Psychologists and has its own Code of Practice on Confidentiality and Data Protection detailing the nature and limits of confidentiality. A copy of the Center’s Code of Practice is given to every client prior to initial assessment.
Support Services 
The secondary objective of the Counselling Center is to enhance and encourage the emotional well-being and mental health of not only the Neapolis University students and those who support them, but also the wider Pafos community. The Center seeks to reach this objective by:
· providing professional assessments and counseling for career guidance
· designing and implementing educational  programs and prevention programs to be presented in the university and the community
· providing psychological assessments of general personal functions, abilities, emotional disturbances, learning difficulties and professional orientation
· facilitating personal development presentations/workshops for students and the wider community
· offering advice and support to academic staff concerned for the mental and emotional well-being of their students and relatives
· promoting understanding and acceptance of self and others in terms of gender, race, nationality, religion, age, political beliefs, and sexual orientation 
· contributing to training and the development of programs organized for staff and students by other departments of the University
· providing consulting services, by collaborating and liaising with colleagues in other University services
· offering high quality placements to counsellors in training and to maintain levels of education that are consistent with Cypriot and European Union legislation
· monitoring the effectiveness and quality of program consultancy and to revise them if and when necessary and by
· providing evidence-based self-help.

· Special Educational Needs and Disabilities Center (CE.S.E.N.D)

In concert with the university's position on human dignity and diversity, the mission of the CE.S.E.N.D. is to create and foster an accessible Neapolis community where students with disabilities have an equal opportunity to participate fully in all aspects of its educational environment. The CE.S.E.N.D. will: 
1. Assist students in meeting individual needs and interests on campus, and 
1. Provide awareness of the needs of students with disabilities to the campus community to foster and promote their inclusion in the diverse campus student population. 


The CE.S.E.N.D. of Neapolis University, is the designated office to identify and implement the necessary accommodations for all undergraduate and graduate students with identified and documented disabilities who require them. Determining any accommodations is made on a case-by-case basis.

· Library:
The library of Neapolis University Pafos provides access to a rich collection of books, both printed and electronic, as well as to numerous electronic data bases. It supports the educational and research mission of Neapolis University and its scholar communities. 
The Library’s printed collection consists of 15 thousand printed books, whereas its digital collection consists of 500 thousand e-books and more than 20 million articles in electronic format which are drawn from 19 world famous publishing houses and data bases, such as Springer, Taylor & Francis, Ebsco, Emerald, Wiley, JSTOR, Cambridge University Press, Oxford University Press, Sage, Fame, Orbis, Westlaw, Proquest, TLG, CYS etc.
Neapolis Library Pafos provides the following services:
Access to search and retrieval services such as WebPAC and Ebsco Discovery Service, search engines.
Access to scientific databases
Access to printed and digital collections.
Circulation (borrowing, returning,renewing, reserve items).
Interlibrary loan services and documents distribution.
On line access to e-journals and e-books.
Access to the Institutional Repository HEPHAUSTUS (Thesis & Dissertation, Academic Publication articles of Teaching and Research Staff)
Bibliographic research tools, such as bibliography management solutions.
Providing reference and support services through printed and electronic media.
Information literacy seminars (introducing guides to search methods and research tools for maximum exploitation of library resources, as well as bibliographic references).
Workplaces and Reading rooms: there are available 50 seats on the Main Reading Room, 56 working stations and a Silent Room with 30 more seats.
Wired and Wireless Internet access.
Support Services (of course, by telephone and / or email).
It is the first and only private academic library of Cyprus that has an electronic repository, which is continuously enriched with the scientific production of the members of the academic community of  Neapolis University.
Moreover, in order to further support students, the Service of Electronic Library of the University offers access to a wide range of electronic resources (such as data banks, electronic books and journals). The library of Neapolis University also offers a range discovery information tools, thus providing the possibility of searching in all information places available. The user has access both to the printed and the electronic resources of the library through the EDS system (Ebsco Discovery Services), which is used as a tool of distant access. Through EDS (http://www.nup.ac.cy/gr/learning-resources/) users can have access to the full text of library resources, depending on the material and its placement (in or out of the University). The library of Neapolis University has adopted a morphotype of references based on the Harvard model (author-date). The users can use the short guide concerning the Harvard morphotype which the library has produced. For the organization and the management of bibliographical references, the library suggests the use of the Mendeley system. Mendeley is a free tool of management of bibliographical references which facilitates the organization and the writing of papers. Each user can have his/her own library card which has codes that facilitate the acquisition of the necessary material.
During the academic period, the Library is open the following days:
· Monday to Friday: 08:00-20:00
· Saturday: 09:00-17:00
· Sunday: 09:00-12:00

· Erasmus:

[bookmark: _GoBack]The ERASMUS is the most important programme for mobility and cooperation in higher education in Europe. If you are a student your participation in this program, gives you the opportunity to study or do practical training abroad. The participation in the Erasmus programme will be unforgettable and unique experience, which can play a key role in professional and personal life.
Based on the Erasmus Program Guide, all Erasmus mobility for studying and teaching between Higher Education Institutions shall take place as part of an inter – institutional agreement between the Higher Education Institutions each of which holds a valid Erasmus Charter (EUC).
This agreement is signed by the official representatives of the two institutions and indicates the number and the level of mobility for students and/or staff.
The inter–institutional agreement may be extended to cover the cooperation between institutions in the field of student mobility for placements (working experiences / traineeship) in business abroad.
Neapolis University in Cyprus maintains numerous agreements with other European Universities.

· Clubs and Societies:  
Our students have the opportunity to participate in clubs which have been organized with the help and guidance of the student affairs office, acquiring important skills and experience from their engagement with culture, volunteerism, sport and the public. Groups, which already exist, are the following: 
· Psychology Group
· Law Group
· Photography Group
· Basketball Group
· Football  Group
· Music Group
· Theater Group
The University encourages and promotes the creation of new clubs by offering a substantial amount of money at their beginning.

· Complaints submission and handling: 
Students through the Student Affairs Office can submit their complaints or  dissatisfaction for a program or a course, issues that have to do with the administration of the University, its facilities and services or the actions or omissions of the staff. Complaints should be treated fairly and in such a way as to provide information on the progress of student progress. Students have the right to report at any time any kind of violation of their rights. (Policy number 07.200)


· Liaison Office:
The Liaison Office of Neapolis University Pafos began offering its services in September 2014 aiming to connect the students and academics with the business world in Paphos and/or Pan-Cyprian. The function of the Liaison Office was funded under the European Project "Development and operation of Liaison Offices in the Business world at universities operating in the Republic of Cyprus" and operates, in present, within the framework of the European Project “University Labor Market Liaison Offices” for the programming period 2014-2020 while it is financed by the Structural Funds of the European Union of the European Social Fund Unit in Cyprus and from national resources. The aim of the Project is to strengthen the existing framework for the operation of the Liaison Offices at the 8 participating Universities in Cyprus and their contribution to a further improvement of the association of University community with the labor market and its real needs. 
The main role of the Project is to establish a link between the University and the various labor industries, with emphasis, where possible, the high added value enterprises as Employers and Industrialists federation (OEB), the Cyprus Chamber of Commerce and Industry (CCCI) and other organizations and businesses. The Liaison Office of Neapolis University Pafos has already created a list of institutions / organizations and entreprises which is regularly been updated. Within the next few months, the Liaison Office will hold meetings with members of the Cyprus 

· Alumni office:
The graduates of the Neapolis University Pafos are an integral part of the University and are a strong link to the professional world. The evolution and employment of graduates in jobs relevant to their field of study shows the high level of education offered by the University. For the above reasons, Neapolis University maintains the Alumni Office, which is responsible for monitoring the graduates' professional development and linking the University to the labor market with companies and organizations, businesses and institutions.

· Guidance Program for students- Personal Academic Tutor:
Students are informed at the beginning of their studies about their Personal Academic Turor. The Personal Academic Tutor monitors the academic progress of the student from the first days of the course, provides advisory support and guidance for the duration of each student’s studies. The Personal Academic Tutor is the person who can obtain reliable information to the student. The Personal Academic Tutor provides counseling and guidance on any academic issue arising during the student's studies. Academic issues may include questions about curriculum, lessons, student progress, regulations, and more. The Personal Academic Tutor has the obligation to be kept fully informed about the progress of the student. The student may also discuss with his / her Personal Academic Tutor issues related to his / her personal life that influence their studies (economics, family and health problems). The Personal Academic Tutor maintains complete confidentiality about what is being discussed with the student. In case he/she considers that there is a major issue, the Dean of the School will be informed who will deal with the matter in co-operation with the Personal Academic Tutor. (Policy number 07.300)

· Student card:
The student card is issued at the University Library and provides benefits to students, such as access to the University Library, discounts at various shops and restaurants, and 50% discount on public transport.


· Jobs offering to students for support:
Students who are interested in working for 20 hours a week at NUP, can get paid for their services within the university. Those students are being selected through an Interview. Their financial situation and their academic performance are some of the criteria that are taken into account, for their selection. 


·  Financial aid for students:
Neapolis University provides financial aid on the basis of academic or non-academic criteria for students in order to continue their studies at the University. Neapolis University has established the criteria and procedures that ensure the meritorious treatment of all applicants. (Policy 01.400)

· Scholarships for undergraduate and postgraduate students:
Each year before the beginning of the academic year the University announces the scholarship and discount scheme. The criteria for those scholarships and discounts are the following: grade of the high school graduate student's certificate, the athletic performance, the participation in selected sports clubs etc. (Policy Number 01.400)

· Work experience during studies:
During their studies, students have the opportunity to gain work experience by selecting the placement course, depending on the needs and nature of each curriculum. Through placement, trainee students can apply their theoretical knowledge and develop the skills they have acquired during their studies under real working conditions. The placement is guided and evaluated and carried out in services and enterprises of the public and private body as well as in social and productive organizations that are related to the subject matter of each NUP curriculum and operate in the Republic of Cyprus.
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