NUP POLICY ΧΧ.01.

NUP PROCEDURE 06.111
[bookmark: _Hlk523244147][image: Î�Ï�Î¿Ï�Î­Î»ÎµÏ�Î¼Î± ÎµÎ¹ÎºÏ�Î½Î±Ï� Î³Î¹Î± neapolis university logo]

NUP STAFF DEVELOPMENT PROCEDURE

	Type of document
	Procedure 06.111

	Document Identification  
	NUP Staff Development Procedure

	Responsible Committee for approval 
	NUP Senate 

	Document application level
	Institution-wide, open for consultation

	Document date:
	24.04.2019

	Responsible Office for handling this document 
	Human Resources/Internal Quality Assurance office 


	Access 
	Internal Access



Introduction 
This procedure concerns the enhancement and enrichment of each member of the academic and administrative staff of NUP. Ensuring that the development process of academics and administrative staff is based on the philosophy of NUP for academic excellence and modern teaching. Staff development refers to the development of the individual's potential and career in terms of knowledge, skills, personal abilities, competencies and understanding, in line with the aims and objectives of the University.  It embraces a wide range of learning experiences, both within and outside the workplace, and is a continuing process that can help individuals to achieve agreed strategic, operational, team and individual goals. 
Neapolis University is committed to a working environment, where professional learning is seen as a continuous process and which enables all members of staff to develop their skills and effectiveness in support of the goals and priorities of the University.  It recognizes the value of staff development to achieving academic excellence, to the efficient and effective operation of the University, and to the work, career and personal goals of each individual member of staff.

Staff development includes everything that is done to maintain and extend the knowledge and skills of staff so that they can contribute fully towards the achievement of goals of the University.  Fundamental to this Policy is the premise that academic staff development should be considered from both the viewpoint of the needs of the individual and of the University.  Academic staff development thus supports the personal and professional learning of academic staff, as well as the organizational development needs of the University.  It is a vital investment from which staff, students, the University itself and the wider community will benefit.  Of particular importance for academic staff are ongoing development of teaching and research skills, and maintaining currency in the disciplines on which the University’s programs are based.
 
Terms and Conditions
Neapolis University operates under the relevant Law on Private Universities of the Republic of Cyprus. The University received its Final Operational License from the DIPAE. (Quality Assurance and Certification Body of Higher Education) and it remains a constant vision of the University of Neapolis to establish its prestige as a pioneering Foundation in the field of teaching and research and on the other hand to make a significant contribution to the educational and cultural life of Paphos.

Personal Data Protection:

Under the new Regulation (EU) 2016/679 on the Protection of Individuals with regard to the Processing of Personal Data (Regulation or CIS) a Personal Data Protection Office operates at Neapolis University. 

The University has appointed an appropriate Person as Data Protection Officer (DPO) on the basis of professional qualifications and under the conditions set out in Articles 37-39 of Regulation (EU) 2016/679 (CPC) with the tasks referred to in the Regulation.

Data subjects may contact the DPO for any matter related to the processing of their personal data and the exercise of their rights.


PRINCIPLES

The following principles inform this Procedure:
· All academic staff are expected to participate in staff development activities aimed at improving the University’s academic excellence and the effectiveness and efficiency of its operations.
· Access to appropriate staff development should in principle be available to all staff.
· Staff development should draw on the skills and knowledge of staff as much as possible.
· Academic supervisors are directly responsible, in consultation with each staff member, for the identification of developmental needs of their staff, and for ensuring that identified needs are addressed, to the extent practicable.
· While involvement in staff development is generally voluntary, academic supervisors ensure that all staff are regularly participating in programs related to the achievement of the goals identified through the Academic Staff Review Planning Program.


AIMS AND OBJECTIVES

The overall aim of academic staff development is to assist the development of each individual and thereby promote improved performance in support of the University’s goals and priorities.

To this end, the objectives of the Academic Staff Development Policy and the University’s academic staff development programs are to:
· allow academic staff to take responsibility for their ongoing professional learning;
· link academic staff development and training with the Mission, goals and Strategic Plan of the University;
· foster excellence in the University’s teaching and learning, research and community engagement;
· develop the skills of staff so that they carry out their current and prospective roles more efficiently and effectively and gain greater job satisfaction;
· provide activities which further the professional and career development needs of staff identified through the Academic Staff Review Planning Program;
· develop leadership skills and potential;
· maintain and improve organizational effectiveness and efficiency;
· promote evidence-based practice, strategic readiness and an enterprise culture;
· improve and develop the ability of staff to respond constructively to change;
· increase flexible delivery of quality programs;
· ensure that adequate provision is made to provide staff development or training programs so that the University meets its statutory obligations; and
· develop a culture, which recognises that academic staff development is a continuous process, which requires commitment to improve performance by individual staff members, and supervisors.


RESPONSIBILITY FOR STAFF DEVELOPMENT AND TRAINING

The ultimate responsibility for the development of work-related skills and knowledge rests with each member of staff.  The effectiveness of any staff development activity depends on the active and purposeful participation of the individuals involved.  All academic staff are expected to support developmental activities so that the benefits they bring to both the University and individual staff members are maximised.

The University, and specifically the Deans, Heads of School and other supervisors at all levels, are responsible for facilitating academic staff development in their areas of responsibility.  Academic supervisors, therefore, have an important role in identifying the developmental needs of their staff.  They are also expected to support the overall staff development program by encouraging and facilitating participation by their staff, whether as participants, organisers or course leaders.


ACADEMIC STAFF DEVELOPMENT OPPORTUNITIES

University-supported initiatives to develop academic staff skills and effectiveness include:
· professional development and training activities organised by the NUP
· support to attend conferences;
· financial assistance to full-time academic staff
· the Teaching and Learning Enhancement Scheme (TALES), which supports initiatives leading to enhancement of quality teaching and learning;
· Teaching Development Grants;
· the Library’s information literacy training;
· Faculty and School professional development activities, such as conferences, seminars, presentations and workshops;
· encouragement for staff to join and participate actively in professional associations relevant to their specific discipline;
· Corporate and Faculty induction programmes that are comprehensive and mandatory for all new staff.
· annual costed training and development plans to ensure that these priorities are addressed.
· appropriate and high quality training programmes for all staff groups which may be delivered within Faculty/Departments or centrally.



INDIGENOUS ACADEMIC STAFF DEVELOPMENT

To specifically support and assist academic staff of Indigenous background, the University encourages the Academic staff the following:

• Participation in External Research Programs, ie Research Programs with external funding, which are an important contribution to the promotion of research and / or teaching at the University (through employers' new researchers and postgraduate students, the development of infrastructure and the strengthening of cooperation with other research centers in the international area). These include Research Grants to Members of the Academic Staff. 
• Business Exploitation of Knowledge and Research and Technological Development


Introductory Scheme for new Teaching Staff 

The New Academic Induction Programme for academics joining the NUP runs each year in early September, before the start of the semester. It takes place over 4 days. 
All initial invites are sent out in July - new names being added to the list as we are made aware of them by their NUP Departments and NUP HR.
The first day of the programme includes a welcome from key NUP colleagues at the School including the Dean, and the program Directors, an introduction to different aspects of academic life at NUP, and a drinks reception in the Cafeteria with members of academic staff from across the School.
After the first day, the programme is focused on teaching and learning issues, including lecturing and seminar teaching, assessment and feedback, academic advising, seminars about the Moodle Online Platform, seminars about the Library and the academic services offered by the University. Members of academic staff are learning about the role and the responsibilities of the Personal Advisor,  the services of the counselling center and the Center for Special Educational Needs and Disabilities. 
All new academics are strongly encouraged to attend the Introductory Scheme. For new assistant professors who will be undertaking the LSE Postgraduate Certificate in Higher Education, it forms the core attendance requirements for the programme.  




STAFF EVALUATIONS

The performance evaluation should depend on the job tasks of the staff member. A person can choose to be more active in teaching, another can opt to be more research-focused and/or focused on projects for the community. A basic amount of each is needed, but not necessarily within the same year(s). This is a policy to be elaborated by the HRM unit. 
The staff executes a self-assessment every year, to be discussed with the head of department. This is based on 10 core performance criteria, 10 additional basic skills, and 5 aspects of experience. The aspects are rated on a 5-point scale:
	
5
	Excellent
	The member of teaching staff significantly and consistently exceeded basic performance expectations, and the quality of work overall was exceptional

	
4

	Very Good
	The member of teaching staff frequently exceeded performance expectations, and the quality of work and teaching overall was outstanding

	
3

	Good
	The member of teaching staff overall achieved (and at times exceeded) job expectations and the quality of work overall was of acceptable quality

	
2

	Inadequate
	The member of teaching staff is still developing competency or did not consistently achieve expectations; some improvement is needed

	
1
	Weak
	The performance of teaching staff member was consistently below expectations; immediate corrective action is necessary



1. Experience 
1. Teaching experience in relevant area
2. Experience in research
3. Experience in services to the society and university administration
4. Years of employment at a University or Research Institute
5. Membership of relevant professional organizations/networks

2. Performance in competences 
1. Teaching (lecturing, presenting and leading sessions)
2. Guiding and supporting students in academic work
3. Course management and course development
4. Course design, development and innovation
5. Effectively using digital and educational technology
6. Research commitment (preparing & initiating projects)
7. Research process (organizing and supervising activities)
8. Research output in conference presentations and publications
9. Involvement in research community (editorial and review work)
10. Services to the society and the university community

3. Basic competences
1. Oral and written communication skills
2. Office and desk ICT skills
3. Academic English proficiency 
4. Time management and organizational skills
5. Ability to work collaboratively 


Performance evaluation of Administration staff
Every staff member executes a self-assessment every year to be discussed with the head of department.
 Basic competences
1. Professional Knowledge
2. Customer Orientation
3. [bookmark: _GoBack]Working Relationships/Teamwork
4. Work Ethics
5. Productivity/Accountability
6. Effective Communications


Related Documents 

· Policy on Promotions of Academic Staff (NUP Policy 06.120)
· Procedure for the Evaluations of Academic Staff (NUP Procedure 06.112)
· Quality Management Handbook
· Procedure for the Academic Mentoring  (NUP 01.713) 
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