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The present document has been prepared within the framework of the authority and
competencies of the Cyprus Agency of Quality Assurance and Accreditation in Higher
Educati on, according to the provi sAcoredsationf
of Higher Education and the Establishment and Operation of an Agency on Related
Matters Laws of 2015 to 20190 [ ? . 136 ta?35( 2P49.301
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A. Guidelines on content and structure of the report

1 The Higher Education Institution (HEI) based on the External Evaluation
Committeed ¢ E E Cévalyation report (Doc.300.1.1) must justify whether actions
have been taken in improving the quality of the programme of study in each
assessment area.

1 In particular, under each assessment area, the HEI must respond on, without
changing the format of the report:

- the findings, strengths, areas of improvement and recommendations of the
EEC

- the deficiencies noted under the quality indicators (criteria)

- the conclusions and final remarks noted by the EEC

T The HEI 6s r es p delave hrau £tE Cfd ¢ k, wimolmuest e copied
from the external evaluation report (Doc. 300.1.1).

1 In case of annexes, those should be attached and sent on a separate document.
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1. Study programme and study programmeds design
(ESG1.1,1.2,1.7,1.8,1.9)

Findings

It was the view of the EEC that there are many different activities, procedures and sources of information
relating to quality assurance. But as it is a new programme it was not always clear how these would work in
practice. Inparticular,it was thought ltat the existing system was very complex, with too many sub
committees. These could be streamlined and better tailored to the training of future health care professionals
A leaner system should be adopted and the programme should sit within a depattimespaensibility for

quality assurance. The limited number of lecturing staff on the programme should not be expected to manage
the own quality assurance for the programme, in addition to very onerous teaching responsibilities. Student
involvement in quity monitoring (in a formal way) is also unclear and strongly recommended by the EEC.

The programme corresponds to level 5 of the European Qualifications framework EQF, which refers to the
ability of the | earner t o nfcentexsrobwork e studpattvities whera t ¢
there is unpredictable change as well as to revi
the programme corresponds to level 5b (RBesbondary certificates and diplom&so years) of the Cyprus
National Qualifications Framework (NQF).

A key. concern is that the tasks of this new group of health professionals do not match the educational
competencies described (these are formulated at too complex a level). Also, the competencies at the
individud course level (including assessment and teaching methods) are poorly linked to the training
competencies. It appears that (1) roles/responsibilities, (2) prograpeodic competencies, (3) course

level competencies, (4) teaching methods, and (5) evalassessment methods have been developed
separately.

From the documentation and meeting with the selection of students on other programmes we were able tc
interview, it was not immediately clear how students would be involved in quality assurancespsoaed

how student input and feedback would be used to inform and improve the content of teaching, learning and
enhance the student experience. We found that there was no formal student involvement in setting the
strategic goals of the programme. Studemére not involved in the formal decistioraking bodies of the
school/program. At the very least they were unable to confirm such involvement.

It was unclear which department would host the course and as the institution has not had prior experience o
delivering professional health programmes. This may create difficulties in ensuring and alignment with the
needs of the health system. There were also concerns about of whether there is sufficient expertise in the
area of health care (at the school pol&ydl) to set up this programme. This is the first program in this area.

It will be important to forge good partnerships and be active in networks to bring the necessary professional
expertise into the school.

As this is a is a course for training futurealth care professionals, there were concerns that it had not been
accredited or licensed with an appropriate professional body. In relation to this, the committee questioned
whether the title of the course Health Care Providsince this title could atsapply to a range of other

health care providers such as physicians, nurses, physiotherapists etc. All duties described in the supportin:
documentation are activities performed by other Health Care Support (auxiliary) staff and the committee
thoughtthat he term ASupporto should be incorporated i
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It was felt that an kdepth knowledge of research methods is not required on this programme and that the
research methods course should be replaced with a course focusademte based practice. This would
focus more on developing skills in relation to critical reflection, creative thinking, searching the scientific
literature, the evaluation of research data /evidence and practical/ethical dewgiog in clinical stings.

Strengths

As the institution has a long history of education and teaching it was thought that many of the existing
systems of quality assurance and student feedback and involvement could be used and adapted for the nee
of this programme

Notwit hst anding the committeesd concerns about the
that the programme had been developed in response to a need in the health system for more trained heal
care professionals with skills and competencidb@se areas.

The students participating in the virtual onsite visit (taking other programmes at the institution), were very
complementary about their overall experience, including the quality of teaching, content of courses, physical,
computer/library reources and wider student support services.

Areas of inprovement and recommendations

The EEC recommends the following

1. Quality assurance processes should be streamlined with policies, systems and procedures put in plac
so that the experience and feedback from students would be used to inform the content and
development of the course. The course should comply with allarielements of the EQFhe
guality improvement process should be described more clearly. For example, what is the process
how the problems are solved if identified using QA proceslur

2. The institution needs to recruit and train more staff with a backgt and experience in the health
care sector and disciplines related the teaching health care professionals. In particular, there is a lack
of instructors who have expertise in healthcare, communication, interprofessional
communication/collaboration, leaspects and organisation of healthcare, ethics of care, etc. The
profiles of the teachers who will provide the training do not sufficiently fit this. We also lacked
evidence on didactic skills. Given the specific group of students, these teaching/ididds very
important.

3. A wide range of health professional bodies and stakeholders should be used to develop the
curriculum and content of the course so that it better meets the needs of the health system and future
health care professionals. We recomthehe establishment of a departmental committee. This
committee can advise on the program, the structure, the organization, the connection with the needs
of the health care system in Cyprus, etc. Perhaps even users (patients) can be included in this
commitee? This is an important recommendation.

4. There should be attempts to accredit/license the course with an appropriate professional body.
of the course should be chapgetiofite

The name
3JoUa Udo) Car @SPppoitder® $uppidetal Pho lieared md (
o) 8 3 Ua U U)hs thiobeteraflects the roles, duties and tasks of graduates of the programme.
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6. The term O6Nursingbé could be omitted edlirglyasu s e
this is not a nursing curriculum and we suggest the following changes to individual course titles:

1T "nGerontol ogi cal Nursingo could be changed
3 e0Ud)o9oUsoae 0)J63U0alU ¢gasoasreysagqg)

T ACommuni gy Nwwmsidnbe changed to AHeal th Care
3 euaUd)osaUsae u;eonUU JoUaUdg aUds FfessfhUdU

1T APathol ogi cal Nursingo could be changed to
medicine diseasesodo (ibowBUewlde dé sadeli splldB=

ﬂﬁSurglcaI Nursingo could be changed to AP
3 egtUd)osoaUsoe BU;sUocUsydqUsoae 0j)e63U0all)

T ®Psychiatric Nursingo could be changed to i
Probl(eimms 0Gr eek: 3 e8u0UdyosaUsoeae 0j3e3UatulU | Ufe

T APediatric Nursingo coul d be changed t o
3 80U0d)soaUsoae 0363U0atU 3o00alUd HYUslUstL 3)

T AResearch Evidence in Heal t hden&cBased Rracti® in ¢ o u
Supportive Health Caredo (in Greek: figUoacedy ¢
3JoUaUdo)

Response of the Higher Education Institution (HEI)

First ofall, we would like taclarify that the program under accreditation will be taugkt@Greek language.
The members of the EEC committee were Englfgakingand the accreditation was conducted in English.
This was a problem becausem the beginning there was a confusion on the tf the programme. The
Greek title of the programmeas«i } 6 3 U4 8 Usmalidfitwasdeveloped as per the needsties and
responsibilitiegpublished by thénealthcaresectorand Cyprus HealthCare OrganisatiofAppendix 1&
(https://lygeia-news.com/okypy/okypyaitiseisgia1l36-kenestheseisfrontiston-ygeias)). The EEC was
not aware of the Cyprus Health care system and they aler@ys comparinghis 2year vocational
programmaewith a foreign health care system which is not the san@yprus.

We ought to point out that the program does not intend to prepare studentaitses but to offer assistance

to nurses andupportin award in general. They are not allowed by law to give medicines or treat a patient.
In other words, all chosen instructors have the necessary skills and qualifications tbeésaekific group

of students.

1. ConcerningCDA Co | | &ugadity assurancseystem, we disagree with the EEC because CDA
College has a very good quality assurance sysiéimCollegehas an Internal Quality Evaluation
Committee who is responsible in keeping the educational qurlélf the accredited programmes
of studyat the ®@llege. (Appendix 2).The College has 43 accredited programmes of study by
CYQAA and all thepreviousEEC committees praigdeour quality assurance syste@ur quality
assurance system consists of committees, processes and mechanisms on supervising the education
quality of all theaccreditedorogrammes of study at the College and the students always participate
in many quality assurance mechanisms and d¢ledldack and reports aa@alyzedand corrective
actiors are takerevery semestemMoreover, the College has developed a booklet with all the
mechanisms and processes of the Quality assurance systesnon as programme of study is
accredited all the qlisy assurance mechasms will be appliedQuality assurance mechanisnsls
ashculty evaluation by the students, faculty
regarding the prograwf studies, also regarding each course separately,tfaelitevaluation and
suggestions etc. When all the feedbfrokn students and lecturers is gathengill, be analysed by
the Internal evaluation committee and set the appropriate saatotake corrective actioons the
further developmehtipgradingof specific courses or a programme of studidppendix 3
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2. As per theE E C<uggestion, the College has recruited two (2) moadifiedlecturers withgeneral
nursingbackground andhany years otlinical experience in the health care sechdore precisely
they have a dfhiical expertisein pediatric and surgicalwards respectively. Moreover, & the
lecturers employedre very qualified with many years in the health care sector. In parti@ur
instructors are  experts in healthcare, communigan, interprofessional
communication/collaboration, legal aspects arghnizatiorof healthcare, ethics bkalthcare, etc.
CDA College has a long history, 4®ars, offering 43 accredited programmes of study tbitjleer
education in Cyprus. We haveryaualified and experienced academic staff in all our programmes.
Specifically, in the programme under accreditation the lecturers employed are very qualifiad with
lot of experience in the health care system of Cyprus and they also apply divelisifietic skills
and innovative teaching pedagogical methods. (Appendices, 7, 19, 20 21)

Furthermorethe instructors who would be teaching the specialization coursesrhangyears of
experience in the HealthareSystem of Cyprus. It is imporéato indicate that in Cyprus all those

who graduated from the Nursing School were admitted to a Higher Diploma in General Nursing and
after the c¢closing down of the Nursing School
Degree (4year program of stly). What it is more important to note that alllecturersduring their

studies they received a round up education. In othersydesides the theoretical part, @llour
lecturershad to work in various departments / wards dioapital. Thus, they gained practical
experience in all specialties (e.g. pediatrics, surgical nursing, oncology etc.) Moreover, from a nurse
perspective they have the knowledge to teach fistudens who might wanto become an auxiliary
nurseésupportivestaff because they know exactly the type of help a nurse needs at all times

We would like to specify that the programme already has a course on communication. The course
A Y201 Communication Skills and Techniques and it will be taught byddnstantinos Michael in

the 29 semesterMr. Michaelhas6 yearsof teaching experience jpsychology andommunication

skills coursesAdditionally, the specific cours@ncludestopicson Health care and interpersonal
communication.

Nonetheless, as itgards legal aspects and ethics, these issues are discussed in depth in the course
0 A 305 Legal, Bioethical and Ethical issues in healtid theywill be taught by Mr. Andreas
Pechidesin the 3¢ semesteMr. Pechides has 7 years of teaching experiéndgke higher education

and he is highly qualified with many years of clinical expertise in all the departments in the health
care sectom Cyprus (Appendces6 & 21).

3. We would like to mention that in creating the curriculum and content of the programmzes in
collaboration with a wide range of health care sector professionals, institutions and stakeholders,
such as General government hospital, Cyprus Health care organization, private hospitals and elder
institutions (Appendices 8, 9, 10). Moreover, £DBollege established internship agreements with
various health care institution. The agreemauitis these health care professional are very important
because they are experts in the health care sector in Cyprus with the necessary professional expertis
and they will assist us in the further enhancement of the current programme of .siudies
programme is designed based on the needs and the published duties and responsibilities of the jok
vacancies by the Cyprus health care organizatigAppendix 1 & htips://ygeia
news.com/okypy/okypuitiseisgia-136-kenestheseisfrontistonygeias]  Furthermore, The
College has also conducted a feasibility study fossgrexific programme of studies. (Appendix 11).

As per the directions of the Cyprus CYQABDA Collegehas establishedn Internal Quality
Evaluation Committedollowed by the establishmerdf Departmental Committees in all our
accredited programmes of sjudAppendix 12). Moreover,sashown on the organizational structure
of the College the current programmis a separate department aasl soon a# is accredited a
departmental committesill be formed (Appendix 13)
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4. As per the Cyprus health care systéhere is ncapproprlatqorofessmnal body licensing the job of
theledl th Care Siu(pdpsadrdify g WoolUkgdrtbat thegraduates of the
program can register or become licensed

5. As per
Provider B 5 3
(in Greek ﬁobeo[dhg’ 0) a@mpendixlg) 3o UVUaUdo)

the EECO6s s uwgamsnesiioanangehtd:He alt i e Gdr & h

6. As per t he EENH®&#snnarsing i ensitted fom all the mnodules of the programme.
Additionally, the learning outcomes of the programme rai@dified accordingly. (Appendi6).
Moreover,we have already applied the following changes to individual course titles: (Appendix 14)

1 ﬁGerontoIoglcaI Nursingo could be changed
3 e0Ud)o9oUsoae 0)363U0allU ¢gasosreysagqg)

T ACommunity Nursingo could be changed to fAHe
3 etUd)osoUsoe by e3flodiU)3oValUd GUds Fess

T APathol ogi cal Nursingo could be changed to
medicine diseasesodo (in Greek: 3 eg0Ud)osaUsoe
T ASurgi cal Nursingo could be changed to AP
3 egtUd)osaUsoe BU;sUocUsydqUsoae 0j3e63U0all)

T APsychiatric Nursingo could be changed to 0
Problemsodo (in Greek: 3 euUdyosaUsose 0jes3Uaul
1 ﬁPedlatrlc Nur5|ngonC(ha)luIdderbeHe:ahlatnrged:arte) R
3 e0Udyo9oaUsoae 0363UaitiU 3oUalUd BUslUsL 3)

1T "Research Evidence in Health Scienceso0o cou
Supportive Health Caredo (in Greek: figUoacedy ¢
J®PaUdo)

T Al so as psersughgee sBEE®@On t he course YgI101l Res
is replaced with a cours¢ & @01 Evidencebased practice isupportivehealth care sector
(¢ Uo e d) g dwdidlaps 6 0 U d 0oy eslbolbaell )dfddgsed a evidencebased
practice (Appendix 15).

We would like to clarify the philosophy and poge of the programme of studies. This &ysear vocational
programme of studiesThe graduates will geta diploma infiHealth care Support Providerfioe d d f d

0 ) 6 3 Waolildnglhg graduates withe employed and offemly supporing help tonurses, witHimited

health care skills as per the job description (duties/responsibilities list) specified and published by the Cyprus
health care organisation. (Appendix

This2y ear vocational programme st (ugdde dqiddfeda | it jhe sCha el
was created afteronducting research anddatailedfeasibility study There is no competition asther

similar programme in Cyprud.his programme is developed to cover jiiiegab whichexistsin the Cyprus

health system and alsbe job vacanciepublishedby the CyprusHealthCareOrganisationAppendix 1).

See also vacancies publicatiofhttps://ygeianews.com/okypy/okypitiseisgia-136-kenestheseis
frontistonygeiasy .
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The EEC evaluated thel® section Study programme and studyr ogr a mme 0 s
development as partialjompliant The following subsections habeen fully satisfieds per our
response@bove andbelow.

1.1 Policy for quality assanceis already replied above item 1 and Appendix 3.

1.2 Design, approvalon-going monitoring and review is already repliabove with the revisiol

of the curriculum(Appendices 14, 16, 17)

1.3 Public information & 1.4 Informen Management (Appendix 22)
Regarding public information and information managenesng, parbof our commitment to
openness and transparency, CD#llege publishes a range of information that is availabl
the public, parents and the students.

College Website, Programs, Criteria, learning objectives, Lecturers

College Prospeus

Moodlei learning material to students

Programs of study advertising leaflets and Emails

Alumni information etc.

Too oo Too To To
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2. Studenti centred learning, teaching and student assessment
(ESG 1.3)

Findings

1 The planned teaching is flexible with a variety of modes of delivery and pedagogical approaches.
But there appeared to be a need for a better alignment between roles and competencies, learning
outcomes and the practical and theoretical content of course.

Strengths

A wide range of delivery and assessment methods to be used.
Online resources will be developed.

The learning environment appears to be very supportive based on the discussions with students anc
administrative staff. Student suppaystems are in place and the educational organisation has a long
tradition of organising vocational courses. There appear to be very good relations between students anc
teachers.

Areas of improvement and recommendations

The EEC recommends the School to:

1. The programme and course content should be better aligned with the competencies required of healtt
care professionals. Overall, the content and structure of the curriculum is very broadyears 2
vocational programThe program seems to be an amalgam of courses that are not clearly connected
and there is a lack of constructive alignment. This requires attention.

2. Learning outcomes are very demanding. The link between learning outcomes and each individual
courseisnb cl ear. Studentso6 workload in each cour
hours of teaching, group work, individual tasks, independent reading etc.). Therefore, it is not clear
how the credits and study hours have been calculated. These $suld be addressed.

3. The content and requirements of each course vary despite the credits being the same (e.g. a numbe
of text books, a wide variety of learning methods without a description of workload etc.). In addition,
it is not clear how each aose will be evaluated bearing in mind of different learning methods. These
issues should be addressed.

4. A great number of -caridndgé® aoer Pbasedl amguoaoga,
topics related to IT skills are too genebalaring in mind younger generations have well developed
IT skills. More emphasis should be placed communication skills and other transferable skills such as
coaching, mentoring, interprofessional collaboration, interpersonal relationshipspvendtc
which are required for professionals working in complex clinical and health care settings.

5. Student participation and involvement in course development, curriculum design and feedback
should be made more explicit.
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Response of the Higher Education Inatibn (HEI)

1. The programme of studies is designed as per the requirements, duties and responsibilities of the

health care sector and the health care organization job vacancies requir@sppetisdix1). As per

t he EECOSs we hayggatreadyirevised the curriculamd the learning outcomes of the
programme andve havealsochanged the title of the programme and the content of magir

course syllabuse$he programme is ayear vocational programnwehich wasdevelopedn orde

to cover thgob gapof the Cyprus health systeifihe health care support providerdesigned as per

the specificrequirements of the health care sectottps://ygeianews.com/okypy/okypaitiseis
gia-136-kenestheseisfrontistonygeias)

This programmeaequiresthe minimumhealth careknowledge that a proper health cagpport
providerprofessionashould haveAll the courses correspond to basiowledge for the supportive
health care opatients which are treated for pathological, surgical and mental problems as well as
the elderly and childrenAll the courses ameveloped in a fairly logical orden the first semester

are all introductorgoursesin the secondemester thegre the basisupportivecare courses arid

the third and fourth semesters are courses that require faggportivecare knowledge such as
internships or surgical patieatipportivecare, childsupportivecare andsupportive careto mental

health problemgatiens. The lecturers were very carefully selected based on their excellent
qualifications and their extensive health care and clinical experience. (AppendicesB),&(.

2. As it concerns the learning outcomesre revised as per the EQF level 5, forygedr vocational
programme of studies. Additionallyjost of the courses were also revised and specify the duties and
responsibilities of the studentsloreover,the Appendix lécleaty shows thelink betweenthe
learning outcomes and each individual coansdcompetenceachievedF ur t her mor e, t h
workload isshownat the end of each courednerei t c¢cl earl 'y shows how th
calculated. (Appendix?. E.qg.

O ot | acrs
Activity Hours
Class Attendance 28
Independent study 19
Mid -term preparation 5
Mid -term examination 1
Assignment Preparation 9
Final Examination preparation 11
Final Examination 2
Total 75

3. Concerning the credits of each course are considered very balanced. They were thoroughly studied
and distributedboy t he | ecturers taking into consi dei
collaboration with the health care professionals in hospitals, cliniceldety homes Moreover,
there areclear evaluation procedures thie programme. The t u d evalilat®dmethods are the
following:

10
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a) Course Work 40% which consists of: Mierm exam, tests, individual or group assignments,
Internship etc

b) Final Examinations 60%.

c) Passing Mark: 50%

T

In more detail, midents are assessed through the following mechanisms:

O O0OO0OO0O0OO0O0OO0OO0o

and Part B: Practice

o

Study and criticaleview ofclinical experience

o Case studies analysis, critical thinking and decisiaking

Theoretical knowledge (Lectures) and the practical application of theories
Participation in the classroom
Contests, Tests, Quizzes
Mid-Term Examination
Final Examination 22 Written assignments either individually or in groups
Analysis and discussion oase studies

Assignments and discussion and critical thinking in class
Study, analysis and critical review of scientific articles
For practical courses, the final examination is divided into 2 parts. Part A: Theory

In designing gorogramme of studiefesides the major courstéere arealsosecondary courses
such a foreign languagendcomputer knowledge. Moreover, a foreigmgjuage such the English
language is very essential in Cypausl in the health care sectés it concerns the coursg,3 &01
Computing in health in the’'semester, this course is compulsory in all haagtitutionsin Cyprus
either hospitals oelderly homesConcerningthe issues ofcoaching, mentoring, interprofessional
collaboration, interpersonal relationshipse would like to specify that in the programme thare
separate courses teaching the above mentioned knowledge and skills. TheauiseX Y201
Communication Skills and Techniques which will be taught in tPflesBmesterthis course
specificallycovers all these topicéAppendix 14)

. At CDA College the students participahostlyinallt h e

C ocbrhnettgesHowever,thereis

no student participation or involvement for the specific program of study because it is not yet

accreditedThe studentsdéd feedback is very importani
corrective actiogseither inmodifyinga programmea curiculumor a course. That is why the Quality
Assurance Committee has set various quality

evaluation and suggestions agatheredso as to design or upgrade the current accredited

programmesurriculum orcourses(Appendix 3)
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3. Teaching Staff
(ESG 1.5)

Findings

Although those teaching on the programme had a wide variety of disciplinary backgrounds, academic
gualifications and teaching experience, only a minority had a background in health care and of teaching
health care professionals. This therefore raises coscabout whether additional staff with a health
background should be recruited to teach on the programme.

The number of lecturers appears adequate for the programme. But it was not clear how the lecturers had bee
recruited or selected to teach on thegpamme. Was a formal process followed? Do teachers have relevant
disciplinary backgrounds and qualifications?

Strengths

Peer review of teaching was used to inform quality insurance procedures and support academic developmer
and training.

Staff appeato be enthusiastic about developing this new program for the school. It is clear that teaching
staff have already put a lot of effort in preparing all material for the programme.

Areas of improvement and recommendations

1. Ther needs to be a Dbetter articulated alignment between the professional
roles/responsibilities/competencies and the learning outcomes, delivery and content of courses.

2. Formal processes should be implemented for recruiting staff with experience of theséealtiand
the teaching of health care professionals.

3. Staff do not necessarily need to have a background in health care research, but a knowledge of
evidence informed practice is required.

4. It was not clear how student feedback and evaluation would bergdtand the results used to
inform teaching and the development of courses. This should be addressed.

5. There is a need for better matching between teachers and course to ensure that students develop tf
skills listed in the curriculum. Teachers shouldoahave didactic skills with an evidence of
professional training. In its current form, the number of teaching staff, particularly those with a
clinical background and experience is inadequate. It should be made clearer how clinical
competences among stunde will be supported and by whom (how many clinical teachers will be
recruited, what is their role and connection to the school?
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Response of the Higher Education Institution (HEI)

1.

The needs were reshaped and  aligned between tipeofessional
roles/responsibilities/competeies and the learning outcomesd content of course
(Appendcesl14, 16, 17, 21).

At CDA College there are formal processes in recruiting staffughthe Recruitmen
Committee. The General Director (Academic Affairs & Magement),the Higher
Administrative Officer and the head of the programme of the discipline involved identi
need for additional faculty Then there are formal procedures to follow so as to recrui
appropriate qualified and experienced healtle geofessional faculty staff. (Appendix 18)

The chosen faculty staff to teach in the speciiear programme are chosen very careft
They are all qualified, with long teaching experience in the higher education and also
lot of knowledge and experience in tlgprushealth care sector and muekidenceof
clinical practice. (Appendices 6,7, 19, 2Q 21).

. As per the EECO0s suggestion, the Colle

generalnursingbackgound and many years olinical experience in the health care sect
More precisely they have a clinical expertise in pediatrics and surgical wards respe
Moreover, # the lecturers employed are very qualified with many years in the healtr
sector. In particlar, our instructors areexperts in healthcare, communicatiol
interprofessional communication/collaboration, legal aspects and organization of hea
ethics ofhealthcare, etcSpecifically, in the programme under accreditaadinthe lecturers
employedare very qualified with many years in the Cyphgslth care sect@nd they alsc
apply diversified didactic skills and innovative teaching pedagogical methods. (Appe
45,6, 7, 19, 2021

. All'the lecturers are qualified with clinical experience and many years of teaching in the

education. They all apply a variety of teaching, pedagogical metfusendix4).
Additionally, as mentioned above two (2) more qualified teachers werstestwith clinical
background and experience. However, we should specify that in Cyprus as per the
bachelor graduates of mental health they also possess general nursing expdosmer,
during the student sd plnieatteéacheranleach seraester.ilm
39 semester is Di(c) Rafaelia ZavroAppendix 7)and in the # semester is A. &hides.
(Appendices 6 andl).
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4. Students admission, progression, recognition and certification
(ESG 1.4)

Findings

The admission requirements appear appropriate and here-aefiped and published regulations regarding
student admissions. These appear to be implemented in a consistent and transparent manner. Considerati
should be given to the design and usemidessional portfolio to support student mentoring and progression
updates.

Student progression is not clear and the number and range of assessment methods are very complex ar
difficult to understand.

The course is not accredited with a professidraly. Without a clear understanding who will register the
graduated students, there remains a concern that

Strengths

The programme has yet to start so this is not applicable

Areas of improvement and recommendations
The EEC has the following recommendations for improving the programme

1. The programme should be accredited with an appropriate professional body in Cyprus or
internationally.

2. The programme should consider aligning with the CanMEDs roles frameworks Bhisamework
that identifies and describes the skills healthcare professionals need to effectively meet the health
needs of the people they serve. These skills are grouped thematically under seven roles. A competen
health care professional seamlesshggmnates the competencies of all seven roles: Clinical Expert,
Communicator, Collaborator, Leader, Health Advocate, Scholar, Professional.
See https://lwww.royalcollege.ca/rcsite/canmeds/cantfradseworke

3. There should be shift in the balance of programntie more training in areas such as irpersonal
communication and communication with patients.

4. Students should be more involved in the design, development and evaluation of courses.

5. There should be more explicit understanding of where graduatechtstwae find work, what tasks
they are allowed to do etc.

Response of the Higher Education Institution (HEI)

1. As per the Cyprus health care system, there is no approprlate professional body licensing the job of
theledl th Care Siu(pdpeadrdify g3 @oollUdgdmtbat thegraduates of the
program can register or become licensed

2. As it concerns the CanMEDS roles framework. We are aware of the specific framework that
identifies and describes the skills of healthcare professionals need to effectively meet the health
needs of the people they serve. These skills are grouped thematichl seven roles. A competent
health care professional seamlessly integrates the competencies of all seven roles: Clinical Expert,
Communicator, Collaborator, Leader, Health Advocate, Scholar, Professfdealvould like to
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notify thatthis scientific famework is more aligned with the job of the nurses and doctbes.

Health Care Support Provider has limited knowledge and skills that do not require to align with the
roles of Clinicalexpert healthadvocate, leaddyecause the health care support ptexiwill apply

only supportive care to patients.suprpr BE£Cde o
in Cyprus as per the duties specified by the Cyprus HEaltb Organisatiorinally, the CanMEDS
frameworkis an underlying, consistent cgmre t ency fr amewor k througho
from medical school to continuing professional developmiéms. designed for higher health care

jobs like doctors and nurses.

Concerningthe issues of training ogoaching, interperson@ommunication and communication

with patients, we would like to specify that in the programme we have introduced a separate course
teaching the above mentioned communication skills. There is a cAuga®1 Communication

Skills and Techniques which will daught in the 2 semester, this course specifically teaches all
these issues to students how to communiaate supporthe patientsFurthermore, the lecturers
recruited are very qualified and with a lot of clinical evidence and health care expartiaaing

and on coaching.

. At CDA College the students participamostlyin allt h e C ocorhrettigestowever, there is

no student participation or involvement for the specific program of study because it is not yet
accreditedFirst of all, the proga mme of studied should be acecr
feedback is very important to the College in order to take the necessary corrective actions either in
designing a programme, a curriculum or a course. That is why the Quality Assurance Cohawittee
set various quality assurance mechani sms whei
are gathered so as to design or upgrade the current accredited programmes curriculum or courses.

Student6s Faculty Evaluation
Student s Modul e Evalwuation
Student 6s Program Evalwuati on
Studentds Compl aint Form

Student 6s Compl aint Management Procedures
Faculty Staff Observation

Faculty Staff SeHEvaluation & Suggestions

Adm. Staff SelfEvaluation

Adm. Staff Evaluation

=4 =8 =4 -4 -4 -4 -4 -4 -4

. As per the feasibility study conductbg the College (Appendix 11), the Eroghbility
Opportunities of the graduated studenit be as follows:

91 public and private hospitals

9 elderly houses

9 at home health care services

1 rehabilitation centres

T personal doctorsd offices
T speci al i oftcds doct or s o

Additionally, the tasks that they will penfimed are as per the Appendix 1 and also as péreidléh care
support providepublished bythe health care sectde would like to clarify that graduated students
will be immediately employed by th€yprus Health System since they have already published 136
vacancies(https://ygeianews.com/okypy/okypuitiseisgia-136-kenestheseisfrontistonygeias)
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Additionally, they will also have the opportunity to be employed in private hospgital to eldety

homes (Appendices 89,1Q011). The tasks that thewill perform are already specified in the job duties.
(Appendix 1)

We ought to point out that thprogram does not intend to prepare students to be nurses but to offer assistant
to nurses andupport ina ward in general. They are not allowed by law to give medicines or treat a patient.

In other words, all chosen instructors have the necessaryatkillgualifications to teach a specific group
of students.
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5. Learning resources and student support
(ESG 1.6)

Findings

The institution has a long history of providing for the support needs of students. The physical and computer
facilities appear appropriate for the programme and fit for purpose. But it will be important to review facility
requirements in the future as matedents take the programme.

Strengths

The student support resources appear suitable. They also appear to be very inclusive and student centered

Areas of improvement and recommendations

1.

2.

It is important that students on the programme have access to appropriate health journals and othel
online resources relevant to studying a health professional course.

The level of resources and student support should increase as student numbersagrahener

grow.

Response of the Higher Education Institution (HEI)

1.

Students and lecturers have acdesappropriate health journals and other online resources relevant
to studying a health professional courdéer the accreditation of each programmieg level of
resources and student support increasestudent numbers on the programme giidve. textbooks
used in the course syllabi are updated regulaylyhe lecturersCDA College has fully equipped
and enriched the library with updated editions andndific journals, new electronic platforms,
Databanks, Infotrack, upgraded VPN services for students and academic staff. Additionally, CDA
College has four (4) libraries in Nicosia, Limassol, Larnaca and Pafos capitalizing on interlibrary
loans. The stud#s can immediately borrow books from one library to the other. Moreover, the
library is regularly upgraded with new editions of textbooks, magazines-dathleases. The new
e-libraries EBSCO and Emerald has also many textbooks and scientific jourredlssdocational
areas. Here below are detailed numbers of books in our libraries.
1 The number of books in the Nicosia library is: 3,317
1 There are 650 books on the BA Business sector.
1 Most of the text books editions are from 2G02019.
1 JournalsArticles: 72, EBooks: 26, Databases: 25, General Information websites] tiragies:

8.
1 The total number of books in the other 3 libraries of the College (Limassol, Larnaca and Pafos)
is 6,143.
The College is a member of electronic libraries and databases.
College has an interlibrary loan service with the University of Cyprus, Cyprus University of
Technology and several Data Banks.
1 The library is using DEWEY a worldwide known library classification system for organizing the
library collections,
OpenAbekt a cloud base system for cataloguing, loading and searching of books.
There are 6 Computers with Internet connection and searching software
Easy access to books, periodicals, scientific journals and other reference material
SearchBank databasésdugh its Internet facilities, stock of videos,

= =4

=A =8 =4 -4
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Subscribed to thd@ravel and Tourism Online Platformm UNTWO e-Library https//www.e-
unwto.org/

Subscribed to the IFRS Foundation (International Financial Rep@tangdards) so as to-be
updated on the latest Accounting manuals and books.

Connected with internet so that students will have free access.

CDA Library is also using-@braries such EBSCO and Emerald and also students have VPN
services through thesd@aming platforms.

i Mo o d | eptatfotmpeCDA College has all the tutors teaching notes updated and available
to all the students.

Moodle platform is also used for online teaching due to the pandemic Covid 19.

. CDA College after each semestathes the feedback and suggestiofiem students and teachers
regarding the courses content and resources either on enhancing the bibliography or IT hardware or
any other facilitiesThe library is regularly upgraded with new editions of textbooks, magazines and
e-databasedMoreover, he level of resources and student support should increase as student numbers
on the programme grow.
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6. Additional for doctoral programmes
(ALL ESG)

N/A
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B. Conclusions and final remarks

Please provide constructive conclusions and final remarks which may form the basis upon which
improvements of the quality of the programme of study under review may be achieved, with emphasis on
the correspondence with the EQF.

CDA College has a long h@y as an education provider and serves as an appropriate institutional setting.
The teachers are enthusiastic and the students taking other programmes appear very satisfied. However, tf
programme should be developed as a coherent whole. The level pétamres should be written at the
appropriate EQF level. Iparticular the title, the content and the courses need to be adapted so that they are
better aligned with the level 5 of the EQF (5b level of the NQF) which corresponds to Support Health Care
Provider.

1.

abrwn

O~

The content and the courses need to be adapted so that they are better aligned with the level 5 of th
EQF (5b level of the NQF) which corresponds to Support Health Care Provider.

The programme specific competences, the competences per course,

the teaching methods and the assessment methods all need to be harmonized.

The naming and purpose of the programme are not clear.

The supporting role of the position and the relationship with other professionals should be better
articulated.

it is important that students learn to critically reflect on the professional literature.

Courses focusing on communication and relationship skills should be integrated into the programme.
There also needs to be a better match between the background of teachetssndurricula.

Response oftte Higher Education Institution (HEI)

1.

2.

See responda page 6, Responsés& 6.

See responga page9, Responses & 2.

See responga pageb, Responsg, and page 9 Response 3
See responga page6, Response 3, 5, 6.

CDA College have established strong internship agreements with health care professional
institutions such as AAgi os Demetrianoso e |
rehabilitation institution. And9I1d)ATheagreesnentst d o
with these health care professional are very important because they are experts in the health care
sector in Cyprus with the necessary professional expertise and they will assist and support us in the
further enhancement of the curtgorogramme of studies

The introduction of a new courgetd @01 Evidence base practice in supportive health care will
provide studerst how to critically reflect on the professionalipportivehealth care literature.
(Appendix 15)

. There is a cours& Y201 Communication Skills and Techniques which will be taught in fHe 2

semester, this course specifically teaches all these issues to students how to communicate and suppo
the patients(Appendix 14)
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8. All the lecturersof the programmare qualified witha lot ofclinical experience and many years of
teaching in the higher education. They all apply a variety of teaching, pedagogical methods.
(Appendix4).

Additionally, as mentioned above two (2) more qualified teachers were recruitecdlmical
background and experienddowever, we should specify that in Cyprus as per the law, all bachelor
graduates of mental health they also possess general nursing expéAippeadix21). Moreover,
during the st udemetewdbe cliaicalteacherlin edach seinasternimg thet 3
semester is Di(c) Rafaelia ZavroAppendix 7)and in the # semester is A. PichidegAppendix

6)

Finally, the College haalreadytakentheappropriateactionsand implemergdall thesuggestionmentioned

by the EECIn the above programh,her e i s full compl i anhec€ollége applisse EE
high quality criteria and is constantly upgraded in accordance with the regulations of the Agency for Quality
Assurance and Certificatiaof Higher Education@Y.Q.A.A). Nonetheless, @ ought to point out that the
program does not intend to prepare studentsetaurses but to offer assistatoenurses andupportin a

ward in general. They are not allowed by law to give medicines or treat a patierollege firmly believes
thatthe2-y ear vocational program(«béedh ¢ (Boailkhgalop p or t
to offer byfilling a job gap in tB Cyprus health care sectWve once again point otihat all suggestions

raised the EE@Qvere immediately fullfieldandwe look forwardo your positive response
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Higher Education Institution academic representatives

Date: 02/07/2021
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Appendix 1 Dutiesand Responsibilities of the Health Care Support Provider

According tas 1 1 [hips://ygeia-news.com/okypy/okypsaitiseisgia-136-kenestheseisfrontiston-
ygeias/

We have translated the duties and responsibilities of an auxiliary nurse (A 1 1 8)"ad per
the publication of the Cyprus health care organization.

Dutiesand Responsibilities

1. The Health Care Provider (Auxiliary Nurse) performs his duties under the guidance and
supervision of nursing / obstetric staff to whom he is accountable.

2. Participates / Undertakes the care and personal hygiene of an adult / child patparsbon
(bed bath, transport and assistance during the bath, oral care, nails, hair, skin, clothing, cleaning
of secretions / secretions, assistance in maintaining personal cleanliness, etc.

3. Prepares equipment / material for practices and interventionsjsis in their processing and
undertakes the cleaning of the place afterwards.

4. Carries, assists / accompanies a patient / person within the hospital (for diagnostic tests /
interventions / treatments or surgeries / transfer to provide-hnospital health cee, upon
admission or discharge).

5. Assists / Undertakes the preparation of space / equipment for the admission of a patient /
individual (e.g. preparation of a bed, incubator, appliances, operating room / stretcher, etc.).

6. Participates in the movement / nidlization of the patient / person, inside and outside the
bed, and in ensuring his comfort and safety in various procedures.

7. Prepares and assists the patient / individual for feeding, prepares breakfast and serves meals
and removes serving trays.

8. Responddo calls from the patient / individual and immediately reports to the Nursing staff,
anything he / she has noticed or noticed that endangers the patient 's health and safety.

9. Installs, assists in the use, removes and cleans waste, urinals, sputum cotéiilet seats
(commode). Following the instructions of the nursing / obstetric staff, empties / changes the
drainage bags / urine collectors and reports accordingly.

10.Cleans and participates in the laying of beds including examination and surgical beds,
incubators / stretchers, with or without a patient / person and moves them as needed inside /
outside the ward.

11.Assists in the final care of the deceased and transport to the morgue.

12.tidies up the immediate environment of the patient / individual and tivard and keeps it
together.

13.Cleans and checks medical equipment and premises and disinfects all areas where appropriate.

14.Prepares rooms, beds and material for disinfection and operates the disinfection machine
inside the department.

15.Prepares tools and coumables for sterilization and sterilizes them after special training.

16.Categorizes tools, appliances and consumables in the department and assembles the
department's storage.

17.Carries blood samples, medicines, materials, referral notes, orders, patientseadhin the
hospital and between wards (in the absence of a messenger).

18. Sorts clean clothing, keeps linen clean and tidy. It collects the dirty and contaminating clothing
in the designated bags and areas for their removal.
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19.Handles waste (clinical, acuend toxic) and places it in suitable and designated bags /
containers and disposal areas.
20. Assists with ordering and assembles consumables.
21.Takes effective measures to prevent and control infections, in the context of his/her own
activities, in accordanceith the national policy and the internal policy of the organization
22.Uses appropriate technologies, PC for:
1 provision of quality care.
1 working effectively.
1 supporting nursing decision making.

23.Perform any other related tasks assigned to him / her.

In the performance of his duties he is obliged to comply with the Legislative / Regulatory, General or
Special Provisions, Instructions, Circulars and Practices, as they apply to the Organization.
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Appendix 2 The Internal Quality Assurance Committee

1 The General Director (Academic Affairs & Administration) (Chairman)

1 Three Members of the Teaching Staff

1 Two Members with quality assurance knowledge

T One Representati ve tof MastdrsawoStuderdsgome bacheloamd omenmastar)d

The Members of the Internal Quality Assurance of CDA College:

1. Dr. Pantelis loannou, DBA, Certified Chartered Marketer, MBA, FCIM, MCIM, DipM Marketing,
General Director, Chair of the 1QC.

2. Mr. Efstathios Michael, MSc Electr. & Electronic EngSc (Hons) Electr. & Electronic Eng. PCL,
London, UK. MPSM, CIIM, General Director CDA College Pafos, Member of the 1QC.

3. Dr. Pavlos Panayi, PhD Data Communications, MBA Business Adm., BSc Computer Sdieadeaf
ICT, Member of the IQC.

4. Dr. AndreasTofaris, PhD Atmospheric Science/Physics, MSc Oil and Gas Engineering, MBA (C), BSc
Physics, Director of Research Centdember of the IQC.

5. Mrs. Athina Koliandri, MSc. Educational Management, BHotel Restaunat & Institutional
Management, IATA/UFTAA Diploma MBA (C), Director of International Affairs, Member of the 1QC.

6. Mrs. Katerina Kyriakidou, MA Applied Translation Studies, BA English Literature, Postgraduate
Diploma Bilingual Translation, MBA(C), Director@A College Nicosia, Member of the 1QC.

7. 1St u d Repteseritative and

8. For Masters programmes (1 bachelor and 1 maste

The Internal Quality Assurance Committee shall be decided by the Board of Governors.

1 The IQAC shall meetegularly, at least 6 times a year. Additional meetings are set before each External
Accreditation after invitation of their Chairman. The invitation of the members of the Committee and the
subjects of the daily agenda in the regular meeting are made kmowiting, at least one week prior to
the meeting day of the Committee.

1 The Committees are in quorum when at least half of its members plus one are present. The decisions of

the Committees are taken by a simple majority of the present members. Ifsthetide vote then the
decision of the Chairman of the Committee is taken into consideration.

1 The decisions of each Committee are taken down in the form of minutes. A member of the Teaching Staff
acts as the secretary of the Committee, after being elbgtdte Chairman during the first meeting of
the Committee. The Chairman is responsible of keeping the minutes.

1 The members of the IQAC are written down in the internal regulations of the College and are published
in the College Website.

DUTIES AND RESPONSIBILITIES:

1 Responsible to apply all the requirements mentioned in the article 12 & 14 of educational quality
assurance set by The Cyprus Agency of Quality Assurance and Accreditation in Higher Education.
Coordinate the preparation of Selfaluation Reports related to the External Accreditations

Responsible to prepare the General Accreditation Reports of the College to beisEnbto e a s 0

In the General Accreditation Reports should include the internal mechanisms maintaining the quality
assurancenithe College

=A =4 =4

1 It controls the general direction of instruction, research, and examination, and awards degrees, diplomas

and certificates as well as receive reports from all standing and special committees. For the time being,
It undertakes the following:
9 approves the organisation of faculties, institutions, and other academic units;
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plans, develops and reviews academic programmes;

regulates the admission of persons to programmes of study and their attendance at such programmes an
examinations;

appoints ad instructs examiners and Boards of Examiners, and oversees examinations;

awards degrees, diplomas, certificates, and other marks of distinction;

awards, scholarships, , prizes, and medals;

The outcomes are regularly monitored and evaluated through:

=A =4 =4

External Examiner Comments

Student Complaint Form

The College will also introduce the Surveys and Opinion Polls by current students and Alumni Opinion
Polls.

Studentsé Faculty Evaluation Resul ts

Faculty Classroom Observation Results

Faculty Other Academic Miers Results

Faculty Overall Evaluation Results

I nternal Examinerd6s Comment s
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Appendix 3 Educational Quality Assurance Mechanisms at CDA College

EDUCATIONAL QUALITY ASSURANCE
MECHANISMS AT CDA COLLEGE

NicosiaTl Limassol i Larnacai Pafos

July 2020
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EDUCATIONAL QUALITY ASSURANCE AT CDA COLLEGE

Educational Quality Assurance at CDA College is focused on the following educational areas so as to ensure high
academic quality in all aspects of the undergraduate, graduatposhgraduate programmes and that the
programmes are conducted in accordance with the required standards.

In order to evaluate and review the quality of the programme, CDA College has established several committees
and developed various internal mecharssior evaluating and reviewing the quality of the programme, the
student and staff satisfaction, and the adequateness of these mechanisms:

Educational quality assurance at CDA College is based on the European Association for Quality Assurance in
Higher Edication (ENQA) guidelines and standards and focused on the following areas:

1. INTERNAL QUALITY ASSURANCE COMMITTEE

Design and Approval of Programmes

Studentcentred learning, Admission, Teaching, Assessment and Certification
Faculty Staff

Learning Resoureeand Student Support

Teaching Evaluation through Classroom Observation

Student Feedback (Studentédés Faculty Evaluatio
Peer Feedback (Faculty S&¥aluation Report)

Examination Invigilators

Final Project (Thesisfommittee

Internal Examiner

Outcomes are regularly monitored and evaluated through:

o Employment Surveys (Employability of CDA Graduates)

0 Student Awards

0 Alumni Surveys

o ERASMUS charter

AT T SQ@Too0 T

2. EXTERNAL QUALITY ASSURANCE

Visiting Lecturers

Guest Lecturers

Assessment by the Ministry of Education Committee
Accreditation of a Programme of Studies by DIPAE

aoow

MECHANISMS FOR ENSURING THE QUALITY ASSURANCE OF THE PROGRAMS OF STUDIES
AT CDA COLLEGE

CDA College Internal Quality Assurance Committee applieddhewing Internal Mechanisms for Evaluating

and Reviewing the Quality of the Programme, the Student and Staff Satisfaction, and the Adequateness of thes
Mechanisms. The college has a detailed evaluation system to evaluate the quality of the proghensiaaheht

and staff satisfaction as follows:

Faculty Classroom Observation

Students Baalty Evaluation Form

Faculty SelfEvaluation and Suggestions Report

Students Baallty Evaluation Results

Studentds Program Evaluation
Faculty Classroom Observation Results

Faculty Other Academic Matters Results

NoOORWONE
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8. Faculty Overall Evaluation Results

9. One general meeting with all the faculty staff

10.Two meetings per semester with the heads and the lecturers of each departments and Stiashents Un
representatives

11.Internal Memos, Instructions and Guidelideseach program of studies

12.Students Final Assessment per Module

13.Examination and Invigilation Procedures

14.Instructions to Examination Candidates

15.Application of the ECTS System in all the programmes of study

16.Application of the ECTS Grading System

17.Assignments, Tests, Quizzes, Final Projects, Group Projects

18.Mid-Term and Final Examinations

19.Attendance Roster/ Detailed Records with all and materiaredvsy each lecturer

20.Final Project (Thesis) Assessment Criteria

21.Internal Examiner

22.Faculty Staff Development

23.Faculty Staff Involvement

24 External Examiner

25.Student 6s Compl aint and/or Suggestions Form

26.St udent 6s Compl ain Management Procedures

27.Survey and Opiion Polls by current students and Alumni Opinion Polls.

28.Administrative Staff SelEvaluation & Suggestions Report

29.Administrative Staff Evaluation Report

30.CDA College Committees for Monitoring the Educational Quality Assurance

Additionally, the faculty staf duri ng the meetings they discuss t
any students6 difficulties with the content of t
their suggestions for the improvement of their module, ission or other administrative policies or the
programme itself.

h
h

1. INTERNAL QUALITY ASSURANCE COMMITTEE

The Members of the Internal Quality Assurance of CDA College: B
A s03e6 ed AGyUU)seed 8BBMCHRUJUUYg Uesg FesaUosasg

The General Director (Academic Affai€gsAdministration) (Chairman)

Three Members of the Teaching Staff

Two Members with quality assurance knowledge

One Representative of the Studentdéds Union and f

= =4 =4 =9

1 Dr Pantelis loannou, DBA, Certified Chamrer Marketer, M.B.A, FCIM, MCIM, DipM
Marketing, General Director, (Academic Affairs and Administration).

1 Mr. Efstathios Michael, MSc Electr. & Electronic Eng., BSc (Hons) Electr. & Electronic Eng.
PCL, London, UK. MPSM, CIIM, Director CDA College Pafos.

1 Dr Nicos Rodosthenous, PhD Busindssurism, MSc Business Management, BA Religion,
Diploma in Marketing, Fellow of Sales & Marketing Management Institute, Member of The
Chartered Institute of Transport, International Travel Consultant IATA, Head of ReStstrie,
Professor.

1 Dr Pavlos Panayi, PhD Data Communications, MBA Business Adm., BSc Computer Science,
Head of ICT, Professor.
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Mrs. Athina Koliandri, MSc. Educational Management, BSc. Hotel Restaurant & Institutional
Management, IATA/UFTAA Diploma, Many ears of experience in all the Accreditations,

Director of International Affairs.

Mrs. Katerina Kyriakidou, PhD (C) Education, MA Applied Translation Studies, BA English
Literature, Postgraduate Diploma Bilingual Translation, Many years of experience tire all
Accreditations, Director CDA College Nicosia.

1 Studentsd Representative and

For Masters programmes (1 bachelor and 1 mast e

The Internal Quality Assurance Committee shall be decided by the Board of Governors.

T

The IQACshall meet regularly, at least 6 times a year. Additional meetings are set before each External
Accreditation after invitation of their Chairman. The invitation of the members of the Committee and the
subjects of the daily agenda in the regular meetiagreade known in writing, at least one week prior to

the meeting day of the Committee.

The Committees are in quorum when at least half of its members plus one are present. The decisions of
the Committees are taken by a simple majority of the present mernfltbere is a tide vote, then the
decision of the Chairman of the Committee is taken into consideration.

The decisions of each Committee are taken down in the form of minutes. A member of the Teaching Staff
acts as the secretary of the Committee, dfédng elected by the Chairman during the first meeting of

the Committee. The Chairman is responsible of keeping the minutes.

The members of the IQAC are written down in the internal regulations of the College and are published
in the College Website.

DUTIES AND RESPONSIBILITIES:

= =4 =9

=A =4 =4

= =4 =8 =9

=a =

Responsible to apply all the requirements mentioned in the article 12 & 14 of educational quality
assurance set by The Cyprus Agency of Quality Assurance and Accreditation in Higher Education.
Coordinate the preparation 8élf-evaluation Reports related to the External Accreditations

Responsible to prepare the General Accreditation Reports of the College to beisEnbto e a s 0

In the General Accreditation Reports should include the internal mechanisms maintaining tige quali
assurance in the College

It controls the general direction of instruction, research, and examination, and awards degrees, diplomas
and certificates as well as receive reports from all standing and special committees. For the time being,
It undertakes t following:

approves the organisation of faculties, institutions, and other academic units;

plans, develops and reviews academic programmes;

regulates the admission of persons to programmes of study and their attendance at such programmes an
examinations

appoints and instructs examiners and Boards of Examiners, and oversees examinations;

awards degrees, diplomas, certificates, and other marks of distinction;

awards, scholarships, , prizes, and medals;

to review, evaluate and recommend changes to therajeoariculum structureexisting and new
programmes of studies, other educational policy issues

consider and approve minor changes to programmes requirements regarding curriculum and assessmer
as well as to approve new modules within existing programmes

set guidelines and procedures pertaining to the administration of programmes, examinations;

approve results of the students and award degrees to students who meet the degree requirements i
accordance with the Regulations.
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establish guidelines and pratees pertaining to the administration of programmes and graduate student
matters;

approve examination results of graduate students and awarding degrees/graduate diplomas to student
who meet the degree requirements in accordance with the Regulations;

appove the award of Medals/Prizes to graduate students; and

approve the allocation of the Research Scholarship budget

review and evaluate other educational policy issues including admissions and advance placement criteria,
calendar, issuance of degrees, aitbnalization of teaching across departments.

The outcomes are regularly monitored and evaluated through:

=A =4 =4

=A =4 =8 =8 =9

o

External Examiner Comments

Student Complaint Form

The College will also introduce the Surveys and Opinion Polls by current students and @lirion
Polls.

Studentsé Faculty Evaluation Resul ts

Faculty Classroom Observation Results

Faculty Other Academic Matters Results

Faculty Overall Evaluation Results

I nternal Examinerds Comment s

Design and Approval of Programmes

CDA College has specifigprocesses for the design and approval of their programmes. The processes as
per the Law of Higher Tertiary Education where the programmes are designed as per the ECTS system
so that they meet the objectives set for them, including the intended learttiomes. The qualification
resulting from a programme is clearly specified and communicated, and refer to the correct level of the
national qualifications framework for higher education and, consequently, to the Framework for
Qualifications of the Higher Eatation.

Student-centred learning, Admission, Teaching, Assessment and Certification

CDA College ensure that the programmes are delivered in a way that encourages students to take an activ
role in creating the learning process, and that the assesefmamntlents reflects this approach. CDA

College consistently applyptke f i ned and published regul ations
cycleo, e.g. student admission, progression, r
Faculty Staff

The College assuteemselves of the competence of their teachers. They should apply fair and transparent
processes for the recruitment and development of the staff. CDA College has clear faculty employment
procedure, faculty statues, remuneration scales, duties and ribgji@ss faculty involvement and
development.

Learning Resources and Student Support

CDA College invest a lot of financial resources in students learning resources. The College invest a lot
for learning and teaching activities on having the lates¢ sthart computer equipment and computer

| abs, enrichment of the College | ibrary on a r
to all the College learning resources.
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e. Teaching Evaluation through Classroom Observation

The Faculty Classiom Observation is conducted by the Director of the Campus and the Coordinator of
the Programme, evaluating the staff teaching b
During the class observation the observer assess and evaluate a labge ofieducational issues
towards reviewing and he enhancing of the teaching quality of the programme.

ff. Student Feedback (Studentds Faculty Evaluati on

Through the Studentods Faculty evalwuation for m,
processes, they write their comments and suggestions on any lecturer, any module or any other issue a
the College. Further, students could also providesithcriticism and suggestions whether they are
satisfied or not on all the aspects and administrative policies of the college.

Feedback from students is an essential element in monitoring the quality of the programme. At CDA
College, various elements dfident feedback are cohesively organised such that issues arising from the
data collected are addressed and subsequently lead to real improvements both in terms of educationa
strategies and pedagogical styles.

For all students, there is student feedbexé&rcise conducted every semester to gather information on
students' learning experiences as well as their responses to their course. This feedback usually begins tw
weeks before the start of the examination period. The evaluation results are commgdetieusotal

scores from the responses from all students and are released only after they have received their
examination results. Additionally, students provide feedback on the quality of supervision at the point
of submitting their thesis for examinatioTo ensure confidentiality of evaluation, feedback is only
released to the Faculties after the results of the thesis exam are finalised.

g. Peer Feedback (Faculty SelEvaluation Report)

Programme quality is also monitored through two other mechaniszes. Feview is required of all
Departments/Programmes at CDA College. While the primary function of this review is to provide useful
information to the admini s tappairitmentnpromhatian, tdnee; and r e r
teaching awards, ilso serves as a monitoring process on teaching quality as it provides useful feedback
for the staff to improve his/her teaching. The peer review consists of both quantitative and qualitative
sections and covers the entire spectrum of a teacher's contituitudent learning including classroom
teaching, curriculum design, teaching materials and assessmenEtasikermore, through the Faculty
Self-Evaluation and Suggestion form the faculty staff explain their teaching methods applied, suggest
new biblography, or further suggestions for updating the content of the course or any complain
regarding administrative, promotion or salary issues.

h. Examination Invigilators

During the final examination of each module, one or two invigilators are assigaegdrrise the class
during the examination, to ensure that all examination procedures and standards are followed.

i. Final Project (Thesis) Committee
It comprises of 3 faculty members, the head of the programme, the Thesis Supervisor and another faculty

menber of the programme. They meet once or t wi Ceé
final projects.
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J. Internal Examiner

The duties of internal examiner are performed by the Asst. Gen. Director. He examines, review all the
College officialdocuments, course outlines, final exam papers, Final projects, library updates, computer
equipment updates in order to follow the prescribed educational standards for each programme of studies.

The College has also introduced the monitoring systems ditteznal Examiner and the Internal Quality
Assurance Committee (IQAC) ®valuate and enhance the quality of the program and the transparency of
the course evaluation process.

Further, the IQAC monitor the outcome of all the mechanisms, all the ewasluasults will be discussed

by the IQAC which is recently established so amtmitor, evaluate and enhance the quality of each program.
These results will be discussed by the IQAC and then discussed with the participation of the programme
coordinator,h e programés faculty staff and if necessary

Additionally, the Internal Quality Assurance Committee controls the general direction of instruction,
research, and examination, and awards degrees, diplomas and certificates asa@iNasaports from all
standing and special committees. For the time being, it undertakes the following:

approves the organization of faculties, institutions, and other academic units;

plans, develops and reviews academic programmes;

regulates the admiss of persons to programmes of study and their attendance at such programmes and
examinations;

appoints and instructs examiners and Boards of Examiners, and oversees examinations;

awards degrees, diplomas, certificates, and other marks of distinction;

awards, scholarships, prizes, and medals;

Do Do o o Do o

a. Outcomes are regularly monitored and evaluated through:

External Examiner Comments

Student Complaint Form

The College will also introduce the Surveys and Opinion Polls by current students and Alumni
OpinionPolls.

9 Students Baalty Evaluation Results

9 Faculty Classroom Observation Results

1 Faculty Other Academic Matters Results
1

1

= =4 =9

Faculty Overall Evaluation Results
I nternal Examinerds Comment s

In the future the College will also introduce several other surveys sooagors evaluate and
enhance the quality of each programme of studies such as:

1 Employment Surveys

1 Alumni Surveys

1 Student Awards

b. Employment Surveys (Employability of CDA Graduates)

The graduate employment survey is conducted annually. The graduate employment survey serves to
establish the employment status and job search experiences of CDA College graduates approximately
oneyear posigraduation. It is a tool utilized by CDA to assdts graduates' employability as well as

the relevance of the skills, knowledge and training they received in accordance with the needs of
industry.
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c. Student Awards

CDA College accords a wide range of awards in recognition of excellence. The awagissebtoth
students and faculty who, through their consistently high performance and resolute commitment, set new
benchmarks in the areas of education, research and service.
For students there is a wide range of medals, prizes and scholarships.

d. Alumni Surveys

The graduate alumni survey is conducted annually. The purpose of this survey is to track the career
development of CDA College graduates two and five years after graduation as well as to solicit feedback
on the quality of educational and broader CO#llege experience that they went through.

e. ERASMUS Charter

CDA College since 2013 is official member of the ERASMUS programme. This programme allows us
to establish closer relationships with other educational institutions abroad and exchanging students,
faculty and administrative staff. This will give us the opportunity to know new academic structures
and/or administrative practices abroad.

Finally, all the proposed modification/improvements from all the committees and mechanisms (internal and
externa) are received by the QAC where they discussed and evaluate all thoroughly so as to approve the
necessary changes policies, programmes revisions, curriculum changes, or any other operational, administrative
issues or reinforcing further mechanisms towah#supgrading of the quality of the programmes, the student

and staff satisfaction and educational standards in general.

To conclude, the educational quality assurance at CDA College is based on the following principles of European
Quality Assuranc&NQA:

a. Higher education institutions have primary responsibility for the quality of their provision and its
assurance;

b. Quality assurance responds to the diversity of higher education systems, institutions, programmes
and students;

c. Quality assurance supports thevelopment of a quality culture;

d. Quality assurance takes into account the needs and expectations of students, all other stakeholders
and society.

e. The studentsd wor kl oad, progression and compl

f. The effectiveness of procedures for assessmestudénts;

g. The student expectations, needs and satisfaction in relation to the programme

h. The learning environment and support services and their fitness for purpose for the

programme.

i. The changing needs of society;
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2. EXTERNAL QUALITY ASSURANCE
a. \Visiting Lecturers

Visitors or partime staff on the teaching staff of the programme.

Once every semester each faculty member should invite a visitor/guest professor from other college to
come and make a lecture on the relevant course. The collegedsatyalollaborations with American
College, CTL College, and Frederick University.

b. Guest Lecturers

The College in order to enhance its academic activities and faculty development techniques, each
professor should visit once a semester a class in amtbgmamme of the college or in another college

or in one of CDA campus in other towns so as to evaluate and collaborate with other teaching staff and
be involved with other teaching methods used.

c. Assessment by the Ministry of Education Committee

It is an external assessment Committee which it is setup by the Ministry of Education. This Committee
consists of 4 members, they review and evaluate all the administrative issues of the College and it is
conducted once per semester.

d. Accreditation of a Programme of Study by the Cyprus Agency of Quality Assurance and
Accreditation in Higher Education (CY.Q.A.A) and the Ministry of Education and Culture of the
Republic of Cyprus.

Accreditation of a programme is an external process set up by Fibieasthorough academic
assessment of all the academic and administrative aspects of the College. The accreditation last for 5
years.

These reviews should lead to continuous improvement of the programme. Any action planned or taken should
be communicated tdlghose concerned. The quality assurance is againg monitoring and periodic review

of programmes educational standards, policies and administrative processes to ensure that they achieve th
objectives set and responds to the needs of students aaty ssca whole.
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Appendix A CLASSROOM OBSERVATION FORM

SECTION 1 | USED BY THE CLASSROOM OBSERVER

Complete the necessary details and chégkthe box of your choice in the classroom observation items so that a clear and fair p|

regarding the faculty memberds teaching is present emofficeOl
and discuss your commentsregagdinhi s/ her teaching. Complete Section 2 wi
teaching. Make a copy of the completed form and give it to the faculty member.

Faculty Member é6s Name ( sul Rank: Semester(e.g. Fall 2007)

Week of Semester Time Date No. of Students present

Course Code Course Title

Class Teaching Subject

Classroom Observation Items Performance
Performance indicators (1: Below Expectations, 2: Meets Expectations, 3: Above Expectations, 4: 25 50 75 100
Excellent)

The Faculty Member:

1 Demonstrates command of subject

2 Seems prepared for the class

3 Clearly states subject, aims and objectives of the lessomprovides an
overview of what is planned for the class period.

4 Presents content in a clear, systematic and organized method, relating part
to the whole subject topic.

5 Uses effective teaching methods and strategies

6 Effective usage of audiovisual methods, technology, handouts and other
material

7 Uses effective teaching techniques

8 Promotes communication and interaction among students

9 Ties all material taught at the end of the lesson

10 | Keeps interest and attention of students

11 | Effective usage of body language

12 | Demonstrated favorable attitude towards students ( positivé friendly
response to students answers and questions, encouragement, praise,
addressing students by name)

13 | Keeps control of class

14 | Time management uses class time effectively

15 | Maintains a respectful and learning conducive atmosphere in the class

Grand Total:
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ACADEMIC PROGRESS FORM

Si=(eg)(e]\iyy USED BY THE DEPARTMENT HEAD

After classroom observationisgduss with the faculty member in question about the areas mentioned below and wr
comments regarding your discussion.

Faculty Member 6s Name ( sur Rank Semester(e.g. Fall 200)

1. Coverage of Course Syllabus

2. Standards of Students AchievemenfExcellent, Very Good, Good, Average, Below Average)

3. Textbook(s)

4. Use of Library and Other Learning Resources by the Students
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OTHER ACADEMIC MATTERS EVALUATION FORM

TO BE COMPLETED BY THE DEPARTMENT HEAD

Complete the necessary details below.

Faculty Member Name

Semester

Performance
Performance Indicators (1: Below Expectations, 2: Meets Expectations, 3: Above Expectq N/A 1 2 3
1 | Course Outlines H H H DI
2 | Final Examination Question Papers M M M Dl
3 | Faculty Portfolio O 0O O |:||
Totals:
Grand Total:

Average Score = [(Grand Total X 50) / Number of Matters Evaluated} 50 =

Comments:

Namei Department Head

Signaturei Department Head

Date
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ON

FORM

Please check) the box of your choice in all the questions below.

Instructor:

Program of Studies(e.g. B.A Business Administration)

Course Code & Title (e.g. MAR101 Introduction to Marketing)

Semester(e.g. Spring2008)

Evaluation Items

Percentage Performance (%)

0

25

50

75

100

The tutor seems prepared for each class

The tutorcovers the material stated on the course outline

The tutor demonstrates polite and encouraging attitude towards students

The tutor explains very well the material and is willing to answer all questions

The tutor demonstrated amthusiasm for teaching this subject

The tutor keeps control in the class

The tutor makes available answers or explanations to homework and coursew
examinations

The grading system for this class was clearly explained

The tutor is available to see students and help them with their course

10

I would be glad to take classes taught by this tutor again, and | would recomm

him/her to other students

Comments:
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Appendix C FACULTY SELF - EVALUATION AND SUGGESTIONS FORM

FACULTY SIELF—EYALL'_—!LTI-DN & SUGGESTIONS REPORT FORM

Complete the necessary detzils below and attach to the completed form a typed report that refers to all areas shown below. In

the report vou need to nse exactly same tiles and pumbering as shown belowr.

FACULTY MEMBER'S DETAILS

Name (only surname in CAPITAL letters) Period (e.g. Oct 2008 — May 2005)

Head of Department [ Track FEmployment Status

[wo [ YES [ Research [] Lesz Research [ ™o Rezearch [ Full-time [ Part-time

COURSES TAUCHT DURING

Semaester Courze Code Course Title Teachimg Hr=

AREAS

1. TEACHING

1.1 Teaching AMeihods nsed and Activities carried out

1.2, Improvement of Teaching

1.3 Improvement of Syllabusz

1.4 Comment: on the AMain Texthoolk{z)

1.5, Assessment of Stadents” Work
Diszcribe 1o this sechon the azsessment methods (.2, assignments, tests, qmizzes, projects, presentations} you have wsed
during the period m guestion. Based on the College’s policy to maintain mm the College library selected projects of
students, write in thiz secton details of any selected projects you have forwardesd to the Collsge ibrary giving the courss
code and title of the course they relate to and the number of projecis grren to the College library.

1.6 Teaching and Learning Papers
Diezcribe in thiz section the teaching and learming papers you have prepared and distmbuted to students or faculty
members during the period in gquestion. Such papers consist of papers providing guidelines on how a siudent can enhance
hes/her lsarman g ability or how a faculty member can improve hizs'her teaching zkills or educational knowledgze.

42



A D®OPEAZ AIAZOAAIZHE KAI NIZTOMOIHEZHEZ THE NOIOTHTAZ THZ ANQTEPHZ EKMAIAEYZHE
CYQAA CYPRUS AGENCY OF QUALITY ASSURANCE AND ACCREDITATION IN HIGHER EDUCATION

eqar// @NQa.

FACULTY SELF-EVALUATION & SUGGESTIONS REPORT FORM

Complete the necessary details below and attach to the completed form a typed report that refers to all areas shown below. In
the report you need to use exactly same titles and mumbering as shown below.

FACULTY MEMBER'S DETAILS

Mame (only zurname in CAPITAL letters) Period (e.g. Oct 2008 — May 2005
Head of Department [ Track Employment Status

E wo O YES [ Research [ Less Research [0 ™o Rezearch ] Full-time [ Part-time
COURSES TAUCHT DURING

Semester Coursze Code Course Title Teaching Hrs
AREAS

1. TEACHING
1.1. Teaching Methods nsed and Activities carried out

1.2 Improvement of Teaching

1.3, Improvement of Syllabus

14 Comment: on the AMain Texthoolk(s)

1.5, Assessment of Student:” Weork
Describe in this section the assessment methods (e.z. assiznments, tests, gquizzes, projects, presentations} you have used
during the pernod m guestion. Based on the College’™s policy to mainfain in the College lhibrary selected projects of
students, write in this section details of any selected projects you have forwarded to the College ibrary giving the course
code and title of the course they relate to and the number of projects zren to the College hibrary.

1.5 Teaching and Learning Papers
Describe in this section the teaching and learnming papers you have prepared and distnbuted to stedents or faculty
members dunng the penod 1n gueshion. Such papers consist of papers providng gmdelines on how a student can enhance
his/her learmang abilifty or how a faculty member can improve his'her teaching skills or educational knowledge.

(]

COLLEGE SERVICE

1.1 EResponszibilitie: or Dutie: Delegated by the Colleze

Write in this section any responsibilities delegated by the College or any duties other than teaching carried out during the
pericd In question. Such responsibilities or dufies consist of being a2 member of various committees, being a Department
Head, development of new curmcula and syllaba, student adwising, registtation of students into courses, office hours and
supervision of student clubs or societies.
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FACULTY SELF-EVAITUATION & SUGGESTIONS REPORT FORM

3.2

Activities vou have Imitiated

Describe m this section any activities mmtbated by you dunng the penod in guestion. Such activibes consist of the
orgamiraton of an event mn which vou took part. It 15 useful to describe the duhes wou have carmed out for any such
activity.

2.3 Contribution to the Library

Describe in this section what your contribution to the library has been (e.g. suzgested books to be ordered).

2.4 Suggestions for the Improvement of the Colleze as a whole

32

Describe in this section any suggestions vou mayv have for the Improvement of the College as a whole.

SKILLS

Ferzonal Characteristics

Describe 1n this secton how you would descmibe, charactenze and rate yowself mn terms of having mmtatrves, being
flexable and easily adjust to new simatnons, have z sense of responsibility. have passion and enthusiasm for work and
bemng punctaal.

Communicate and Social Skill=

Describe in this section how wvou would deseribe, characterize and rate yourself in terms of wour verbal commumication,
written commumication, cooperation with other faculty staff. cooperation with adounistratton staff and handling crnfcison
as a means of improvensent.

3.3 Leadership Skill: (applicable only for Department Heads=)

4.1

4.2

4.3

Describe 1 this section how wou would descnbe, charactenze and rate yourself m terms of planminmg’orgamzing,
delegating responsibility, decision making, problem solvimg abdity, managing resouwrces, mitating change and
evaluating.

PROFESSIONAL DEVELOPMENT

Additional Academic or Professional Qualifications

Write in this section the details of any academic (e.g. master’s degree, doctoral degree) or professional qualification (e.g.
Certified Accounting) or hcensing you have been woidking towards achieving or have achieved during the perniod n
question. State whether the quahfication 1in queshon has been completed or 1f vou are near 1fs complehon and when vou
expect to complete it.

Attendance of Courses, Conferences or Seminars
Write 1 this section the details of any courses, conferences or semmnars, related to wour area of specialization or
education in general, vou have attended during the period m gquestion.

Membership in Professional Organizations Associations
Write in this section the names of anyv orgamzations or assoclations vou are a member of and any details related to the
membership {e.g. activities camed or benefits received during the period in guestion).

COMMUNITY SERVICE

Wnte 1n this sechion the details of any work you have undertaken dunng the perniod m guestion related to servicing the
commumnity. Such activifies consist of conimbufion te local (pnwvate or state) or inteinational bodies suwch as care
providers, business organizatnons, educahonal mshtohons, volunteer groups, ete.

Signature — Faculty Member Date
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Appendix D STUDENT FACULTY EVALUATION RESULTS
CDA College
STUDENTS' FACULTY EVALUATION
FALL 2014

Course Title Faculty Member Students

BUS..... 1] A Average

Spring 2013 No of Students: 10

T2 3 4 5 & T 8 9 10

1 The tutor seems prepared for each class 75% 100% 75% 100% 75% 100% 50% 75% 50% 100%  680%
2 The tutor covers the matenial stated on the course outline 75% 100% 75% 100% 75% 100% 50% G50% 25% 100%  T75%
3 The tutor demonstrates polite and encouraging attitude towards students 100% 50% 75% 100% 50% G0% 0% 25% 50% 100%  60%
4 The tutor explains very well the matenial and is willing to answer all questions 100% 100% 75% 100% 50% 75% 0% 25% 50% 100%  68%
5 The tutor demonstrated an enthusiasm for teaching this subject 100% 100% 75% 100% 50% 75% 75% 50% 50% 100% T78%
6 The tutor keeps control in the class 100% 100% 100% 100% 75% 50% 50% 50% G50% 100% T78%
T The tutor makes available answers or explanations to homewaork and coursework examinations 75% 100% 100% 100% 50% 25% 25% 25% 25% 100% 6%
8 The grading system for this class was clearly explained 75% 100% 100% 100% 25% 100% 50% 50% 25% 100% T73%
9 The tutor is available to see students and help them with their course 75% 100% 100% 100% 50% 100% 75% 25% 50% 100% 78%
10 [ would be glad to take classes taught by this tutor again, and | would recommend himvher to other student: 75% 100% 25% 100% 50% 50% 0% 0% 50% 100% 5%

COURSE AVERAGE 1%

Signature - Director of the Program of Study Date:
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Appendix E FACULTY CLASSROOM OBSERVATION RESULTS
CDA College
CLASSROOM OBSERVATION
FALL 2014
Course Title Faculty Member
BUS...... ]
FALL 2014 No of Students: 10
Date:
Classroom Qbservation ltems Performance
Performance Indicators: (1 Below Expectations, 2~ Meets Expectations, 3: Above Expectations) (N/A 25| 50( 75| 100
The Faculty member:
1|Demonstrates command of subject 100
2|Seems prepared for the class 75
Clearly states subject, aims and objectives of the lesson - Provides an overview of what is
3| planned for the class period. 100
4 |Presents confentin a clear, systematic and organized way, relating parts to whole at an appropriate pace. 75
5|Uses effective teaching methods, strategies and questionning techniques 75
f|Uses effiectively available audiovisual aids, technology, handouts and other instructional material 75
7|Uses appropriate questionning techniques 75
8|Involves many students in the class and promotes interaction among them 100
9|Ties things together at the end of the class 75
10(ls animated and aftracts and holds students' attention and interest 100
11|Uses gestures and eye contact effectively 75
Demonstrates favorable attitude towards students (positive, frinedly response to students
12|answers and guations, encouragement, praise, addressing students by name) 100
13|Keeps control in the class (applicable when the number of students is at least 10) 100
14|Uses class time effectively 100
15|Maintain a respectful and leaming atmospere in the class 100
Totals 525 200
1325
Lecturer's Average Mark 88
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Appendix F FACULTY OTHER ACADEMIC MATTERS EVALUATION

CDA College

FACULTY EVALUATION
OTHER ACADEMIC MATTERS
FALL 2014

Performance Indicators of Other Academic Matters

Course Title Faculty Member
BUSiiin s s ]
FALL 2014 No of Students: 10
1 Course Outlines 9% 2%
2 Final Examiniation Question Papers 9% 6%
3 Faculty Portfolio Bl%  24%
COURSE AVERAGE BT%
RATING STANDARDS

J OVER 75%:  Above Expectations - Performance excesded the required standards
2 50-75% @ Met Expectations - Performance met the required standards

1 Below 50%:  Below Expectations - Performance was inadequate and infenior to the standards required

Signature - Director of the Program of Study Date:
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Appendix G FACULTY OVERALL EVALUATION RESULTS

Owverall Faculty Evaluation

FALL 2014
Course Code Course Title Faculty Member
MBAG14 Managerial Accounting [ I
Students Faculty Evaluaticn T1% 14%
Classroom Observation B7% Ad%
Other Academic Matters B7%: 26%
COURSE AVERAGE B4%
RATING STANDARDS
DOWVER T5%: Abowe Expectations - Performance exceeded the required standards
50 - TH% - Met Expectations - Performance met the required standards
Below 50%:: Below Expectaticns - Performance was inadeguate and inferor to the standards required

COMMENTS:

Students Faculty Evaluaticn

45% of the students do not wish i take classes taught by this tutor again.

40% of the students said that the tutor do not demonstrate polite atttude towards them

40% of the students said that the tutor should improwve its communication with the students

32% =aid that the tutor do not explain or make savailable the answers of the guestions, exercises & homework
30% of the students evaluated the tutor below 50%

TD% of the students evaluated the tutor ower 55%

Classroom Observation:

Wery good use of the technology, powerpoint presentation

Could further increase class encouragement and participation

Alsways there is a place for further improvemant especially the interaction with the students

Other Academic Matters:
1. Course Dutline.
Wery good

2. Final examination. It is according to the required standards.
3. Faculty Portfolic. it should b2 enriched with more research, articles etc

the tutor has already participated in varows seminars this semester
the tutor provided one article for publication in the college's research jourmal.

Signature - Director of the Program of Study Date: 2712014

Ve
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Appendix H STUDENTS FINAL ASSESSMENT PER MODULE

ML.B.A MASTER IN BUSINESS ADMINISTRATION (12 MONTHS, FULL TIME24
MONTHS PART TIME, MASTER IN BUSINESS ADMINISTRATION)™
A’ SEMESTER — MEBA 632: FINANCIAL MANAGEMENT

No | Student Student Counrse Fimal Conrse Final Total Result
Registra (Surname, Name, Name of Father) Work Exams: Work Exams: Marks (passing
Serial (from 50 | (from 50 | (froml | mark:60)
Mo, marks) marks) Alarks)

01
02
03

3374 | ANTONIOU ANTONIS
3364 | ANTONIOU MACHI

3351 | CHRISTOFI ADONIS

3378 | CHRISTOFOROU ELENA
3366 | CHRYSANTHOU DORITA
3371 | DRAKOU ANTROULA
2465 | GLADIS P.J

3349 | H.M SALAUDDIN

3376 | KALOGEROPOULOU MARIA
3343 | KARAPATAKIS PHEDON
3352 | KARKOTIS SPYROS

3365 | KONSTANTINOU DIMITRIS
3375 | KONSTANTINOU NIKOS
3373 | KYRIACOU PETROS

15 3370 | MICHAEL ANTIGONI

161 3360 | MICHAELIDOU STELLA

17 BORISOVNA FEDORICCHEVA
3368 | OLGA

2476 | PAUL ANISH

3367 | RENKO DOMENICA

3377 | SOLOMONIDES MARIOS
3362 | TILLIROS CHARALAMBOS
3348 | UMAR SAIF

3352 | VOVIDES MICHAEL

3372 | XANTHOPOULOU FANI

05
06
o7
08

10
11
12
13
14

18
19
20
21
22
23
24
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Appendix | EXAMINATION AND INVIGILATION PROCEDURES

v

=

10.
11.
12.

13.

14.

C.D.A.

s LLE 5 E
Examination and Invigilation Procedure

Collect the following fiom the College Secretamat 25 manutes before the examunation starting
fime.

a) The examination guestion papers for the course in guestion;

b} a sufficient number of examinabon answer books for the course mm gueston
{somehmes answers need to be provided on the question paper therefore you will not
be provided with any examination answer books); and

) Exammation roster — a list of students registered in the course in question.

Go nto the exanunation room and ask zll students (if any) to abandon the examination room.
Close the door and put all examination papers face dowm on the desks alomg with one
examination answer book (if applicable) for each guestion paper. DMake sure you spread out
the papers per 2-sets desk at the most. If more than one examunation 15 taking place in the
examinaton rocm make sure that the examinahon papers are placed on the desk according to
the seat numbers.

Write the course code and little of the course(s) being examuned on the whiteboard.

Omnce all exapunation papers have been placed mnwvite students to enter the examunation room.
This should be done at least 10 minutes before the examination starting fimye. In entering the
examination room all unnecessary items possessed by students (e.g. bags, lecture notes, books
etc.) Should be left at the front of the examination room (where the whiteboard 15).

Students should maintain total sillence whale being 1n the exapunation room.

Students should not turm the examunation paper over untl you instruct them to do so.

Ask all students who do not possess thewr student identity card to obtzin a temporary student
wdentity card from the reception area that will allow them fo sit the examination in question.
Fead out the Instuchons to Examimation Candidates (see attachment) and ask students to
complete the necessary details shown (thewr student number and name, the couwrse code and
title etc} i the space provided on the cover of the examination answer book. Tell them that
the couwrse code and title of the course(s) being examimned is shown on the whiteboard.

Ask them to start thewr examinaton and place their student identity card on the desk.

Wrnite the tiime the examunafion ends on the whateboard.

Pass the examination candidate and make sure the examination candidate 15 the cne as shown
on hiz'her student identity card. Students who do not present thew student identity card firom
the reception area. In the case where a Temporary Student Identity Card 15 presented vou need
to collect the card and returm 1t to the College reception area once the exammation 1s over. In
addition, to verifying that the student asking the examunzfion 1= the nght one you need to mask
on the examunzafion roster that the student in question has been present in the examination. Be
careful with the late coming students. Make sure that thew 1dentity 15 venfied and mask thewr
name on the exammation roster as an indication that thew have been present in the
examination. Any student whose name 1s not shown on the examination roster should not be
allowed to take the examunahon.

Femember that no student 15 allowed to leave the examination room before 30 manutes elapse
following the start of the examination Mo student 15 allowed to enter the examination room
after 30 minutes elapse following the start of the examanation.

Each fuime a student submits to vou his'her examination answer book, check that the cover
paze was fully completed.
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Appendix J INSTRUCTIONS TO EXAMINATION CANDIDATES

2

s LLE 5§
INSTRUCTIONS TO EXAMINATION CANDIDATES

Before starting your examunzfion, wou must fill in the particulars on the cover of your
examination answer book or question paper (1f applicable) lezibly. 1n block letters.

{The imvizilator should explain to the candidates how to fill in the particulars)
¥ om must not have with vou anvthing other than allewable items for exammation purposes.

The mwvigilator should bnefly explain to the students what items they are allowed and not

allewed to have

1.

11.

12.

13.

in the examination room for the exammmation room for the Examination in questtion. What
thev are allowed and not allowed should be based on the notes found at the botiom of thas
page and any specific examinaton guidelines regarding the course 1n queston e.z. the
examination of the cowrse

statistics allows the use of statistical tables.

¥our answers should be written by using a blue or black pen. Pencils should be used only for
graphs, charts, diagrams, etc.

At the end of the examination you mmst remain seated until youwr answer paper and question
paper has been collected and then quetly leave the examination room.

Fom are not zllowed to remove vour examination question paper from the rooo.

YTom wnll not be allowed to leave the room until the exapunation has been in progress for at
least 30 ounutes.

If vou choose to leave the examinzfion roomy before the time fixed for the end of the
examination, vou must first hand vour gquestion paper and examination answer book to any
invigilator.

You will not be allowed to leave the room in the last 10 minutes of the examunation.

In an emergency, vou may leave the examinahon room and be re-admitted.

Y om must not speak to or communicate with one ancther, and no explanation of the questions
mazav be asked for or given.

T om must not disturb one another by the consumption of food or drmk.
Smoking 15 not allowed.

Good Luck to everybody!

ATLTLOWABLE AND DISALLOWABLE ITEMS IN THE EXAMINATION EOOM

The typical items a candidate should bnng into an examunafion room are blue and'or black pens,
pencils, erasers and mulers. Generally candidates are not allowed o use anything else beyond the
above mentoned items unless 1t 15 proanded by the imvigilator (e.g. statistical tables ete.}

Caleulators — Candidates are allowed to nse a calculator in exammnzations where one 15 neaded
provided that this 15 allewed by the exammer. Examiner s instructions shown on the first page of
all questhon papers clearly specify whether this 1= allowed or not. Under all circumstances a
caleulator may be used provided 1t grves no prnindout, has no word display facihities, 15 silent and

cordless.

Dhcticnanes — Candidates are not allowed to use any dichionares In an examinabon.

51



AOOPEAZ AIAZQAAIZHE KAl MIZETOMOIHZHE THE MOIOTHTAZ THZ ANQTEPHE EKMNAIAEYZHE
CYQAA CYPRUS AGENCY OF QUALITY ASSURANCE AND ACCREDITATION IN HIGHER EDUCATION

eqgarz eNQ3a.

\
%

1
o,

-

)
¥

i
f

[
&=

Appendix K The European Credit Transfer and Accumulation System (ECTS)

European Credit Transfer and Accumulation System (ECTS)

ECTS makes feaching and learning in higher education more fransparent across
Furope and facilifates the recognition of all studies. The system allows for the transfer
of learning experiences between different institutions, greater student mobility and
more flexible routes to gain degrees. If also aids cumicolum design and quality
assurance.

Institutions which apply ECTS publish their course catalogues on the web, including
detailed descriptions of study programmes, units of leamning, vniversity regulations
and student services.

Course descriptions confain ‘learning outcomes™ (i.e. what students are expected to
know, understand and be able to do) and workload (i.e. the time students typically
need to achieve these outcomes). Each learning outcome is expressed in terms of
credits, with a student workload ranging from 1 500 to 1 800 hours for an academic
vear, and one credit generally corresponds to 25-30 hours of work.

A series of ECTS key documents help with credit transfer and accumulation — course

catalogues, leaming agreements. transcript of records and Diploma Supplements (DS).

Although ECTS can help recognition of a student’s studies between different
instifufions and nafional education systems, higher education providers are
autonomous institutions. The final decisions are the respomnsibility of the relevant
authorities: professors involved in student exchanges, university admission officers,
recognifion advisory cenfres (ENIC-NARIC), ministry officials or employers.

The European Commission has established a network of Recognition experts
(ECTS/DS) and developed the ECTS and DS 1abels to recognise excellent application
of either system.

ECTS is closely related to other efforts to modernise higher education in Europe. In
particular, it has become a cenfral fool in the Bologna Process which aims fo make

national systems converge.

ECTS Users Guide

The ECTS Users' Guide provides guidelines for implementation of ECTS. It also
presents the ECTS key documents. The Guide is offered fo assist learners. academic
and administrative staff in higher education institutions as well as other interested
parties. It has been updated in 2009 to take account of developments in the Bologna
Process, the growing importance of lifelong learming, the formulation of qualifications
frameworks and the increasing use of learning outcomes. It has been written with the
help of experts from stakeholders™ associations and ECTS counsellors, and submitted
for consultation to stakeholders’ associations, Member States’ experis and the
Bologna Follow-up Group. The European Commission has coordinated the drafting
and consultation process and is responsible for the final wording of the Guide.
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Appendix L THE ECTS GRADING SYSTEM

The ECTS Credits (Enropean Credit Transfer System)

ECTS system is applied by CDA College since 2008. ECTS credits are a numerical value
(between 1 and 60) allocated to course units to describe the stmdent's workload required to
complete them. They reflect the quantity of work each course umt requires in relation to the
total guantity of work necessary to complete a full vear of academic study at the institution.
that is, lectures, practical work, seminars, tutorials, field-work, private study - in the library or
at home - and examinations or other assessment activities. ECTS iz thus based on a full
student workload and not limited to contact hours only.

In ECTS, 60 credits represent the workload of an academic wvear of study and normally 30
credits for a semester and 20 credits for a term. It is important to indicate that no special
courses are set up for ECTS purposes. but that all ECTS courses are mainstream courses of
the participating instifutions. as followed by home students under normal regulations.

It 15 up to the parficipating institufions to subdivide the credits for the different courses. ECTS
credits should be allocated to all course units available, compulsory or elective courses.
Credits can also be allocated to project work and thesis where the “units™ are an integral part
of the degree program. Non-credif courses may only be mentioned in the transcript of records.
Credits are awarded only when the course has been completed and all required exanunations
have been successfully taken.

ECTS Grading System

BA Business
Administration

1 course (subject) is 6§ ECTS credits

1 Semester 30 ECTS

Credits

2 Semesters 60 ECTS Credits (1 yvear 60 ECTS)
1 ECTS credit = 25 — 30 work hours per

week

1 ECTS credit = 25 work

hrs

Workload per vear is around 1500 - 1800
hours

Grading Svstem and ECTS %% Marks Allocation

Assessment of a student's performance for a course 1s based upon Course Work (tests.
assignments, projects. mid-term exams. class affendance and participation) and the Final
Written Exams. Each component (Course Work and Final Written Exams), accounts for
50% each of a student's overall grade. The owverall passing grade for all BA courses of the
program 1s S0%_

For each program of studies there is a different grading system. For example: BA Business
Administration the Grading System is: Course Work 50% . Final Exam 50% and Passing
mark 50%.

The final course grade at the end of the semester will be given as a letter grade as follows:
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Business Administration Grading Svstem

Grade Grade
%% Grade Grade ] Points per
Meaning Credit
00-100 A Excellent #.00
80-89 B+ Very Good 3.50
75-79 B Good 3.00
65-74 C+ Above Average2.50
G0-64 C Average 200
55-50 D+ Below Average|l 50
50-54 D Poor 1.00
Below 50 F Failure 0.00

ECTS Grading Scale:

i
ECTS of Successful Students Definition
Grade | Normally Achieving the
Grade
EXCELLENT - outstanding performance with only minor
A 11 Eerrors
B+ 14 VERY GOOD -with some minor errors
GOOD - generally sound work with a number of notable
B 14 errors
ABOVE AVERAGE- satisfactory — fair but with
C+ 16 significant shortcomings
AVERAGE- satisfactory— fair but with significant
C 17 shortcomings
BELOW AVEEAGE - Performance meets the minimum
D+ 14 criteria
POOER.- Sufficient - Performance meets the minimum
D 14 criteria
- FAT. — Considerable further work is required

Additionally, in order to follow the ECTS grading system and have grade uniformuifty,
lecturers should follow almost the same allocation of grades as per the table above.

Lecturers should not give very high marks easily or even worst to give A to all the students.
That’s why all lecturers should follow the ECTS Grading allocation so as to have a balance
and proportionate grading of students. Lecturers should trv to follow approximately the ECTS
grading scale of successful students here above.
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Appendix M FINAL PROJECT (THESIS) ASSESSMENT CRITERIA

Final Thesis Marking Criteria

MBA Grading System

The final course grade at the end of the semester will be given as a letter grade as follows:

%0 Grade | Grade [Grade Meaning Grade Points per
00-100 A Excellent 4.00
25-80 B+ | Very Good 3.50
30-84 B Good 3.00
75-70 C+ | Above Average |2.50
T0-T4 C Average 2.00
65-60 D+ | Below Average (1.50
Gi-64 i Poor 104D
[Below 60 F Failure 0.00

MBA Thesis Assessment Criteria
The Final Thesis demonstrating excellence in achievement of their objectives, original theught a
clear grasp of theoretcal posittons, strong and well-presented hines of argument accurately
supporied by evidence, clear struchire and an appreciaton of both broad and subtle impheatons.

O0-1 D2 An outstanding project, superbly organised and presented. lucidly wmitten.
Could not be bettered at undergraduate level m the tme available.

85-850%4 Excellent level of understandmg. reasomng, ongnality and factual content.
Strong lmes of argument, wide range of sources. Demonstrates real insight and

a confident handling of the topic.

S-54%q A first class report showing most, but not all of the above. Mo sigmificant errors

O omlsslons.

TS-TO%G Thorough coverage of the topic showimg good knowledge and understanding
and good use of evidence. Wide reading, generally well digested Crntucal
awarensess of different points of view. Sound argument, generally well directed
to the objectives. Wall orzamzed structure

TO-T4%q As above but report hangs together less well and may conotain minor
shortcomings or errors.

a5-00%, Satisfactory grasp of main 1ssues and famibiarity wath the basic readme. Tse of
matenial without sigmificant cnhical judgement. Stucture uneven, some errors
and omissions.

i-04 %0 As above but lower lewels of understanding amd orgamisaton. Typical
weaknesses: over-reliance on one or two references or sources; sone
urelevances; some mmcoherence 1n arsument and’or structure.

Below 60 Failure to address important aspects of the guestion Limited knowledge wrth
sernons errers and’or omissions, may be confusion about more complex
matenial Clear sizns of understanding but relevant material thin. Argwments and
conclusions superficial. presentation muddled. Sigmificantly lacking in all the
basic regurements, or a dissertation that 15 excephonally brnief or which entirely
fails to address the 1ssues.
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Final Thesis Project Examiner's Report

Mark'
Assessment Criteria Grade

ID[}i(' Is the topic well defined, will it provide evidence of geopraphical insight and gpeographical modes of enquiry,
iz it achievable within the available time and resources?

Aims / Objé‘[‘l'h'ES Dwes the investigation have a clearly expressed purpose T Does it relates back to the choice
of dtle” Are the objectives clearly identified and do they run as a connecting thread through the work?

Incorporation of existing knowledge Is there evidence tuar the smdent has critically read snd
assimilated and wsed knowledgze relevant to the subject through a literatare review?

Implementation of techniques. are sppropriate techniques / mathodelogies implementad? Are reasons
given?. Is there consideration of switability of data collecion, evidence of fieldwork or primary data gathering,
adequacy of data, proper nse of statistical and graphical technigues?

Results / Discussion Are the results consistent with what has been undertaken, are they clearly presented and
knowledzeably discussed'interpreted? Is the smdent aware of limitations?

Conclusion 1= the ourcoms of the siudy handled perceptively, cntically and with sound judzement” Do the
conclusions match the objective(s) of the project, do they summarise the work and maintain its focus?

Presentation Does the project demonsirate clear writing, appropriate references, good layout, and structure,
Appropriate nse of diagrams_‘maps’ photographs?

Other comments / Overall impression

Taotal Mark/Grade
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Business Project Marking Guidelines

FIEST Busmesz Projects demonstrafing excellence i achievement of thewr objectives, ongmal

CLASS thought, 3 clear grasp of theoretical positions, strong and well-presented lmes of arpument
accurately supported by evidence, elear shucture and an appreciation of both broad and subtle
impheatons.

O0-100% | An outstanding project, superbly orgamsed and presented, lueidly wmitten.
Could not be beftered at undergraduate level i the iume available.

80-80%;, | Excellant lovel of understandmg, reasoming, ongmmnality and factuzl content.
Strong lines of argument, wide range of sources. Demonstrates real mnight and
2 confident handling of the topic

T0-70%; | A first class report showing most, but not all of the above. Mo significant errors
OF ODUSSI0NS.

TPPER G5-p0%; Thorough coverage of the topic showmg good knowledge and understanding

SECOND and good use of evidence. Wide reading, generally well digested. Cnifical
awareness of different poantz of view. Sound argument, generally wall directed
to the objectves. Well orgamsed structure

60-04%; | Az above but report hangs together lesz well and may confain minor
shortcomings or errors

LOWEE S5-5004 Satsfactory grasp of mamn 1ssues and fammbanty with the basic readmg. Use of

SECOND material without sigmficant entcal mdgement. Stucture uneven, some errors
and omissions

50-54%; | A= above but lower levels of understanding apd orgamisation. Typiecal
weaknesses: over-reliance on one or two references or sowrces; some
irelevance; somes mecheranes in argument and/or structure.

THIED 45400, | Fathwe to address important aspects of the guestion Limited knowledge wath
serious errors and'or omissions, may be confusion about more complex
material. Clear signs of understanding but relevant material thin. Arpuments and
conclusions superficial, presentztion muddled.

40-44%; | Barely adequate. Likely to be sigmficant ervors/omussions, poor adherence to
objectives, superficial/muddled inferprefafion and presentation. Under-
developed in most respects

PASS 354084 Some signs of understandmyg the matenal and some demonstration of skills but
below honours degree standard (Le. work which shows an inadequate grasp of
the requements of the project, fails to address the issues. and'or contains
SETI0NS BITOTS OF OMLSSIons)

FAIL 30-34% | Shows some work towards the project objectives, but typically there will be
Iittle evidence of understanding. Factual matenal and skills will be thm or
irapproprizie and presentation will be muddled

20-2004 The project may contain some correct and relevant material, but most 1ssues are
neglected or are covered incormectly

10-19%; | Shows some evidence of attempting the project but produces material that is
inadequate In most respects, or deeply flawed.

0-09 Sipmficantly lackmg i all the basic requivements, or a dissertation that 1=

exceptionally bnef or which entirely fails to address the 1ssues.
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Appendix N FACULTY DEVELOPMENT

Faculty Development

CDA College recognizes that faculty development is to its advantage, as well as to the advantage of its
faculty. It is therefore ready to make commitments, financial and otherwise, in support of the
objectives of the Faculty Research & Development Plan, which are as follows:

b b e

10.

11.

12.

13.

14.

15.

16.

17.

18.

Organize special seminars tailored towards the improvement of teaching skills for old/'new faculty;
Provide material and teaching aids to facilitate better classroom teaching;

Encourage faculty to attend appropriate local seminars and workshops.

Provide the faculty with the opportunity to continue to stay along with the developments in their area of
expertise throngh actions such as the following:

Membership must be recommended by the Director of Academic Affairs and approved by the
General Director.

Attendance at local relevant conferences, seminars, lectures, symposia is enconraged and

strongly recommended.

Feazonable time off will be provided. The College will subsidize all participation fees for anv of the
above mcluding any travel, board and lodging expenses. Attendance mmst be recommended by the
Director of Academic Affairs and approved by the General Director.

The College will contribute towards relevant expenses. Attendance must be recommended by the
Director of Academic Affairs and approved by the General Director.

Provide the faculty with the opportunity to improve their academic qualifications throngh

actions such as: Post-zraduate degree (MBA) is offered for free in our College to faculty wishing to
attend such programs.

To provide the faculty with the opportunity to engage in research and contribute to the

advancement of knowledge in their areas of expertise through actions such as: Eesearch contacted by
faculty members will be recognized and will be taken into account at the time the teaching load is
divided among faculty members. Research proposals mmst be submutted to the Director of Academuc
Affairs and the General Director for approval.

The College enconrages and supports its faculty members to gain national and international
recognition for excellence in their areas of expertise.

In support of the above, the College will cover all reasonable expenses related to travel and lodging
(local and interactional) when the instructor is invited to deliver a paper which 13 the result of research
done at CDA College.

Faculty members engaged in research supported by a research grant will call for fewer teaching hours
than their colleagues so that they can devote time to research.

The College will make an effort to subscribe to educational material that is relevant to the basic

areas of interest of its faculty.

The College will support faculty members who become active members of professional

organizations and who present lectures of the latest developments in their field of study.

The College will continue to establish links with the business community and international
educational institutions. In all these activities, and as appropriate, the College will make every

effort to promote its faculty members and their capabilities.

The College will encourage faculty memibers’ exchanges with other local or international educational
institutions.

Official ERASMUS Charter since 2013,
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FACULTY INVOLVEMENT

Faculty Staff Involvement

The Faculty staff is actively involved in all College paolicies and strategies. The faculty staff is
also involved in the College organization and administration.

All faculty staff receive the College Faculty Handbook
The faculty staff is aware of their academic status and whether they are a full-time
or part-time faculty staff
All academicians have a signed contract of employment specifying their salary and
waorking duties and responsibilities.
All lecturers are aware of their teaching period per programme per semester.
All the staff is aware of the hours and the programmes they teaching
They are all actively involved in the College issue either they perform other
administrative work such as involvement in admission and enrolment of students,
Promaotion of the programs to the public through presentations.
All faculty staff complete a Self-Evaluation Form each semester specifying ther
comments on every matter in the College and whether they are satisfied and happy
with their employment, the College and management
All faculty staff is aware of a detailed list of their duties and responsibilities which
are also found in the Faculty Handbook.
Besides their teaching duties at the College they are also involved in reshaping the
college educational standards through:

o Taking part in the faculty meetings

o Suggestions on upgrading the course syllabus

o Suggestions for enrichment of the College library with new editions
Discussing all the developments at the College and its future vision
Discussing/finding solutions to any problems/ discrepancies found during the
semester
Organizing events for the students, collaborating with the students union
Participating in publishing the College Research Journal once per year
Encouraging students to write articles far the Students Newspaper once per year
Suggestions of any new ideas, teaching methods and introduction of new technology
Keeping the College Web site fully up-to-date with lectures notes
Any other issus which will help the enhancement of the College educational
standards.
Counseling students on academic matters

)
¥

i
f

59



m ®OPEAS. AIATOAAIZHE KAI NIZTOMOIHIHE THE MOIOTHTAS THE ANQTEPHS EKMAIAEYSHE

CYQAA CYPRUS AGENCY OF QUALITY ASSURANCE AND ACCREDITATION IN HIGHER EDUCATION

eqar// eNQa.

Appendix P EXTERNAL EXAMINER REPORT

Exami ner6s Report Form

Institution

Academic year

Program

Module

Date of BOE meeting

Name of external examiner

Year of appointment (# of #)

Address

Phone number

Email

External examiners play an important role in shaping policy, program and module
structure and assessment design and integrity. The appointment of external examiners
provides an i mparti al review of t he I n
students are assessed in a manner that is consistent with approved regulations and that
their progress is accurately reflected. They also benefit the staff by allowing the
exchange of ideas of experience between academic and professional peers.

All reports are examined closely by the Course Leaders, Director of Academic
Programs and the Board of Examiners. The information contained on this form is
extremely important to the parties involved and is used during the annual program
and institutional reviews to address the issues raised.

Individual students should not be named in reports.

The views expressed in this report are yours alone and will not be influenced by any
of the I nstituteds staff. Thi s it eopber t
published, unless expressly required by the Ministry of Education. You are not
responsible for the results of any recommendations implemented based on your
feedback.

Please submit your report within five working days of the commencement of the final
exam. The report may be returned at the Institute, by email or by post. For further

Summary Report
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Please indicate the assessment material provided by the Institute for
examination:

Are the standards set for the awards appropriate for qualifications at this
level and for this subject according to accepted standards and the
program/module specifications?

Yes [ ] No[]

Please provide feedback on the standards.

Is student performance is comparable to their peers studying in similar
programs at other institutions?

Yes[ ] No[]

Please provide feedback on student performance.

Do the methods of assessment and determination of awards are fair and
accurately portray student performance?

Yes [ ] No[]

Please provide feedback on the methods employed.

Detailed Report

Please detail the activities performed during your review.
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Please provide feedback on your briefing and induction and the materials
supplied to support you. Also, comment on the availability of the staff to
assist you.

Please provide detailed feedback and recommendations for improvement
regarding:

9 structure and content
learning, teaching and assessment methods
module organisation and management

course materials

= -4 -4 -

conduct of examinations

Please comment on the assessment process

Please comment on the assessment process (identifying specific modules
where necessary), for example in relation to:

9 clarity and consistency in interpretation of standards within the assessment
process

9 quality of marks and appropriateness of mark distribution

general comments on the type, suitability and effectiveness of assessment.

Please comment on student performance.
i quality of knowledge and skills demonstrated

i strengths and areas requiring improvement of the group as a whole and any
comments deemed necessary regarding individual students

| success and failure rates
9 overall performance in relation to other institutions

general comments regarding student performance.
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6. Please comment on the Board of Examiners and meetings
9 clarity and consistency in interpretation of assessment regulations

9 organization and administration.

7. Have issues identified in previous reviews been addressed? Has other
feedback been reflected in annual program/module reviews?

8. Concluding Comments

Please comment on the following:
i assessment regulations at module level
i areas to be commended and expanded into other programs

I recommendations or any suggestions you have for improvement of the
I nstituteds processed

 recommendations or any suggestions you have for improvement of
assessments

progress on recommendations and feedback made in the preceding year
I recommendations not accepted and how this was resolved

9 any other comments regarding the program, module and lecturer

9. External Examiners in the Final Year of Office

Pleasepr ovi de an overview of your term
progress during your term.

Name Date

Signature
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REPORT OF EXTERNAL EXAMINER
[To be submitted by the external examiner to thédead of School by 20 June annually]

Part 1 Details of programme

Programme Code and Title

Academic Year

Subject(s)/ module(s) and Year(
of programme examined

Details of Duties undertaken

Date(s) of Visits

Part2  Examiner's reporton Programme
Did you receive the Student Handbook and programme learning outcomes? Yes/ No

Please comment on (if applicable):

Timeliness, presentation, standard of questions, appropriateness in respect to learning outcomes being
of examination papers / assessment briefs

Marking Schemes and Worked Solutions

Structure and organisation of the examination

Presentation of Student Work

Was the quality of student work in line with your expectations for a programme téhthls

Overall performance / Academic Standard of candidates in relation to their peers nationally and intern
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Part 2 (continued)

Your general opinion of the programme and the quality, fairness and consistency of the asstss@ges
used in measuring the stated module learning outcomes and overall programme learning outcomes

Suggestions to improve the assessment of students on the programme

Suitability of Learning and Teaching Methods Used

Aspects worthy ofecommendation / Examples of Best Practice

Feedback received from the School on implementation of previous recommendations

If this is your first year of appointment, please comment on the adequacy of briefing materials. Is th
additionalinformation which you would have liked to receive?

Other Comments / Observations

Any matters you wish to being to the attention of the Programme Committee and School

Any matters you wish to bring to the attention of the College / Institute

[Please comment on other relevant issues, adding further pages as required.]

Part 3 External Examiner Details

Name
Address

Year of
appointment ag
examiner

SIGNALUIE ettt e e e e e et e e e e e e e e e a e ea s
External examiner Date
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General comments including special circumstances impacting onclassgroup, exceptional or poor
performance in particular subjects or elements ofexamination, or overall results, etc.

Comments by Programme Chair

Programme Chair Date

Comments by Head of School

Head of School Date

Comments by Director of College

Director of College Date
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Appendix Q  ADMINISTRATIVE PERSONNEL SELF -EVALUATION &
SUGGESTIONS REPORT

LA T (R I S R =

ADMINISTRATIVE STAFF SELF-EVALUATION & SUGGESTIONSREPORT

Name (only swroame in CAPITAT letters) Feriod (e.g Oct 2008 — hsy 2009

Employment 5 txms

O Foll-time [ Part-time

1. JOBENOWLEDMGESEILLS

11 Working AMethods wsed and Activities caorried oot
12 Inprovement of work

1.3 New method: applied

14 Copument: on the main doties & respmmsiblites
15 Assessment of the work done at the College

¥ COLIEGE SERVICE

3.1 Eesponsilmliie: or Dmties Delegated by the College
Wrie m this seciion any responsibilifies delegated by the College and camed out domng the pened m guestion. Such
respons fribities or duties consist of being a menter of vanons conynittess, being 3 Supervisor, development of new
working methods, student advising, and registmation of smdents inte courses, ofice hours and supervision of smdant
chibs or soceties

32 Actvities yom have Initiated
Describe in this section amy actvines mitated by you doring the penod m gqueston Swch acthvities consist of the
organiztion of an event (Genersl meeting, Graduation, fazhion shows efc) o which you took part. It is usefil o
descobe the duties you have camed ont for any such activity.

23 Contribotion to the College

24 Suggestions for the Improwment of the College as a whole
Describe i this section sny suggestions you nay have fior the Inprovenent of the College as a whole.
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o LLE S F

ADMINISTRATIVE STAFT SELF-EVALUATION & SUGGESTIONSREPORT

3. SHEILS

3.1 Persomal Characteristics
Describe in this section bow you wonld describe, characterize and rate yourself in tenme of having midamves, bemg
flexble and easily adjust to new simations, have 3 sense of responsibiliy, have passion and enthnsizsm for womk and
bemgz puncinal

32 Commumication amd Social Skills
Describe m this section how you would descnbe, charactenze and rate yourself m teme of your verbal commmmication,
WIiten conmmmication, cooperastion with other faculty staff cooperation with administration staff, cwith students and
handlng cficEm 35 8 means of MpToVeTEnt.

33 Leaderzhip Skills {applicable only for Supervisor)
Describe m this section how you would descrbe, chamcterize apd mate yourself m temes of planning/orzanizng,
delegating mespensibility, decision meking, problem solvmz sbility, meEnaging resources, imtisring change and
evaliating.

4. PROFESSIONAL DEVELOFMENT

41 Additional Academic or Professional Qualifications
Write v this section the details of any acadensc (e.g. Bachelor's or master’s degmee) or profess ional qualification {e.z2.
LOCT Certified Acconnting) or hcensimg you have been wordding fowards achievmg or have achisved durmg the penod
o question State whether the qualification i question has been conpleted or if you are near its conpletion and when
you expect to conplete i

471 Aftendamce of Conrses, Conferences or Semimars
Wrie m this secton the detzls of any courses, conferences or senmnars, mlated fo your area of specibzmton or
educziion m general you have stiended durnng the pened @ gues ion.

43 Memberzhip im Professional Orzanizations/Ass ociations
Write in this section the names of any orpanizmtions or associations you are 3 member of and soy details related to the
nemberzhip (2.2 activiiies camed or benefits recerved durmg the penod I ques tion).

5. COAMMINITY SERVICE
Wrie m this section the details of any work you have undertaben durng the pened I guestion related to servicng the
commmnity. Swch activities consist of conmibuton to lecsl (private or state) or mitemationzl bodies such as came
providers, busmess ofganiziions, aducational mstutons, volinteer groups, eic.

Signamore — Administrative Aember Diate
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Appendix R ADMINISTRATIVE PERSONNEL EVALUATION REPORT

3 Ll E D B

!

Administrative Staff Evaluation
Performance Assessment

Employes Name:

Evalwation Period: From: To:

Suppervising Administrator

Fleg=ze evaluate/rate each item that most closely represaents the guality of perfonmance for this administrator
according to the following:

5 - Consistently perfonms far beyond the expected standands
4 - Consistently perfonms beyond expactations

3 -Parfonns at a satisfactory lews|

2 — Perfonnance needs improvemsant®

1 — Perfonnance is unsatisfactony™

MA or do rot Krow

* Forthese ratings, please provide exsmples and//or explanation for this rating,

Part 1: Administrative Responsibilities

i Communication Skills: For example: Demonstrates ability o compose written materials clearly and
concissly, comimunicate to diverse awdiences, and comimunicate verbally one-to-one and in group setings:

Ratimg: OONAA DL 2 O3 OO4a Os

Commerits:

2. Collaboration/Team Building Skills: For example: Cooperstes and coordinates with other
administrators/ departments; anticipates effect his/fer decisions will have on other areas; is willing to offer
and accept assistance at all levels; is approachables when collesgues or subordinetes need support/help, and
offers it easily; is able to build consensus; is comfortable, productive, and effective when working in group
situations; projects a positive Collegs image.

Rating: OMalla LIz L3 g LS

Commerrts:
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3. Supervisory Skills: For example: ldentifies and communicates work expsctations, moniors perfonnance
whemn appropriste and provides feedback; gives clear instructions, venfies understanding, provides coaching
in needed skill areas and support professional development. ks available to meet with faculty and staff.

Rating LINALIL L2 O3 L4 LIS

[ommerts:

4 Leadership Qualities: For example: Motivates staff and peers, instills good morale and involves staff in
the decision making process; leads individuals and groups without exercising authority unduly, takes
resporsibility for his/her own actions and decisions; fosters innovation, development and implementation of
new approaches; promotes an atmosphers conducive to others professional development/growth and
leaming.

Rating LINALL D12 O3 L4 U5

Commerts:

5 Planning & Organizational Skills: For Example: i shle to conceive, design. schedule, and implement

short and long range plans, schedule work within these plans, and anticipste and compersate for deviations
from these plans; maintain awareness of and implement rew developments and trends. s able to dentify

and analyze problems, and take approprate steps to resolve problems. Insures alignment of individual and
departmental/goals and objsctives to the college’s philosophy, mission and goals.
Rating: LIm/alle Li2 O3 L4 LS

[ommerts:

4 Time Management: For example: |5 able to sccept and complete reports/tasks/projects in a timely
fashion; regularly sttends scheduled mestings prepared and on tims; remains accessible when needad.

Rating HNALL L2 O3 L4 U5

Commerts:
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7. Policy and Decision-Making: For example: Consistently follows fiscal personmel, and contractual
agreements and other policiesprocedures with unifonn application; decisions are made in a timely and
efficient manner obtaining consultation and consersus where appropnste.

Rating: LnNAal L 112 3 L4 U5

Comments:

8. Affirmative Action and Diversity: For example: Demonstrates commitment to the college's affinnative
action and diversity policies and to foster a climsate of understanding and appreciation.

Rating: LNALIL L2 O3 e LS

Comments:

2. Institutional Commitment: For example: Visibly supports and works toward accomplishing overall
institutional goals and objectives; demonstrates commitment to the mission and goals of the college.

Rating: LNAlL 12 003 L4 OS5

Comments:

1. Fiscal Management: For example: kB effident in handling administrative functions such as budget

development, departmental fiscal controls and camies ouwt deparmental functions within fiscal appropriation
utilizing available resources.

Rating: LINA L L2 O3 L4 LS

Comments:

11 Job Knowledge: For example: Displays sccuracy and in-depth knowledge in administrative field,
consistently atternpts to improve job knowledge and competence in field, demonstrates skill and foresight in
planning new programs, forecasting future trends and prepanng for them.

Rating: OnNADLLN2 O3 L4 OS5

Comments:

12 Working Relationships: For example: 4= a group member or leader this administretor is skillful in helping
the group define and solve problems, communicates with clanty, after listening to him/her | understand
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his/her meaning, demonstrates ability to mediste and resolve conflicts, is sensitive to feculty, staff andor
student concems and feelings and is approachable to discuss problemns and concems.

Reatirg: UNA DL L2 02 U4 LS

Commenits:

For sections 2 - 4, attach additional sheets if necessary.

Part 2: Specific Achievements/ Strengths

Part 3: Areas for Improvement/ Weaknesses

(¥ areas for improvemernt are noted, indude a development plan.)

Part 4: Owerall appraisal of performance during the evalustion period
Ratirng: L1z 012 04 05

Commenits:

Supervisors Signature/ Tate

Employee’s Signature/ Date

Comments:
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Appendi x S STUDENT6S PROGRAM OF STUDY EVALUATI

- O LLE = E

STUDENT PROGRAM OF STUDY ]Z_"q. 'ALUATION FORM
Flaaze check ['1' ) the bax of your choice in all the guestions balow so that 3 clear pichore about the mrtor is prasented
Program of Smdies (g.g. BA Business Adminisradon) Semester (2.g. Spring 2008)

Course Code & Title (e g. MAR1]] Inooduction to Marketing)

Evaluation Items Percentage Performance (%)
] | 2 5 75

] | Is there clear information available for students that will nnambiguously mform
thern of which aspacts of their performance they are baing assezsad on?

D;

| -
T

[ ]

Are a vaniety of assessment methods nsed dependine on the learming outcomes,
aims and objectves?

Are ciudents offered 2 choice of assesoment methods?

e [ L

Are grading criteris published well in advance in the handbook |/ website 7

Do you strive to spread exams across the examination period to aveid bum out sand
fangme?
Are students offered clear, productve feedback on assigroments”?

.

Homework and coursework examinations are given on the material moght in the
comrse?
The tmors makes available answers! explanations to examinations.

=0 ==l =

The grading system fior this program was clearly explainsd.

10 | The tuors seem to use the same way of grading for all smdents.

11 | The tutors are available to see students and help them with their courses

O I O
im0 e O O
1 ] o o o R

Comments
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Appendi x T STUDENTG6S COMPLAI NT AND/ OR SUGGESTI C

COLL

1

S e

STUDENT COMPLAINT AND/OR SUGGESTIONS FORM

Name:

Programme/Stage:
E-Mail Address:
Date:

Nature of Complaint (please attach any relevant documentation)

OFFICIAL USE ONLY

Complaint received by Head of School on:

Acknowledgement sent on:

Action Taken:
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Name:

Programme/Stage:
E-Mail Address:
Date:

Nature of Complaint (pleasattach any relevant documentation)

OFFICIAL USE ONLY

Complaint received by Head of School on:

Acknowledgement sent on:

Action Taken:
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Appendi x U STUDENT6S COMPLAI NT MANAGEMENT PRC

oy LY E o =

Student Complaint Management Procedure

1. Purpose
To establish the process for the management of Complaints made by Studemts.

2. Scope
This procedure applies to all Complamts. including Complaints which mav be also
classified as allegations, made by Students or their Authorised Fepresentative.

Exclusions:
This procedure does not apply to:
» Complamiz made by Employvees or members of the public in relation to
Student conduct. For these Complaints please refer to the Student Code of
Conduct Policy.

- Appeals.

3. Procedure Overview
The Student Complaint Management Procedure establishes the process for

managing Complaints made by Stodents, in line with the College's commitment to
natural justice amd procedural faimess. The College will uphold appropriate
standards thronghout the Complaint Management process.

4. Procedures

4.1 Seekking help and support services

For information on where to seek help m the first instamce, refer to the Colleze’s
Student Complaints and Appeals hManagement System.

Students who are considering making a Complaint may sesk assistance and support
from College support services, Student represemtative organisations or Mediation
services. |hese may mclude:

a Psvcholomst, Counsellor or Dhsability Support Officer from Student Sernices

an Advocacy Officer from the Student Guild

a languagzs imterpreter

a Stodent Belationship Officer

Mediation support. Independent MMediation i1s available through the Duspute
Eesolution Branch Cueensland Department of Justice and Attomey-General.

WA Pl B

4.2 Authority to Act

Students who would like an Awthorized Eepresentative to act on theirr behalf
relation to making a Formal Complamt nmst arrange official permussion with the
College m accordance with the Student Authonty to Act Procedure.

4.3 Making an Informal Complaint
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The Collepe encourages Students to try to resolwve their problem or concern informally
in the first instance.

Any Stadent may raise an izsue informally or provide constructive feedback at amy
fime via the Student Complants and Appeals website, face to face, by telephone or
email or In wntng.

Many problems or concems tend to amse through musumderstandings and in most
cases, they are best dealt with quickly and mformally with the person concemed. It 13
important that the Student provide as nmich detail as possible about the 1ssue when
thevy first raise it to facilitate an informal rezolotion.

When raising a problem or concern, it is important o gmive full details and adwvise a
preferred cutcome or desired resolution. This will help the investigating officer make
sure the problem or concem 1z dealt with ymder the comect process. Students are also
encouraged to disclose amy underlyving persomal or other issues that may have
contnbuted to, or exacerbated. the problem or comcerm. This will help the
mvestigating officer to try to appreoach the Student’s problem or concem In a more
holistic way, mcluding referral of the Stodent to other fomms of support and
assistance.

If an atternpt at informal resolution of the issue 13 not successfinl. or a Student does not
feel comfortable seeking informal resolution. the Student cam make a Formal
Comuplaomnt.

4.4 Making a Formal Complaint

If a Student feels uncomfortable about having ther Complamt dealt with mformoally,
or has not been able to resolve it informally, they can choose to have their Complaimnt
dealt with formally.

All Formal Complaints pmoust be made by the Student, or their Authomsed
Eepresentative, with the exception of an mwvestizating officer who iz requred to
escalate an Informal Complaint to a Formal Cemplaint on the Student’s behalf.
Students cam make a Formal Complammt. including snonymons Complamts, at any
time by uzing the College's Student Complaints and Appeals Management Svystem.
Students who request a copy of the Student Complaint and Appeal Policy and this
Procedure will be referred to the College's Policy Library to access the CuTTent version
of these documents.

All Formal Complaints submitted to the should nclude:

1. a descoption of the Complaint and when or where it happened. This should be
brief and to the point; and

2. whether the Student has already spoken with someone (such as an Employee)
about the Complaint or taken any other action to resolve their Comxplaimt
mformally; and

3. copies of any relevant documentation or commespondence; and

4. what outcome is being sought by the Student.

All Formal Complaints should be made within 12 momths of the imcident or issue
ocowring. Students normally will not suffer any form of disadvantage as a result of
making a Complaint. However, the making of vexatious or fmvelous Complaints may
result in the Student's comduct being investigated, and may also result in disciplmary
action, under the Student Code of Conduct Policy.
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