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INTRODUCTION

The National Commission for Academic AccreditationA&sessment has been established in the
Kingdom of Saudi Arabia with responsibility for determining standards and criteria for academic
accreditation and assessment and for accrediting postsecondary institutions and the programs they
offer. The Commissiofis committed to a strategy of encouraging, supporting, and evaluating the
guality assurance processes of postsecondary institutions to ensure that quality of learning and
management of institutions are equivalent to the highest international standalsse Migh
standards and levels of achievement must be widely recognized both within the Kingdom and
elsewhere in the world.

This Handbook has been prepared to assist institutions in introducing and developing internal quality
assurance processes and lieparing for the external peer reviews that the Commission will conduct
to verify the achievement of high standards of performance.

Part 1 of the Handbook is intended to give a general overview of the system for quality assurance and
accreditation. It dscribes the principles that underlie the approach taken by the Commission,
summarizes standards that will be applied in quality assurance and accreditation judgments, and
briefly outlines the stages involved in the approval of institutions and accreditdtprograms. This

part of the Handbook also includes an explanation of a number of terms used for the quality assurance
and accreditation system in Saudi Arabia.

Part 2 of the Handbook focuses on internal quality assurance processes. It providesoadvi
establishing an institutionés quality center, pr
educational programs, and self study and improvement of institutional activities. Templates for use in
preparing reports are included in append.

Part 3 of the Handbook provides details of what is required in preparation for and the conduct of
external reviews. These processes relate to applications for approval and accreditation of a new
institution, the accreditation and-aecreditation bprograms, and institutions on a five year cycle.

Parts 1, 2 and 3 of the Handbook should be read in conjunction with two other key documents, a
National Qualifications Frameworgetting out the learning expectations and credit requirements
for levels of academic awards and two documents setting out standards for accreditation. The
standards deal with eleven areas of activity in higher education institutions. The primary
standads documents ari®tandards for Quality Assurance and Accreditation of Higher Education
Institutionsand Standards foQuality Assurance and Accreditation of Higher Education
Programs. Both of these are accompanied by companion documents providireydaktion

scales for assessment of performance in relation to the standards. Statements of standards for
special situations are being progressively developéase include programs offered by distance
education, and standards for technical training ferwigh technical training programs in
community colleges established by universities. Supplementary documents dealing with other
special issues relevant to distance education and to programs in different special fields are in
preparation. Separate statts of standards for technical training will also be provided. These
documents explain the standards expected by the Commission and are intended to serve as
important guides for continuing improvements in quality.
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CHAPTER 1

Administration of Quality A ssurance Processes

The organizational arrangements procedures outlined in this chapter have been found to

be effective in higher education institutions in many parts of the world. They should be
implemented in flexible ways that take account of the diif¢esize and complexity of

institutions and the nature of programs offered. New and different strategies are

encouraged, and the quality system itself should be reviewed and improved as part of an
institutionds qual ity aecossistendawiithwehatsigeneralys s . I n
considered good practice and planned with the goal of improving quality in all aspects of

an institutionds activities are encouraged.

Committed support and encouragement from the most senior levels of an institaition ar
essential preequisites for an effective quality assurance system. This should include a
commitment of support from the senior policy making body (a Council, board of trustees,
or a board of governors or equivalent body), leadership from the heaslingtitution

(the Rector or Dean), and adequate support for the costs and services required for an
effective quality assurance system. Howehegh quality cannot be achieved by the
actions of leaders alone. A commitment to quality must be sharedjtiaithe

institution, with individual members of teaching and other staff, and organizational units
throughout the institution, evaluating their own performance, doing their best to improve,
and contributing cooperatively with others to institutional iayement as valued

members of the institutional team.

1.1 Quality Assurance, Provisional and Full Accreditation

Quality assurance is primarily an internal responsibility and depends very heavily on the
commitment and support of all of those involved imadstration, management, and
teaching in an institution. The procedures and standards outlined by the National
Commission for Academic Accreditation and Assessment are based on an expectation
that institutions will accept that responsibility and takprapriate action to ensure high
guality is achieved. The information provided in tHsndbookis intended to guide and
support those processes.

However the importance of the higher education system for students, their families, and
the wider communitys such that quality cannot simply be assumed. It must be verified

by independent processes that can give confidence to everyone concerned that high levels
of quality are being achieved. The accreditation processes for higher education
institutions and te programs they offer provide this verification.

Accreditation can be granted at two stages.

First when an institution or a new program is planned provisional accreditation can be
granted. Provisional accreditation is based on the plans for the institution or for the
delivery of the program concerned. It is only provisional because the gualithabis
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done will depend on the implementation of those plans. However if an institution or a
program has been provisionally accredited those responsible for providing resources, the
students who enroll and their families, and employers who may hagly ton the skills

of the graduates they employ can proceed with confidence.

For an institution to be provisionally accredited the plans for its establishment must be
presented in sufficient detail for the NCAAA to have confidence that all the retgnte

for quality assurance that are described in the following sections will be met, and that
sufficient resources, including staffing, facilities and equipment will be available as the
institution progresses through it early stages of development.mihementation of the
guality assurance processes and the provision of these resources will be monitored and
plans must be implemented if the provisional accreditation is to be retained.

For a program to be provisionally accredited the details of trgrammromust be provide.
These plans must provide much more than a simple description of the program course
structure and content. The plans must include how the courses will be taught and
studentso6 | earning eval uat emestobéelpoeded mu st
including library and IT provisions, staffing, facilities and equipment and other
requirements and a schedule of when these resources will be available for staff and
students. The plans must include the introduction of the prodbssesll be expected

when the program will be considered for full accreditation as described later in his
Handbook

Second, when the first group of students has completed the program and the plans have
been fully implemented the institution and its programs can be granted full accreditation.
This is official certification by the NCAAA that its standards have been aethieAfter

that there is a further independent evaluation by the NCAAA once every five years to
certify that the institution and its programs are keeping up to date with developments and
quality is being maintained. The processes followed by the institiiself and the

review procedures for accreditation are described in detail below and in Part 3 of this
Handbook

The processes described in tHendbookfor a five yearly periodic self study apply to
both periodic evaluations by the institution orragram for its own improvement and as
preparations for an external review for full accreditation exaereditation.

1.2 Criteria for Quality Evaluations

Evaluations of quality involve judgments about two main elements, the extent to which
goals and bjectives are achieved, and consistency with generally accepted standards of
performance in higher education.

The goals and objectives should be based on a clearly defined mission that is appropriate
for an institution of its kind and circumstances. Thesmon, and the goals and objectives
derived from it are for an institution to determine. However some criteria for an
evaluation of the mission are included in the standards specified by the Commission.

@
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The generally accepted standards defined by tmen@ssion in eleven broad areas of
activity relate to inputs (the level and quality of resources available) processes followed,
and outcomes or results achieved. In each case the judgments about quality are not just
about whether a resource is availablpr@cess followed or an outcome achieved, but

also about how good these are compared with standards of performance at other good
quality institutions of similar kind. Consequently it is necessary to identify institutions
with which comparisons on importamatters can be made and make arrangements for
collecting (orsharing)information so this can be done. The levels of performance
identified in this way are benchmarks to be used in setting performance objectives.

The Commission has identified a numbé&important items as Key Performance

Indicators and will be collecting information from institutions relating to these indicators.
SeeATTACHMENT 2 to this Handbook. When this is done the Commission intends to
aggregate the data so that national #guon these items are available and can serve as
benchmarks. Other benchmarks should also be established by institutions, dealing with
matters that are important to them in their own quality improvement strategies. These
benchmarks can be based on insitins within Saudi Arabia or in other countries.

However because an important objective for Saudi Arabia is to demonstrate standards
eqgual to good international standards, at least some of the important benchmarks should
be based on performance at gooiginational institutions.

1.3 Quality Planning and Review Cycle

The process of improving quality involves assessing current levels of performance and
the environment in which the institution is operating, identifying strategic priorities for
improvemen@nd setting objectives, developing plans, implementing those plans,
monitoring what happens and making adjustments if necessary, and finally assessing the
results achieved. These steps involve a repeating cycle of planning and review. Major
plans maynvolve a sequence of activities over a number of years, with a number of steps
to be taken and results of each step assessed at stages within that longer term plan.

While the monitoring should be continuing, there are normally two time periods when
more brmal assessments take place, one annual as performance is monitored and
adjustments made as required, and one on a longer term cycle in which major reviews are
undertaken on a periodic basis. For issues relating to quality assurance and accreditation
petiodic assessments should be planned to coincide with thgdady external reviews

for accreditation and raccreditation conducted by the Commission.

Although this planning and review cycle is presented as a set of steps in a linear sequence
with set timelines, in practice steps may be repeated or changed in a flexible way in
response to feedback and changing circumstances.

For example, a review ofepformance may lead to a conclusion that objectives need to be
redefined and a new plan for development prepared.
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In considering these phases it should be recognized that they relate to a number of
different levels of activity within an institutiénto theinstitution as a whole, to academic
and administrative units within it, and to individual programs or groups of programs
managed by a department or college.

Planning and Review Cycle

Five Yearly
Review

A
1

Review
Performance

Environment
Scan

»| Define/Review

A 4

T

Yearly

Monitor
Results

Action Plan

l

A

Implement
Plan

Mission/Goals

A 4

Set Objectives

l

Develop Plan

A

When applied to planning for quality improvement some of the stethss planning

cycle have special meaning. For example, the scan of the internal and external
environment at the initial stage should include a thorough assessment of current quality

of performance and an analysis of constraints and opportunitiesvielogdment. A
SWOT analysis (Strengths, Weaknesses, Opportunities and Threats) can be a useful
planning tool at this stage.

A major development strategy will normally be phased in over a period of years with
implementation, monitoring and adjustments through action plans on an annual basis.

It is important to periodically step back and carry out a thorough review of thamete

and effectiveness ofann s t i t utb peoodiéally resiewdhe appropriateness and
effectiveness of a program.

A periodic self study of an institution should be comprehensive, and incluee a re

examination of the environment in which the ingion is operating and any implications
of changes

or expected
of a program should consider all aspects of the program delivery and supporting

devel opment s

for

infrastructure, and the quality of leamgiby students. In any periodic self study a report

should be prepared that includes an analysis of variations in original plans that may have
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occurred over the period, evaluations of the degree of success in achieving objectives,
assessments of strehgtand weaknesses that need to be addressed in future planning,
and plans for responses to those assessments.

The primary purpose of a periodic self study
improvement, but reports developed are also usedasisfor the external reviews by

the Commission for raccreditation. For this purpose there are some specific

requirements and these are set out in Part 3 oHtmslbookwhich deals with the

external review processes.

1.4 Organizational Arrangements
1.4.1 Appointment of a Quality Director

A senior person responsible to the Rector or Dean or a senior Vice Rector should be
appointed to |ead the institutionds quality
appointment and the title used for the posiwill depend on the size and complexity of

the institution but the person appointed should have sufficient seniority to provide

effective leadership within the total institution and ensure compliance with institutional

guality assurance arrangements.

1.4.2 Establishment of a Quality Center

An organizational unit, commonly called a quality center, should be established within

the institutionds central administration. T
to the quality director referred above and assist in coordinating institutide quality

assurance activities.

1.4.3 Responsibilities of a Quality Center
Particular tasks should include matters such as:

advising on institutiorwide priorities and strategies for quality improvere

assisting internal academic and administrative units in the development of quality

improvement strategies within their own areas;

1 establishing and monitoring selfsessment processes and reporting
requirements;

1 providing training for faculty and dfan the institution together with advice and
support as required,;

T devel oping a procedures manual describing
processes for quality assurance; specifying criteria for selection and formats for
indicators, benchmarks, aotjectives; preparing standard forms for matters such
as student and graduate surveys; and advising on operational procedures for the
planning and implementation of quality processes;

1 maintaining systematic collections of reports on performance includiragosh

indicators and benchmarks that will be required for analysis and reporting on

il
il
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trends in performance and changes in the environment within which the
institution is operating

1 coordinating and leading the preparation of periodic self studies fordevatbn
within the institution and for use in external reviews.

A separate document suggesting the roles and responsibilities of a center of this kind has
been prepared by the Commission.

1.4.4 Formation of a Quality Committee

A quality committee shodlbe established with membership from all major academic and
administrative units including both colleges and other functional areas, to work with the
guality center in planning and carrying out responsibilities for quality assurance. A
senior administratr such as an academic Vice Rector would normally chair the
committee and work closely with the director of the quality center in leading and
supporting the institutions quality assurance activities. The members of the committee
should be informed about dmommitted to quality assurance and have capacity to
provide leadership within their own areas of activity in the implementation of quality
assurance processes.

1.4.5 Crosslnstitutional Involvement in Quality Assurance

All organizational and administiige units should be involved in quality assurance, with
performance monitored and plans for improvement made and implemented. Summary
reports need to be prepared regularly so
governing body are aware of what is ogtw. These regular reports do not need to be
large or complicated, but should include key performance indicators relating to the most
important objectives, and an indication of whether the short term results on operational
plans conform to what is regett if the longer term strategic plans and objectives are to
be achieved.

In many cases it has proved valuable to appoint quality assurance officers, establish a
small quality unit and form subommittees within colleges or large departments, or other
orgarnzational unite €.g.libraries, and major administrative departments) to consider the
programs and services they offer and provide assistance with quality improvement. It is
extremely important that any units or committees of this kind cooperate clagelgnwv
institutional quality center and support any institutwide quality improvement

initiatives. The existence of units of this sort within colleges and other organizational
units can give credibility to quality initiatives for faculty and staff videntify closely

with their special academic field or area of activity and help to provide specialized
assistance and resources or arrange training programs that deal with particular issues
found in that area.
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1.4.6 Monitoring Performance

There shoulde an assessment of performance by academic and administrative units at
least once per year. This need not be a major task, for example it could be simply a brief
analysis of performance in relation to selected items from the self evaluation scales, a
check on progress made in implementation of plans for development, and consideration

of data on certain selected performance indicators. The choice of indicators will depend
on the area of activity and the nature of the plan, but they should be thingothat a

progress to be monitored annually even though a plan may take several years to complete
theanalysis should include details of any adjustments that should be made in planning or
corrective action required.

Templates have been developed by the Cosionidor this annual reporting on courses

and programs. However this has not been done for other administrative and
organizational units because what is needed in this analysis will vary widely for different
functions. Whatever format is used for thislgsis and reporting there should be some
formality in requirements for analysis and reports to prevent the assessment being
overlooked. The reports should be prepared by those responsible for particular functions.
If administration of a function is disbuted to different parts of an institution, selected

items of information should be provided from each distributed section so the overall
quality of performance for that function can be monitored.

The Rector or Dean, and other senior administraturald be aware of the goals and
objectives of organizational units, the outcomes of their self evaluations and of the
priorities for improvement on the part of those delivering services. Consequently brief
reports should be prepared for them and for asgtutional committees with
responsibility for overseeing the function concerned.

Comprehensive sefftudies followed by external reviews by the Commission will occur
every five years. This time period is too long to go without some general review of
performance. Consequently there should be an internal review comparable to the
preliminary sefevaluation during this period. A two or three year period would be the
norm, but the time could be longer or shorter depending on the circumstances of the
institution, and it may vary for different activities within the institution. Like the initial
step, the rating scales from the Self Evaluation Scales for Higher Education Institutions
should be used, together with relevant surveys and other sources ofitidorm

Indicators should be selected, results reported on, and plans for improvement
reconsidered as for the initial s@lésessment.
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1.5 Initial Quality Planning and Evaluation
1.5.1 Initial Quality Planning for a New Institution

(A new institutionbuilt on the foundation of an existing institution or formed by the
merger of two or more existing institutions should follow the steps outlined below for
existing institutions)

In a totally new institution the plans for a quality assurance system diepictpared as

an integral part of the general planning for the institution. These plans should be included
with documentation submitted to the Commission for provisional accreditation at the

time the planners of the institution submit their plans tdoéistathe institution to the

Ministry of Higher Education for its approval

Details of requirements for provisional accreditation and documents that must be
provided to the Commission for this purpose are included in Chapter 1 and
ATTACHMENTS 2, 3 and4 of Part 3 of this Handbook.

1.5.2 Initial Quality Planning for an Existing Institution

As noted above, these processes should be followed for any existing campus or campuses
as part of initial quality planning for a new institution that includes them.

There are two major tasks involved in initial quality planning for an existing institution.
One of these is to establish a quality center and introduce systems to meet the quality
assurance and accreditation requirements of the Commission. The seoorwhiduict

an initial self evaluation, identify strengths and weaknesses in quality provision, and
develop strategies for improvement.

The recommended first step is to establish a quality center and a quality committee as
described above, and to use thextter and committee in arranging the self evaluation
and developing a strategy for progressively implementing quality assurance requirements.

For an existing campus or campuses that are being incorporated into a new institution a
committee should be estahed and staff appointed to lead a self evaluation of activities
at the existing campus. Any improvements required should be incorporated into the
planning arrangements for the new institution.

As noted above the Commission has developed a set ofétéyrfance Indicators for

use in evaluating quality (séef TACHMENT 2) and data on these KPIs should be
consistently obtained and used as evidence for quality assurance. However each
institution should add additional KPIs that are appropriate for itsrission and
objectives, specify clearly the data requirements for them, and include these in its own
evaluations as well.
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1.5.3 Carrying Out an Initial Self Evaluation

The first stage in the process for each unit should be a frank assessment of existing
performance.

The scope of the initial evaluation should be comprehensive. It should deal with
programs in all areas, and with facilities, equipment, services and administrative
processes.

The rating scales in tigelf Evaluation Scales for HighBducation Institutionshould

be used Thesescales are likely to indicate that some are done very well, some things are
not doneandsome are done pootlylhe information about current levels of

performance will provide a benchmark against which fuimgrovements can be

assessed.

Preparations

All members of faculty and other staff should be informed about the initial self
evaluation and their cooperation sought for the processes to be followed.

The announcement should explain the main reasonshehgvialuation is taking place as

a basis for developing plans for quality improvement and accreditation and why that is
important. Reasons would normally include benefits for students and faculty and other
staff at the institution, for the wider communiand for national development.

Information should be given about the processes to be used and opportunities for
individuals to have input. This communication should emphasize that the objective is not
to find fault or to criticize, but rather to provideealistic basis for plans for

improvement.

A senior member of staff of the institution should be appointed to lead the process
working with the assistance of a quality center. A planning or steering committee should
be established chaired by the perappointed to lead the process. This steering
committee could be an existing quality committee, or a special committee could be
appointed for this particular task.

The committee should prepare a strategy for carrying out the evaluation. This will
normallyinvolve appointment of subommittees to carry out particular tasks related to

the 11 standards identified by the Commission. Different procedures may be appropriate
for different functions or organizational units within the institution.
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1.54 Managing the Self Evaluation

Subcommittees should investigate and provide informadiot report®n one or more
standards using tHgelf Evaluation Scales for Higher Education Institutioii®ie sub
committees should include representation from units resgerfsibfunctionsconsidered
users of the service provided, and wherever possible someone independent of that
function to ensure some independence and objectivity in the judgments made. Students
should be included in sulbmmittees where appropriate.

Thesubcommittees should consult with those responsible for the function they are
considering and with users of those services, and consider any evidence of quality that is
available including documents, survegad statistical data such as information fritve

student record system. They should complete the self evaluation scales using the starring
system described, and indicate priorities for improvement where relevant.

Although some of the groupings of statements of good practice may coincide with the
administrative responsibility of academic or organizational units, others will not, and this
will vary for different institutions. This means that in completing scales from the Self
Evaluation Scales for Higher Education Institutions for these functionay be

necessary to gather information from both the central units and other parts of the
institution providing similar services.

This requirement to obtain information from different parts of an institution has particular

relevance to programs, whicheaoffered by colleges and departments throughout the

institution. The quality of programs is a major issue in any educational institution.

However there may be many programs and this could be a very large task. Itis

recommended that evaluations be @@rithin each department with results consolidated

at the level of colleges before being brought together for a summary evaluation in the

tot al institution report. The summary eval ua
all programs, but one thatadtifies both common elements and significant variations.

This approach should also be used in considering possible differences between sections

for male and female students.

The self evaluation scales are intended to draw attention to processesl|aativevdata

that are needed, and to help identify priorities for improvement. It is not expected at this
initial stage that an institution would satisfy all of these standards or follow all the
processes that are included in the self evaluation sdalissalso likely that for a number

of items valid evidence will not be available and benchmarks will not have been
established. Because of this reliance will have to be placed on opinions and limited data.
If relevant evidence is not available, thattself is a quality matter that should be stated
clearly in reports prepared. Providing for the gathering of such evidence should be
considered in suggesting priorities for improvement.
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Opportunities should be provided for stakeholders or members ohiversity

community, including users of various services, who are not directly involved in the
process to provide comments and advice. Submissions or presentations of this sort should
be acknowledged, and should be considered carefully by those praeponts.

Report on an Initial Self Evaluation

A report should be prepared on the outcomes of the evaluation, indicating the processes
followed in conducting the evaluation, the conclusions reached, identifying areas of
particular strength or requirirggtention, and summarizing the evidence on which those
conclusions were based. Reports by sub committees or working parties should be
attached and summaries of their procedures and conclusions incorporated into a single
document.

The report should incllelrecommendations about matters that are considered of highest
priority in a plan for quality improvement.

Suggested Structure for an Initial S8fudy Report
Executive summary of the sedfudy processes used and the major conclusions reached.

Proces followed in conducting the self evaluation including the plan for conducting the
self study, membership and major responsibilities of committee and acpsuhittees
processe$or consultation, and major sources of evidence of quality used.

Report oreach of the eleven standards indicating for each standard the process followed
by the subcommittee, sources of evidence and major conclusions including priorities for
improvement.

Concluding statement summaginajor conclusions and priorities forten that may be
required for improving quality. This should take account of both the reports on quality in
relation to each of the standards and the mission and strategic goals for development of
the institution.

1.6 Developing a Strategic Plan for Quligty Improvement

As noted above a plan for quality improvement should include two major elements,
planning to progressively implement arrangements to meet accreditation requirements for
guality assurance if these are not already in place, and planrdegltwith any problems
identified in an initial self evaluation.

In an institution implementing quality assurance processes for the first time involvement
in quality assurance processes by different organizational and administrative units may
need to belpased in as experience is gained and faculty and staff become more confident
about the processes involved. (See suggestiohN§ TACHMENT 1)
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1.6.1 Quality Assurance Requirements for Accreditation

The timing for introduction of these requirements waty in response to the experience
and circumstances of different institutions and the extent to which these arrangements are
already in place. Subject to these variatjdins following requirements should be met.

1 Establishment of a quality center, apptment of a director for the center and
appointment of a quality committee chaired by a senior member of the
institutiondbés administration. (This has

1 Establishment of arrangements for quality assurance inreajin organizational
unit within the institution (for example, colleges or departments, deanship of
research, organizations responsible for financial affairs, facilities and equipment
etc). What is needed will vary according to the size and functions of
organizational units. However the arrangements will usually involve appointing
an individual as a quality officer and establishing a committee to provide
coordination, leadership and advice on what should be done within the unit.

1 Preparation of program sgiécations and course specifications for each program.
In most cases this is likely to be a staged process with action taken initially in
selected departments and progressively extended to others.

The development of these program specifications wiltineenclude checking for
consistency with thélational Qualifications Framewortteveloped by the Commission,
and for meeting accreditation standards in professional fields. (As an interim
arrangementonsideration should be given to standards definedtbgnational

specialist accreditors pending development of standards for professional fields in Saudi
Arabia).

Introduction of student evaluations of courses and programs

Introduction of course and program reports using the templates developed by the
Commission. As for the program and course specificattbrswill usually be done
progressively for different departments.

Specification of performance indicators to provide evidence of quality in various
areas of activity

Appropriate indicators shadibe specified for each major organizational unit, and
selected key performance indicators specified for functions (such as educational
programs) that are carried out in different parts of the institution. (See note below on
Key Performance Indicators idfied by the Commission).
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Identification of performance benchmarks for assessment of quality relating to the
main quality indicators specified

Benchmarks could involve either past performance or comparisons with other
institutions, but should includet least some appropriate external comparisons

Identification of relevant statistical information to provide evidence of quality of
performance and establishment of arrangements for that information to be
routinely provided to those who need it for thei evaluation and planning activities

Provision of training programs for faculty and staff in matters relevant to the
improvement of quality

1.6.2 Other Priorities for Improvement following an Initial self evaluation.

It is likely that a number of issuedentified in an initial seHevaluation will be addressed
through the introduction of the quality processes described above. Others will require
special attention through appropriate strategies for improvement.

In some casesction will be needed offithe institutonaswh ol eo0 basi s to deal
any general problems or concerns affecting the institution as a whole. In other cases

action may be needed within individual organizational units or sections of the institution

to deal with issues and connsrthat have been identified there. The institutional

strategic plan for quality improvement will give attention to issues affecting all or most

parts of the institution but should also provide support for local internal initiatives where

required. Interal organizational units would be expected to develop plans that

complement the institutional plan and also deal with specific issues relating to their

particular area of activity.

1.6.3Dealing with Uncertaintiesabout Future Funding

Plans for improvement, whether supported from existing resources or extra funding,
should have specific objectives, with timelines set and indicators of progress towards
those objectives decided upon. These would normally be developed at two levels,
stratayic plans for development over a medium time period such as five years, and annual
operational plans with specific objectives that contribute to the staged development of the
strategic goals and objectives over time.

The longer term plans may need tealve assumptions about the resources that will be
available since funding will normally be allocated to institutions over shorter periods.
Plans should include risk assessments dealing with this funding issue as well as other
possible concerns applicatiedifferent development strategies, and adjustments may
need to be made in the light of later developments. Uncertainty about future funding is
common to educational institutions and cannot be allowed to prevent effective long term
planning.
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1.6.4 Redtionship of a Strategic Planfor Quality Improvement to General Strategic
Planning

At the initial stage of preparing for the introduction of a quality assurance system,
assessing current levels of quality and planning for quality improvemstrategi@lan

for quality improvement might be prepared as a separate activity. Howeeatly

represents one important element in a broader strategic plan for the institution that might
include such things as financial mastedevelopment of facilitiestroduction of new

fields of study and so on, each of which would be represented in broad goals for
development and with objectives and appropriate strategies for achievement.
Consequently the plan for quality improvement should be seen as one important
component of a broader strategic plan, with goals defined and objectives established, and
strategies for implementation described in a way that is comparable to other strategic
planning priorities.

1.7 Other Issues

Additional comments are made on some isghat have been raised by institutions
that have been identified as matters of concern in institutional and program reviews.

1.7.1 RelationshipshetweenSections for Male and Female Students

Organizational difficulties can arise because of diffieglin communication between
sections for male and female students. Arrangements must conform to cultural norms in
the Kingdom. However these do not prevent full participation on committees and sub
committees by female members of faculty and staff usppyopriate means of
communication.

Variations in quality can occur for a number of understandable reasons including
difficulties in recruiting appropriately qualified staff, recent development of a section of a
campus, or extension of a program wigsaurces still to be fully provided. Variations

such as these must be expected and will cause no difficulty in a review for accreditation
provided they are recognized amcknowledgednd appropriate strategies are in place to
overcome the problems. Théjective must be to provide services and resources of

equal quality, and to achieve equal standards of learning outcomes of for all students and
if this is not the case for particular reasons on a short term basis, action must have been
initiated to ovecome the problems as quickly as possible.

With respect to standards required for accreditation

An institution with sections for male and female students is one institution and the
standards apply to the institution as a whole.

A program offered in di#rent sections for male and female students is one program and
the standards apply to the program as a whole.
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This does not mean that any assessment for either the institution or a program is
Afaveragedo across the t wo msstbe tollectedsn. Il nf or ma
common form for each section in any quality report (annual report or periodic self study),

then combined into a single report that identifies any common strengths or weaknesses

and any significant variations. If there are any sigaiftovariations in quality between

the sections the report should acknowledge this and include plans for responding

constructively to the problems found.

The requirement to combine information from different sections means that information
must becollected in similar form using comparable standards of judgment. To help
ensure that this can ocgtoth sections should participate on steering committees and
subcommittees, and be involved in planning surveys and data collection including the
selectiom of quantifiable performance indicators.

1.7.2 Reporting on Programs in an Institutional Evaluation

Institutional evaluations and reports must include educational programs. They are the
core function of the institutionHowever the way this is dongs a little different from

other functions because there are other thorough processes for the evaluation of each
program and each of the courses included in them.

What is needed in relation to programs in an institutional evaluation and report is an
oveniew of all of the programs, something that is not provided for in the individual
program reviews. The process is essentially one of combining certain selected
information about all the programs and reporting on the overall result and significant
variatiors from it. In situations where a number of programs are managed by
departments or colleges this should be asteme process with combinations at college
level initially, and then further consolidation for the institution as a whole.

At the initial stag as described above for institutional self assessments, the rating scales
for Learning and Teaching should be completed for all programs (though how and when
this is done must be carefully considered as part of an implementation strategy). These
scales rnight be supplemented by other information available for all programs such as
program completion rates, or by student ratings of the quality of their programs. The
scales can then be aggregated, (for a college, or for the institution depending on the size
of the institution) and significant variations in the ratings noted. Some suggestions for
combining ratings in this way are included in the section on combining assessments
below.

The planning process should allow for an appropriate balance of lodhllitgxand
overall coordination. The requirements for effective learning and the environment
affecting programsvaries for different fields of study. It is entirely appropriate for
colleges (and programs) to have different priorities and there shewicbipe in planning
for these priorities to be addressed.
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However because of the importance of learning and teaching as the central task of an
educational institutiont is likely that one of the major goals and strategic plans for the
institution wil focus on the development and improvement of programs across the
institution. Annual operational plans would also normally be prepared for the
institutionds programs generally.

This means thaas well as providing for developments that departmernisalteges

require for their particular sphere of activitigere must also be scope for total

institutional priorities and for policies established for programs throughout the institution.
This should be done if general institutional policies are estaddi for programs, or if

any general weaknesses are found in all or most programs.

It is generally regarded as good practice for an institution to decide on certain
characteristics (or attributes) of graduates that it wants to develop, and for atton to
taken in all programs to develop those characteristics. For exanplestitution may

decide as an overall institutional policy that its graduates should be particularly skilled in
information and communications technology or that they should hiewarly good at
applying their learning in creative problem solving. If this is done, attention should be
given to these outcomes in all programs in addition to the outcomes sought in particular
courses of study. Indicators of achievement relatingdee special institutional student
attributes should be developed and used throughout the institution.

While a lot of detail is needed for the annual reporting and planning within individual
programs, this is not neededla¢ institutional level and would be unmanageable for an
institution as a whole. Consequently a small number of key performance indicators
should be selected for reporting within the institutional monitoring process. The
indicators may vary according to iftational mission and priorities, but should always
include progress towards total institutional policy initiatives for programs and some
general measures of quality of outcomes and processes that are directly related to them.

Some possible examples are
1 Current statistics and trends in student progression and completion rates;

1 Current statistics and trends in student assessments of teaching or quality of
programs;

91 Data on graduate employment outcomes;

1 Extent of staff involvement in professiorddvelopment activities relating to
teaching quality;

1 Number and proportion of program reports that comply with requirements that are
completed by a specified date.
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The indicators selected should include the Key Performance Indicators required by the
NCAAA, and also others needed for the institufown policy objectives and quality
improvement strategies.

1.7.3 Developing an Institutional Overview for Functions that are Decentralized

Quality assurance processes should be followed within all acadechi@zdministrative

units in an institution. Where a unit provides services for the total institution, as is often
the case for central administrative functions, the evaluation and reporting of unit and
institutional performance are relatively straightward, though it is important to include
the perspectives of the recipients of the services as well as those of the providers.

When functions are decentralized and managed by different academic and administrative

units, the evaluation and reporting peeses should be followed in each unit and also

consolidated to provide an overall picture of the quality of that function for the institution

as a whole. For example, if some library facilities are managed within colleges it would

be appropriate to consgdthe effectiveness of the library function within each college as

part of the collegeds quality evaluation, an
library provision for the institution as a whole, including both the central library and

provisions within the colleges. The rating scales inSb# Evaluation Scales for Higher

Education Institutiongre intended to help with this process.

The planning and delivery of educational programs is an obvious example of the same
relationship. Qualityassurance processes must of course be carried out at the level of
courses and programs, and considered at the level of the academic departments or
colleges within which they are managed. Provision at the level of programs will be the
primary focus for ppgram accreditation judgments. HoweubBere also needs to be

overall institutional consideration of the quality of its programs as a whole, and capacity
to identify areas within the institution where improvements may be required.

In some cases eduaatial support functions will be carried out within departments or

colleges, and reports should be provided to those departments of colleges in the first

instance. In other cases functions may be managed centrally for the total institution and
therepotso t hose activities would be provided to
administration. There are also other functions where there is a combination of central
administration and decentralization, with services provided locally within colleges or

departments asell as centrally. Library services are sometimes managed in this way

with a central library and branch libraries in at least some colleges. However these

functions are organized, it should be possible for the overall quality of the function within

the irstitution to be monitored by those with ultimate responsibidith e i nst i t ut i ono
senior management and governing board.
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If a particular function is managed centrally as a service to the total institution
evaluations need only be done once. Howe\usrassential that the evaluations provide
for input from the full range of stakeholders across the institution. (The management of
buildings and grounds might be an example of such an activity)

If a particular function is fully or partly decentralizecdamanaged by a number of

different sections within the institution, the quality of provision of that function should be
evaluated by those involved within each of those sections, but it must be also be possible
for information to be consolidated to provide overall picture for that function for the

whole institution, in a way that identifies areas within the institution where there are
particular strengths, or weaknesses that may require special attention.

The Self Evaluation Scales for Higher Educatiostitutionsdescribes standards and

rating scales in eleven areas of activity. The use of these scales should make it possible
to aggregate assessments for the institution as a whole, and at the same time to identify
organizational units within the ingition where there are significant variations from the
overall level of performance. For example:

(a) Where a function is managed once for the institution as a whole (possible example:
Governance);

It should be possible to use the rating scales ferfthnction once in a single assessment
for the total institution.

(b) Where a function is decentralized and managed in different organizational units
throughout the institution (possible example: Learning and Teaching);

Ratings on Learning an( College or| College or| College or| Etc. Total
TeachingScales Program 1| Program 2| Program 3 Institution
4.1 Student Learning | XXX XXXX XX XXX
Outcomes

4.2 Educational XXXX XXXX XXX XXXX
Assistance for Students

4.3 Quality of Teaching| xxx XXXX XX XXX
4.4 Supportor XX XXX XX XX
Improvements in

Teaching

4.5 Etc.

Overall Assessment XXX XXXX XX XXX

In this example there is considerable variation between the evaluations for different parts
of the institution. The overall assessment is much less important than the variations and
it is those that should receive most attention. College or Prograrm2 sede
functioning fairly well, though there is room for improvement. However College or
Program 3 appears to be having difficulties. The ratings for Student Learning Outcomes,
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Quality of Teaching and Support for Improvements in Quality of Teachingildosv

and the information suggests that some action is needed in this College or Program to
improve this set of related items. There may also be a case for developing a general
institution wide strategy to improve what is done to support improvenretgaching

which seems to be a general weakness for the institution as a whole.

C. Where a function is partly managed centrally and partly decentralized to different

organizational units (possible example: Learning Resources).

Ratings on Learning Central College or| College or| Etc. Total
Resources Library Program 1| Program 2 Institution
6.1 Planning and XXX XXX XX XXX
Evaluation

6.2 Organization XXXX XXXX XXXX XXXX

6.3 Support for Users | xxxx XXX XX XXX

6.4 Resources XXXX XXX XX XXX
Overall Assessment XXXX XXX XX XXX

In this example also the details seem more significant for planning for quality
improvement than the overall result. The overall assessments and the total institutional
ratings seem satisfactory, but there are probler@ollege or Progma 2 that seem to
require action.

1.7.4 Relationships with Community Colleges

A number of universitiebave established community colleges that offer programs of one
ortwoy e adurat®n leading to the award of a diplooraassociatelegree. hese
awardscan be accepteaslegitimate qualificatios for employment in various areas of
activity, orin many casesan be recognizeir credit towards a bachefisrdegree
programat the parent institution.

The accreditation and qualigssurance arrangements for these colleges must be
considered from several different perspectives.

The perspective of the university which must accept ultimate responsibility

for all of its activities

't must have appropr i aiviteswhieallowingthht of t he
degree of independence and flexibility necessary for its effective operations.

The perspective of the college itself which must meet appropriate quality
standards in its administrative and service provision

The perspective ofthe programs offered by the college which must meet
relevant quality standards for the type and level of program concerned
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The accreditation requirements for a university require that it establishes arrangements to
ensure the activities of its communitglleges are of high quality. This means that

appropriate quality assurance arrangements must be in place, and the effectiveness of
these arrangements wil |l be evaluated in the
The relationship is roughly cquarable to that with particular programs in the institution.

While an individual program may be considered for accreditation, accredibétios

institution will consider adequacy of the institutieroversight of its programs and their

overall quality.

Programs offered by a community college may be technical training programs designed
to provide the specific skills required for employment in particular industries, or may be
higher education in nature designed to provide more general preparation foymem

or further study in a higher education environment. The standards expected for these
types of programs are significantly differemtd the distinctions are extremely important.

A community college could offer both types of program, but each prognast be

clearly identified as falling into one category or the other. Standards for both types of
programs are available from the NCAAA and the appropriate group of standards must be
usedin the community coges quality assurance system.

1.7.5 Prepaatory or Foundation Year Programs

A number of higher education institutions have introduced preparatory or foundation
programs to ensure that students are adequately prepared for higher education studies.

In some cases courses that had previously biered as part of a degree programs have
been relocated to the foundation or preparatory year, making it possible to replace them
with more advanced studies to keep up to date with new developments in their field. In
other cases the higher educationrdegporogram haseen reduceah length as a result of

the relocation of the general introductory courses to the foundation or preparatory year.

In addition to these program changes some institutions have arranged for the delivery of
the preparatory dioundation studies to be outsourced to another provider with particular
expertise in the studies provided.

If these arrangements are properly managed they offer the possibility of significantly
improving the efficiency and effectiveness of higher edungtirmgrams. However

there are also dangers that have to be considered and some conditions that need to be
satisfied.

Foundation or preparatory studies precede and are not part of a higher education program.
They provide the knowledge and skiixpeded of students before they begin their

higher education program. Examples inclidgeneral studies to overcome deficiencies

in a secondary education program, English language studies in preparation for courses
that will be taught in Englislcompletionof studies in subjects specified as prerequisites

for certain fields of study such as mathematics, training in independent study skills or use
of IT for students before they begin university studies that require those skills.
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A consequence of this is theabachelor degree program must still ndeétE

requirements for a minimum number of credit hours and number of semesters in higher
education studies for the kind of program concerned after completion of a foundation or
preparatory program. A program multcameet NCAAA accreditation requirements
bachelor degree program must include at least 120 credit hours with not more than 18
credit hours recognized in any one semester.

If an institution owsources provision of a foundation or preparatory progcaamother
provider, the institution must provide effective oversight and quality assurance of what is
done. The institution will be held accountable for all aspects of the program, including
safety and security for students and the quality of educatavided. Failure to

maintain the quality of an outsourced program will affect the accreditation of the
institution.

1.7.6 External or Remote Campuses

A number of universities have established campuses inlottaronsor in some cases
have acquired sin campuses as a result of restructuring by the Ministry of Higher
Education.

The quality ofthese campuses and the programs they offer are the responsibility of the
university to which they belong and their q
ensuring it is maintained wil/ be considere
accreditation.

u
d

Self evaluation processes including the completion of self evaluation scales should be
carried out for all campuses with information retained for each canspuelbas

combined in a general institutional report that identifies any significant differences
between campuses. Quality improvement plans should include action to deal with any
problems found

Programs offeredroexternal, or remote campusee assmed to be the same programs

as those carrying the same title offered elsewhere in the institution. This means that the
standards of student achievernemust be comparable and there must be some
appropriate mechanisiior ensuring that this is the case.hlWé some specific course
requirements may diffawith elective courses or tracks appropriate for the students
enrolled in different locationshese should be treated as equivalent to the alternatives
normally available within a normal esampus programlt is expected that there may be
some variations in facilities, equipment and staffing provisions in the different logations
however the quality standards specified by the NCAAA must be met in every location.

There are some special considerationsghatild be kept in mind.
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During a period of restructuring in the higher education system some time must be
allowed for administrative and quality assurance arrangements to be put inlptace.
campus has been acquitggla universitythrough a merger ithin the previous two years
the university wil not beheld to account for thguality assurance arrangements in that
campusn a review for accreditation. Howevérwill be expected to have reviewed the
quality of all elements of the quality of theampus including programs offered thase
part of its self evaluation and to have developed strategies for dealing with any
weaknesses or problems that were identified.

If a campus is established in another countnyill be required to comply with any
regulations established in the country where it is located. This may lead to some
variations in specié processes followed. Howeyéhne standards specified by the
NCAAA must still be met at that campus except where specifically in conflict with local
regulations. Where such conflicts exist alternative mechanisms must be in place to
ensure equivalent standards are maintained.

In all cases thacademic awards carry the title of the university and their quality directly
af fects tdreputabn. iConseguently tlysiandard of learning outcomes for
students must be equivalent to the standards of learning expected for similar programs at
the parent university and there must be appropriate mechanisms in place to ensure that
this is the case.

1.7.7 Distance Education Programs

Distance education programs offer an alternative mode of flexible delivery that makes
them accessible to students who might not otherwise be able to undertake prdgrams.
addition many institutions offer students the opportunity to take part of a program in this
mode in combination with conventional fateface delivery while attending an

institutionts major campus.

However while these arrangements provide valuable flexibittystudents and an
important service to the communithere are dangers if effective quality assurance
processes are not in place.

A program offered under the same title through distance education processes and through
faceto-face delivery is assumed be the same prograamd program accreditation

processes will require that the learning outcomes and standards of student achievement
are the samePrograms offered through distance education must be approved by the
senior academic committees within thetitution in the same way as those offered-face
to-face, and the approval and subsequent monitoring and quality assurance processes
must ensure that this is the case.

Of course there are very important differences in thgpvagrams are delivered, in
facilities provided, and in arrangements for student advice and support. The particular
requirements for distance education are set out in a modified set of program standards
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prepared by the NCAAA. These standards must be met for a program delivered by
distance education, and in a program delivered by a combination ebféaee and
distance education mode$hey must be met for the components of the program
delivered through distance education.

An institution seeking accreditation must have in placality assurance processes that
ensure that if distance education programs are offered they meet the standards required
for distance education programs with learning outcomes equivalent to what are developed
in comparable on campus programs. In the condia self study the distae education
arrangements mube evaluated against the appropriate standards with comparable data
provided for both modes of instructionthe same way as is done for programs offered in
different sections (male and female,om different campuses)

The Ministry of Higher Education has published regulations for the conduct of distance
education programs. Institutions that have offered distance edupedignams irthe

past were required to comply with these regulationsufigrnew students admitted after
the Fall Semester 2010, and to ensure that the new requirements are fully met in all
distance education programs within five yeairs. by Fall Semester 2015) This allows
time for adjustments to be made in arrangememteXisting students who had been
admitted prior to the new regulations coming into effect.

For the accredation of an institution by the NCAAAa comparable phasing in period
has been allowed.

In addition to meeting the Ministry of HighBducation rgulationsfor current student
admissions and fulmplementation oits regulations by Fall 201%he institution must

have completed the self evaluation scales for distance education programs and have a
strategic plan for meeting the NCAAA standards Farse programs by Fall 2015. If

these conditions are méte distance education activities will be excluded from
consideration in the accreditation judgments. If accreditation is graineatl be for the
institution excluding its distance educationivtes.

During this transition period:

A program offered entirely by distance education will not be considered for accreditation
unless all the Ministry and NCAAA requirements are met.

If a program is offered through fate-face delivery and alsgeparately through distance
educationtheon campus component of the program may be considered for accreditation,
but if accreditation is granted it will apply to the on campus component only.

If a program is offered in a way that allows some coursether portions of the

program to be taken by distance educatibe NCAAA may agree to consider it for
accreditation provided its distance education standards are fully met for the elements of
the program that can be taken by distance education.
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1.8 Peiodic Institutional Self Study

An institutional seHstudy is a comprehensive review of the quality of all aspects of an

institutiondbs activities.

For a new institutiona periodic selstudy should be carried out immediately after the

It is a central c
but also serves as the primary foctigxternal reviews by the Commission.

graduation of the first group of student s,

for full accreditation.

For an existig institution a selfstudy should be carried out as soon as possible after its

gual ity assurance system has been put

full accreditation will be conducted after that.

After these initial institutional exteal reviews have been carried out by the Commission

further external reviewwill be conductecvery five years and an institutional ssifidy
should be undertaken in preparation for each of those reviews.

While an institutional selétudy should be coprehensive and should consider the eleven

specified standards as criteria for evaluation, it should have a focus relating to the

institutiondés mission and

priorities.

identified as priorities for plamng and development at the beginning of the review

period and progress made in dealing with those priorities, and to any current priorities

and activities that the governing body or the seatministration believeshould be

given special attention.

1.8.1 Managing the Institutional SeltStudy Process

in pl

Parti

The following organizational arrangements are suggested. They assume the existence of
an institutional quality unit or center with responsibility for leading, assisting, and
coordinating quality assurance processes; a central quality committee chaaredrbgr

member of the central administration and including senior and experienced staff from
major administrative units and service functions; and the identification of individuals

within the major colleges or departments to assist with quality assypeomEsses.

A plan for an institutional sektudy should be prepared by the quality center, discussed

and approved by the quality committee, and adopted by the appropriate decision making

mechanism within the institution. This plan should include arg®gm in broad terms of

how the selstudy should be carried out, staff requirements and proposed committees and
working parties, and a budget covering any additional costs. This plan should be prepared
well before the proposed timing of external revidayshe Commission. The
Commission will allow a minimum of 9 months for an institution to prepare for a review,

but an institution may wish to initiate the process earlier than this and preparation time of

at least 12 months is recommended.
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Arrangemerg should be made with the Commission for the external institutional review.

(Note that the Commi ssionds capacity to resp
depend on the volume of activity at the time. Since the external reviews should be

undertakeras soon as possible after completion of self studies, there will need to be some
flexibility in the timing of the whole process.)

An announcement should be made within the institution, normally by the Rector or Dean,
informing faculty and other stakeldi@rs about the seftudy and anticipated external

review, and including information about opportunities to provide input. A number of
sub-committees or working parties should be established to carry out the detailed analysis
and planning required. Eashould be chaired by a senior person knowledgeable about
the area for consideration and about quality assurance processes. This could be the person
responsible for the function that is being evaluatddwever to provide some

independence in evaluatioriss generally considered preferable that for a major periodic
self study the chair of the subcommittee not be the person with administrative
responsibility for the function concerned. The number and range of responsibilities of the
subcommittees and warg parties may vary according to requirements and priorities of
the institution, but they would normally include a small steering committee drawn from
among the members of the quality committee, and working parties to consider one or
more of the sections theStandards for Quality Assurance and Accreditation of Higher
Education Institutiongnd theSelf Evaluation Scales for Higher Education Institutions

The steering committee, with the assistance of the quality center, should prepare
specifications oterms of reference for the work to be done by thecaubmittees and

working parties, including timelines, formats and templates for the provision of
information and reports, guidance on procedures to be followed, and timelines for
completion of major tsks.

A full briefing should be provided for the people involved on the various committees and
working parties and a series of meetings scheduled for the chairs of the committees and
working parties to review progress and discuss and resolve issues yraisea

The process of review should include consideration of performance in relation to major
policy objectivesand completiorof the rating scales in tH&elf Evaluation Scales for

Higher Education Institutionsinformation from surveys, focus group consultations, and
examination of indicators and benchmarks should be considered. For a megtudelf

it is particularly important to use independent advice on aspects of the matters
considered, to draw comparisowith other comparable institutions and to verify
conclusions about this evidence through independent opinions. The processes of doing
this should be documented.

As the committees and working parties undertake their taskstance should be
providedas required by the quality center. Tdenermay help in finding appropriate
persons external to the institution to provide independent comment on interpretations of
evidence and conclusions drawn from it.
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The reports from the various working partiesl aubcommittees should be brought
together and reviewed by the coordinating committee with the assistance of the quality
center. The information provided should be incorporated into an overall report that
includes a description of the processes folloveesilimmary of independent external
advice received and the institutions response to that advice, and recommendations for
change and improvement. The quality committee should review the draft report for
consistency and appropriateness in responding toniafiton obtained and provide
commens on priorities for improvement from a strategic institutiside perspective. Its
conclusions should be incorporated into the report.

1.8.2 Matters for Inclusion in an Institutional SeltStudy Report
(See template fanstitutional Self-Study Report ilATTACHMENT 2 (0))

Please note that it is extremely important to provide statistical data and hard evidence to
support conclusions wherever possible. Opinion statements and judgments about quality
based on the starrimgystem in the self evaluation scales are useful of course, but of
relatively little value in an accreditation assessment unless backed up by solid evidence
wherever possible.

Institutional Profile

T A brief summary of t he angead aciivtiest i onds hi st
1 A brief description of theommunity {es) where the institution is located with
comments on implications for the development and programs of the institution
1 Description and charts showing the management and administrative structure of
the institution
Campus locationgvith maps) showing major buildings and facilities
Faculty, staff and student numbers by department and college
Information about previous of planned accreditations
Summary of quality assurance arrangements
Summary of stragic plan

= =4 -4 -4 A

Context

1 [Institutional ContextBrief summary description of the history and development
of the institution.

1 Environmental Contegt Main features of the environment in which the
institution is operating noting any significant changes that hameried during
the last planning period or that are expected to occur in the next.
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Mission, Goals and Objectives

The mission goals and strategic quality improvement objectives established by the
institution and performance on indicators and benchmatksted to evaluate
performance.

Special Focus in the Review

A statement of any particular aspects of
institution wishes to give particular attention during the-stlfly. These may reflect

changes in thastitutional or environmental context, development priorities at the
institution, responses to internal quality assessments, government policies, or other
matters.

Self-Study Process

Summary description (using charts and diagrams as appropriate)striutteire and
organization of the seltudy process

Institutional Performance Evaluation

Discussion of performance in relation to the institutions major strategic quality
objectives, considering results as shown by indicators and benchmarks, and implications
of those results for future planning.

Reports should be prepared on performancelation to each of the eleven specified
standards, i.e.

Mission and Obijectives.

Governance and Administration

Management of Quality Assurance and Improvement
Learning and Teaching

Student Administration and Support Services
Learning Resources

Facilitiesand Equipment

Financial Planning and Management

. Employment Processes

10. Research

11 Institutional Relationships with the Community

CoNoU~wWNE

Information on institutional performance and performance in relation to the standards
should be supported by specific informatinoluding KPIs wherever possible.

For a number of the standards the administrative arrangements and processes for the
activity concerned will be described in other documents and need not be repeated.
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However the introductory section of the report orhestandard should include any
background information the steering committee believes should be drawn to the attention
of an external review team. This should include a brief description of processes followed
in relation to that standard and how the qualitperformance was assessiedluding

evidence consideredt might also include recent changes in arrangements or new
strategies being introduced.

The reports on the standards should be considered as research reports on the quality of
the institutionand presented in a way that is comparable to other research reports. For
each standard there should be a brief statement on the processes followed for
investigation and preparation of the report.

The completed rating scales from ®elf Evaluation Sdes for Higher Education
Institutionswill be made available to the external review team and that level of detail
need not be repeated in this descriptive report though ratings on particular items may be
shown. Howevermarticular strengths and weaknessiesuld be noted with evidence

cited in tables or other appropriate forms of presentation. As noted, &egve

performance indicators and benchmarks should be referred to wherever appropriate and
reference should be made to other documents where moiledietbormation could be
obtained.

For functions that are fully or partly decentralized and administered by units in different
parts of the institution consideration should be given to the overall level of performance,
and also to variations in qualiof performance in different parts of the institution. Very

high levels of performance (verified by evidence) should be acknowledged, and problem
areas identified. Where weaknesses are found these should be considered as opportunities
for improvement anthe reports should indicate what is planned to deal with them.

Trends in quality of performance should be noted and improvements in response to
remedial action acknowledged.

Independent Evaluation

Summary of views of independent external evaluator(s)

This might be an overview of the views presented by evaluators to the sections of the
evaluation above, a comment by an external evaluator on the report as a whole, or a
combination of these approaches.

Conclusion and Action Plan

1 An overall summary of #aresults of the seltudy noting areas of high
achievement and areas of concern that require attention

1 Alist and brief description of actions that are recommended at the level of the
institution as a whole, in parts of the institution where weaknéssesbeen
identified, or where strategic priorities have been established for improvements
Matters that are regarded as the highest strategic priorities should be identified.
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CHAPTER 2

Program Planning and Reporting

The recommendations made in thigyoter are for use by institutions in their own
internal quality assurance processes for educational progtdovgever they also

support the preparation for external reviews for the purposes of program accreditation
and reaccreditation.Processes faguality assurance for administrative units and for
whole of institutional evaluations are described in Chapter 3.

Criteria for Evaluation of Programs

The most important criterion for program evaluation is the learning achieved by students
and evaluationfocus particularly on the quality and appropriateness of that learning,
processes to verify standards of achievement, and the infrastructure and services provided
to support and improve its quality. The most direct measure of students learning is the
teds and assignments that they undertake. Howessults on these have little meaning
unless there are processes to verify
1 that the intended learning outcomes include what is necessarprogramin
that field of study,
1 that standards achieved argaypriate for the level of qualification to be granted,
and
i that standards for assessments by instructors are consistently and rigorously
applied and comparable to those at other good quality institutions.

There are several sources of guidance on whaatldloe included in programs in various
fields of study, These includeNational Qualifications Frameworthat identifies broad
domains of learning that should be developed in all programs, the requirements for
program accreditation by specialist accrieditorganizations in most professional fields,
consideration of what is included in similar programs elsewhere, and an analysis of any
particular requirements for professional practice in the environment for which students
are being prepared. In additiorcent research and developments in the field concerned
should be monitored on a continuing basis, and appropriate modifications made in
programs to reflect these developments.

To assist institutions in specifying learning outcomes for progrim@sNCAAA has,

with the assistance of leading international experts and substantial consultation within
KSA, prepared illustrative learning outcomes for undergraduate programs in seven
fieldsd Business Studies, Engineering, Teacher Education, Dentistry, Medicine,
Pharmacyand Nursing.

There are also a number of sources of guidance (and evidence) about the standards that
are expected of students and it is very important that these be useNatidmal
Quialifications Frameworkives descriptions of standards expected for different levels of
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gualifications. These are necessarily expressed in general terms and other mechanisms
are needed in applying those general descriptions and checking standards in relation to
appropriate extmal benchmarks. Mechanisms to verify standards can include standard
tests in some areas of learning, but for many learning outcomes informed judgments must
be made and it is necessary to take action to ensure those judgments are appropriate and
consisten Commonly used practices include clear specification of criteria for
assessment, workshop activities for teaching staff in which examples of students work are
evaluated and judgments compared and standardized, blind second marking of at least a
sample bstudent tests and assignments, and most importantly, comparisons of samples
of student work and assessments given for similar tasks by students at other comparable
institutions.

It is sometimes suggested that as an aspect of academic freedom indngttuetors

should have the flexibility to vary the detailed content of courses and make their own
judgments about standards for assessment. This is not correct. While some flexibility is
desirable to meet varying needs of different groups of studentensider and learn

from external events that occur while a course is in progress, and to benefit from the
special professional or research expertise of different instructors the course belongs to the
institution, not the individual instructor, and tmstitution (through department or

college administration) must have effective mechanisms for ensuring that course
expectations are met and that standards of student achievement are consistent and
appropriate. Common signs of difficulty are significantlyying pass rates or grade
distributions in different courses within a program. These should be investigated.

The standard for learning and teaching specified by the Commission includes several sub
standards and a number of specific practices relatistutent learning outcomes,

program planning and review, and student assessments. Satisfaction of these
requirements is necessary for program accreditation. There are also a number of other
expectations relating to processes for improvireguality oflearning and teaching,
supporting services and facilities, and administrative and planning arrangements that are
set out in thé&Standards for Quality Assurance and Accreditation of Higher Education
Programs and theSelf Evaluation Scales for Higher Edticm Programs Judgments

for accreditation will pay particular attention to the appropriateness and standards of
students learning outcomes, but all of the specified standards must be met

Integrated Planning for Educational Programs

An educational progm should be considered as a coordinated package of learning
experiences within which all the components contribute to the learning expected of
students. Itis not simply a collection of separate courses taught in relative isolation from
each other. Eaotourse should complement and reinforce what is taught in others, and
this applies not only to the substantive content of the courses, but also to development
and refinement of communication skills, interpersonal skills, capacity for leadership and
so on.This means that each course must be planned as part of the total program package
and delivered as proposed.
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Of course the planning must also provide for flexibility to take advantage of special skills

of particular instructors, the experience and neédkfferent students and to respond to
changing circumstances. Consequently there must be mechanisms to monitor what
happens when courses are taught, and if neces$samnake adjustments to ensure that the
overall objectives of the program as a whokemet. The documents described in this

chapter are designed to support these comprehensive planning arrangements, to note what
happened when plans were implemengaul to assist in planning response that may be
needed. The periodic self studies areglesil as a more comprehensive&ramination

of the approach taken in the light of quality evaluations and changing circumstances.

2.1 Program Planning and Review Cycle

Details of what should be included in various specifications and reports are iset out
Section 2.2 below. They are based on the following arrangements for quality planning
and review applied to educational programs:

For each program a specification is prepared setting out the plans for development of the
progran®d its mission and objectes, the courses that will be included, the main learning
objectives in the form of intended learning outcomes, what teaching strategies should be
used to develop that learning, how learning will be assessed and how the quality of the
course should be evated. This specification, once prepared, is followed on a

continuing basis, though it may be adjusted from time to time as a result of experience or
changing circumstances.

Similar plans are developed for each course, so those who are to teach thareourse

clear about what is to be learned, what its contributions are to the overall program, and
how its effectiveness should be assessed. The course specification also applies on a
continuing basis subject to changes required as a result of experiepcegrams with

field experience components (such as an internship or cooperative progfeatal)

experience specification is prepared setting out intended learning outcomes, planning and
organizational arrangements and processes for evaluation.

At the end of each year (or each time the course is taught) brief reports are prepared by
the instructor for each course indicating what happened as it was taught and providing a
summary of studentsd results. Thesoe reports

When the course reports are received the program coordinator prepares a program report
recording key information about the delivery of the program in the year concerned and
noting any adjustments in the specifications that are needed.

If for any reaon important components of the course could not be completed or there
were any other unanticipated developmgaesails should be made known to the

program coordinator so any necessary adjustments can be made in later courses to
compensate. Itis als@gsible that modifications may need to be made in the course for
other reasons, and the program coordinator should be in a position to consider any
suggestions of this sort taking account of their impact on the overall program.
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Any modifications in the mrgram or the courses taught within it should be noted in the
program and course specifications, with the reasons for the changes recorded.

The following diagram illustrates this planning and review sequence

Continuing Plans Semester/Annual
Reports
Program Specification Program Report

Course Course .
Specifications Reports g

A

Teach Courses

These documents, together with any other relevant material such as course or program
evaluations, or information about other matters affecting the program should be retained
in course portfolios and a program portfoko, reference can be made to them as

required at a later time.

In addition to this annual cycle periodic self studies of a program should be undertaken
on a five yearly cycle to coincide with requirements feacereditation by the
Commission. These pedic self studies involve stepping back from ongoing operations
and reviewing all aspects of the program in the light of developments over a period of
time and possible changes in the environment for which students are being prepared.
Details of requirerants for these periodic sefftudies are included Bection 212

below.
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2.2 Program and Course Specifications and Reports
2.2.1 Program Specifications

The primary purpose of the program specification is to support the planning, monitoring
and impraement of the program by those responsible for its delivery. It should include
sufficient information to demonstrate that the program will meet the requirements of the
Standards for Quality Assurance and Accreditation of Higher Education Progthens
National Qualifications Frameworkand any specific requirements relating to
professional accreditation in the field of study concerned. In addition to guiding those
teaching in the program, the program specification is a key reference for processes of
accralitation by the Commission.

Matters to be included in a program specification are set out in detail in a template for
program specifications IARTTACHMENT 3 (a) together with brief guidelines for

completing the template. The specification should inchetesral descriptive

information about the program, the external environment affecting it, the learning
outcomes expected of students and the approach to teaching and student assessment
strategies to develop those learning outcomes in different domdesrmihg. The

emphasis in the approach taken is on the program being an integrated package of learning
experiences provided through the courses taught. The program specification must

include plans for ongoing evaluation of its effectiveness and plapnaugsses for
improvement.

2.2.2 Course Specifications

Individual course specifications should be prepared for each course in a program, and
kept on file with the program specification. The purpose is to make clear the details of
planning for the cowe as part of the package of arrangements to achieve the intended
learning outcomes of the program as a whole. Consequently course specifications should
include the knowledge and skills to be developed in keeping witNadkienal

Qualifications Frameworland the overall learning outcomes of the program, the

strategies for teaching and assessment in sufficient detail to guide individual instructors,
as well as the learning resources, facilities requirements and any other special needs.
Course specificatims should be prepared for both core and elective courses.

As for the program specifications a template for course specifications is included in
ATTACHMENT 2 (e) together with guidelines for completing the template.

The structure of a course specificatis similar to that for a program as a whole. It
includes the intended learning outcomes and the strategies for developing those learning
outcomes for the different types of learning described iNttenal Qualifications
Framework processes for colg®valuation based on evidence with verification of
interpretations of that evidence, and planning for improvement.
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2.2.3 Field Experience Specifications

In many professional programs a field experience activity (which may be called a
practicum, a cooperative program, an internship or another title) is one of the most
valuable components of a program. Although normally offered off campus in an industry
or professional setting and supervised at least in part by persons outside the institution, it
should be considered as the equivalent of a course and planned and evaluated with
considerable care.

A separate specification should be provided to indicatéeasly as possible what is
intendedfor studentdo learn and what should be done to ensure that learning takes place.
This should involve careful preparation of the students and planning in cooperation with
the agencies where the field experience widwc It must also involve some follow up
activities with students to consolidate what has been learned and generalize that to other
situations they are likely to face in the future.

The arrangements for these preparatory and follow up activities, aptbtiesses that

will take place during the field experience should be included in a field experience
specification. A template for the specifications and guidelines for completing it are
included INATTACHMENT 2 (i). Like the other templates there are a number of items
that are applicable to most field experience activities. However additional matters can be
added if needed to meet any particular requirements for a program or institution.

2.2.4 Course Reports

At the conclusion of each semester or year in which a course is taught the instructor
should prepare a summary report for the program coordinator. This should be attached to
a copy of the course specification, included in a subject file or portfolio)sedifor
consideration in the review of the program.

As for the other specifications and reppaisemplate for course reports and guidelines
for completing the reports are includedAMTACHMENT 2 (g).

2.2.5 Field Experience Reports

Field experienceeports should be prepared each year to document what happened, how
effective the program has been, and to review the results and make plans for any future
adjustments to improve it. The main elements of the report are similar to those for
regular coursethough necessarily different in some respects because of the nature of the
activity. A template for a field experience activity is include&ATTACHMENT 2 (k)

with a further set of guidelines for completing it.
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2.2.6 Annual Program Reports

A program report should be prepared at the end of each year after consideration of course
reports and other information about the delivery of the program. The report should be
based on the program specification and describe how what happened in the program
compaed with what was intended to happen, report on its quality, and indicate any
changes that should be made for future delivery as a result of experience in the year
concerned. The program report would normally be prepared by a program
coordinator/directomeviewed by a program committee, and kept on file with the

program specification as an ongoing record of the development of the program over time.

A template for annual program reports is presentediRACHMENT 2 (c) together
with guidelines for compteng it. The matters identified for inclusion in a program
report focus on specific matters likely to be significant in most programs. However
additional matters may be included if considered relevant to a particular program.

The action plan developéddllowing the initial ratings on relevant sections of Self
Evaluation Scales for Higher Education Prograsteuld identify particular priorities for
development, and matters of concern that should be closely monitored on a continuing
basis. Ratingsrothe matters selected for continuing monitoring should be included with
the annual report.

The report on quality in the program should be based on evidence provided from a range
of sources, including students and others, and interpretations of tthkahesishould be
verified by someone who is not directly involved in it. An important element in this
process must be an appropriate mechanism for checking standards of student
achievement against standards in similar programs elsewhere. The repodsretiodé

a relatively small number of key performance indicators that can be used for within
institution comparisons as well as monitoring aspects of the quality of the program over
time.

The annual report should include an action plan that indieates to be taken in
response to the evaluations undertaken and subsequent reports should consider the results
of that action as well as any new information emerging at that later time.

Procedures should be in place to ensure that course and prograis aepaompleted as
soon as possible so that any necessary responses can be implemented without undue
delay.

Copies of the program report should be provided to the head of the college or department
responsi bl e for the prnoajquaitynceatarrd t o t he 1 nsti

Vsl
Ver. 2.0 Paged1 of 257
July 2011



National Commission for Academic Accreditation & Assessment

To enable senior administrators responsible for academic affairs in the institution, the
senior curriculum committee, and the quality committee to monitor quality of programs
in the institution on a continuing basis, informatitiosld be provided each year on key
performance indicators applicable to all programs. These KPIs should include those
required by the Commission, together with any others identified by the institution to
monitor performance or the progress on any newcyatitiatives.

22.7 Initial Development of Program and Course Specifications

The logical sequence in developing a program and course specification and a set of
courses and field experience activities is to begin with a program mission and broad
objectives, consider examples of programs and courses offered elsewhere and any special
requirements and priorities for this particular program, and start with a program
specification. The program specification should include the knowledge and skills to be
devel@ed, the strategies to be used in developing those abilities for the program as a
whole. A second task is to distribute responsibility for parts of that overall task to
individual courses. This second task involves specifying the knowledge and shéls to
included in different courses and also assigning responsibility for developing the more
generic abilities such as communication skills and use of IT, independent study skills,

and capacityo work effectively in groups and exercise leadership and s&ertain

courses may be given the responsibility for initial development of these abilities, but they
must be reinforced and progressively strengthened in other courses throughout a program.

While it is logical to start planning by developing a prograecsication in this way and

then proceed to the development of individual courses to implement that program plan, in

practice most programs will already be in existence. Members of faculty may be

commi tted to fAtheir courfosmadyyeasmardthiehey have Db
planning process must be one of modifying an existing program structure rather than

developing a completely new one.

In a situation of this sort the logical sequence described above may be modified provided
certain precautions ataken. The alternative approach involves preparing initial drafts

of the program and course specifications concurrently, then bringing them together with
appropriate modifications in courses to ensure coherence for the total package. This
provides for wiler participation, but carries a danger that the result will simply perpetuate
the current set of courses without reviewing them thoroughly in the light of what the total
program requires.

If this second approach is used the following steps are recotaten

Specify very carefully the mission and learning outcomes of the program and the range of
problem solving abilities and generic skills that should be developed in the program as a
whole. In doing this consideration should be given to the learningmeas specified in
theNational Qualifications Frameworfor the qualification level concerned, to the
knowledge and skill required for any profession for which students are to be prepared, to
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what is included in similar programs at other good qualitytutgins, and to any special
requirements for graduates in that field in Saudi Arabia. This should be done in sufficient
detail and with any necessary explanations to provide a basis for decisions about what
should be included or excluded in the prograiherever possible express the learning
outcomes in terms of what students can do (or will habitually do) rather than giving a list
of content. A very clear statement is essential. The intended learning outcomes can be
specified in a more formal summarytstaent at a later stage for inclusion in the

program specification.

This work should be done by a small program planning committee, and then discussed
and (hopefully) agreed in a broader meeting with staff teaching in the program.

The program planning comittee prepares a draft program specification using the
template provided by the Commission. Information in the sections of the template should
be sufficiently detailed to communicate clearly to all members of teaching staff involved
with the program.

Individuals or small subommittees of teaching staff familiar with existing courses
prepare draft specifications for their courses. They should be asked to indicate clearly
any prerequisite learning that is necessary before students start the condieate i

how material taught could be utilized or further developed in later courses, and to make
tough decisions about any content that could be omitted or new information or skills that
should be included, taking into account the mission and learningroegcspecified in (i)
above.

The program planning committee then reviews the suggested course specifications,
making adjustments where necessary, and assigning major responsibility for the
development of generic skills (e.g. utilizing web based reference material, group
processes, us# IT for analysis and reporting, etc) to individual courses as appropriate.
A course planning matrix summarizing these allocations should be attached to the
program specification. Teaching staff who have been responsible for courses should be
consultedabout these amended course plans and assignments of responsibility, the final
drafts discussed in a broader meeting of teaching staff, and the program and course
specifications formally approved by the relevant decision making body.

One of the problemaced by program planners is that the amount of relevant knowledge
in almost any field of study is continually increasing. Faculty members with expert
knowledge in their specialized teaching field are likely to be aware of this and continually
introducenew information. When this tendency is combined with demands to broaden
approaches to teaching to include group processes, independent learning skills, open
ended problem solving and communication skills the expectations for students can
become unrealistj and some tough decisions have to be made about what is essential
learning and what, if anything, can be left out. There must be a strong mechanism for
final decision making to ensure that essential knowledge and skills are included, that total
expectabns for student learning are realistic and appropriate for the level of qualification
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concerned, and that students have the capacity, and the commitment to continue learning
to keep up to date with developments in their field.

2.3 Initial Program Evaluation Using the Self Evaluation Scales

It is important at an early stage in the implementation of program quality assurance
arrangements to carry out an evaluation of the quality of the program using the rating
scales provided in theelf Evaluation Scaldsr Higher Education ProgramsAn

evaluation carried out in this way should reveal strengths and weaknesses and draw
attention to any important matters that may have been overlooked. Following that
assessment, priorities should be determined and guiias developed for improvements
where needed. This information should be kept on file in the program portfolio, and
progress in implementation of plans for improvement relating to these matters monitored
on at least an annual basis. Other matters noiglchecked periodically, but need not be
formally assessed each year.

An initial program evaluation might be carried out as part of a broader institutional
assessment, in which case the institutionos
developd some procedures or templates for presentation of results. Subject to any such
requirements the following arrangements are suggested. They follow the same general

steps as an institutional self evaluation, but on a smaller scale.

Form a small committet® plan for the evaluation. Depending on the numbers involved
and the size of the program this committee might function as a planning and steering
committee with subcommittees carrying out detailed work, or might serve as a working
party and undertake rah of the work itself. If the program is offered in both male and
female sections, there should be adequate participation from both sections. Inclusion of
some students on relevant subcommittees is encouraged.

Make a general announcement about the atialo to teaching and other staff, and to
students, indicating why it is being done, explaining the procedures to be followed, and
inviting participation. Depending on the nature of the program, if there are other
stakeholders they should be informed arnited to contribute.

Preliminary consideration should be given to the self evaluation scales for each of the
standards to determine what evidence is available or could be obtained to support quality
judgments. For some items the planning group widvik whether a practice is followed

or not, and will have an informed opinion about how well this is done. In other cases
evidence may not be currently available, but could be obtained by examination of
documents, from student or other records availablleardepartment or elsewhere or in

the institution, or through surveys or interviews with individuals or groups. There may

also be cases where evidence is not available, and cannot be provided at the time to assist
in the initial self evaluation.
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The committee or subcommittees complete the self evaluation scales drawing on the
evidence that is available or that can be obtaikedimportant initial step should be to

think about what kind of evidence would be appropriate for each individual Item.

some cased will be obvious whether certain processes are followed or not. However

the main concern is how well they are done. Evidence might include statistical data or
completed evaluation scales by students, graduates, teaching staff or espjployer

informed opinions by people independent of those supplying a service. Evaluations will
usually require comparative judgments which could be comparisons with past
performance, results in other parts of the institution or other good quality inststutio

similar to your own. Scales should be completed for both male and female sections
where relevant, using the same processes for collecting information. Where evidence on
matters judged to be important is not available this should be noted and catrmider

given to how evidence could be provided in future. Members of teaching staff and
students might be asked to complete some of the scales or related survey items. However
distributing the compete scales is nhot recommended because it would beagery |

survey and information about many of the items would not be available to them. On the
other hand where students and staff could reasonably be expected to have valid opinions,
the possibility of different perceptions by the different groups couldhbeportant

source of information.

The committee reviews the responses noting any differences between sections, and either
develops recommended priorities for improvement or further development, or reviews the
recommendations of stimmittees to proposeverall priorities.

The results of the self evaluation, including completed self evaluation scales and
suggested priorities for improvement or development could then be the subject of a
general meeting of teaching staff during which opinions could beess@d about the
evaluations and the recommendations.

Any recommendations arising from this process should be included in a (strategic)
guality improvement plan for the program to be considered by the appropriate
administrators and committees within trepdrtment or institution.

These suggestions have been made for a department responsible for the administration of
a program. They can be modified as appropriate for differing circumstances.

For example if the process is followed for a college withimlmer of departments

offering different programs, a steering committee could be established at the level of the
college, with membership drawn from each of the departments. Detailed evaluations
would then be carried out at department level, and an oveofi¢he programs

developed for the college using a procedure similar to that described in Section 1.6.3 in
Chapter 1. In a college of education or a college of medicine there may be a number of
departments contributing courses to a single programmias process should be

followed using a steering committee aubcommittee considering the quality of what is
done in each department.
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2.4 Quality Improvement Planning for a Program or Department

A quality improvement plan for a program or department should include both any action
required to deal with problems found in an initial self evaluation (or to build on strengths)
and any action needed to meet the requirements for accreditation of programs

The exact requirements will vary for different programs, but they will always include:

A program specification and course specifications for all courses (and a field experience
specification if applicable) in the format required by the Commissioa (Se
ATTACHMENT 2)

Preparation of annual course and program reports in the format required by the
Commission.

The processes required for the standard for learning and teaching including those relating

to consistency with thBational Qualifications Framewdr and relevant specialized

accreditation requirements, mechanisms for verifying standards of student achievement

and improving quality of teaching. Student surveys and other forms of program

evaluation are required and information must be provided o8 thenmi ssi ond6s Key
Performance Indicators.

The program should satisfy all of the standards specified for higher education programs
and the major subsections of those standards. Although a high rating is not required on
every single item within each suleten any weaknesses should have been identified and
appropriate action should be being taken to deal with them.

2.5 Verifying Consistency With the National Qualifications Framework

One of the requirements for accreditation of a program is that ingstent with the

National Qualifications Frameworklt is important to ensure that a program is consistent
with the qualifications framework as it is being developed, and also during a self study
leading to an external review for accreditation. Fowigional accreditation of a

program the design of the program and the processes planned for program evaluation will
be considered. For full accreditation it will be necessary to provide evidence that the
learning outcomes actually achieved by studentd theaequirements of the framework.

TheNational Qualifications Frameworttoes not prescribe detailed content of programs.
However it does set out broad areas or domains of knowledge and skill and describes in
general termghe standards that should &ehieved in each of those areas or domains for
each qualification level.
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Particular requirements include:

Use of qualification titles that clearly and consistently describe the education sector, the
gualification level, and the field of study or sp@@ation

The minimum number of credit hours required for each qualification

Appropriately specified learning outcomes in each of the domains of learning
(knowledge, cognitive skills, interpersonal skills and responsibility, communication, IT
and numerial skills, and where relevant to the program, psychomotor skills)

Evidence that required standards of learning outcomes for the qualification level
concernedre achieved in each of those domains

Thefollowing notes describe what must be done to meet these requirements for
accreditation.

Requirement 1 Thetitle of the qualification must comply with thidational
Qualifications Framework

Particular attention is drawn to the need to use the correct term for the qualification level
concerned and the requirements for citing a field of study specialization. A technical
training program should includaprdagtale term At e
should not A qualification with the title Master or Doctor must meet all the requirements

for such a title in thé&lational Qualifications Framewortegardless of any differing

practice in another country. Any program that does not fully sdtise requirements

will not be accredited.

Requirement 2 Thenumber of credit hours required for the qualification must be at least
as specified in the framework.

When considering credit hours included in a program several important considerations
shoud be kept in mind.

1 The credit hours in a program must be in addition to any foundation or
preparatory studies

1 The Commission will recognize a maximum of 18 credit hours within a semester
of full time study or work.

The credit hour formula is based amumbering system in which a full time student load
is 15 to 18 credit hours in a semester and 120 to 138 credit hours in a four year degree.
The credit hour formula is used as a surrogate for estimates of the amount of learning
achieved. If a programals a high number of contact hours this formula can result in an
unrealistically high number which does not accurately represent the amount of learning
that can reasonably be expected.
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Requirement 3 The program objectives should develop learning outcomed of the
required domains of learning. (Note that the domain of psychomotor skills is required for
some but not all programs)

To provide evidence that this is done:

1 Learning objectives specified for the program should include outcomes in all of
the domains.

1 Responsibility for achieving these learning outcomes should be distributed
appropriately across the courses within the program and included in course
objectives.

1 Program and course specifications should include methods of teaching and
student ativities that are appropriate for the learning outcomes in each of the
domains.

1 Tests, examinations and other required assessment tasks should include
appropriate forms of assessment of learning in each of the domains.

1 Program evaluations, including stutlegraduate or employer surveys and/or
other mechanisms should include attention to learning outcomes in each of the
domains.

Requirement4 Thestandards achieved in each of the domains must be consistent with
the descriptions of characteristics of graduates and the descriptions of learning outcomes
for the qualification level concerned.

Some of these learning outcomes can be assessed imtkstsaminations or other
assessment tasks within the program and others relate to characteristics of graduates after
they have left the institution. A further complication is that the standards are expressed in
general terms that require levels of judgtredpout standards achieved. Consequently

much of the evidence of consistency with standards of achievement must rely on indirect
measures and informed professional judgments. To satisfy requirements for accreditation
the following sources of evidence st be included in program evaluations.

Program evaluations and self assessments by graduates of the program.
Independent advice by professional colleagues from other institutions or trained
evaluators on the level of difficulty in tests and assignmerdstee standards

achieved by students.

1 Survey responses from employers of graduates or senior professional associates of
graduates.

il
il
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2.6 Using Programs Developed bynother Organization

Arrangements are sometimes made for the development of prograansthegr

organization. This could be done as a special task by a consulting organization or by
another higher education institution and may be part of an ongoing arrangement to
provide assistance in program development and quality assurance. Arrangsrtiaats

sort can be very helpful for an institution opening a new college or developing a program
in a new field of study, but there are a number of things that must be considered if the
arrangement is to work effectively and meet local requirements.

Devdopment of a program by another organization does not remove responsibility for
quality from the Saudi Arabian institution. In considering a program for accredjtation
the Commission will regard the materials and advice provided as one source of external
advice on the design of the program. Howetler institution delivering the program and
issuing the qualification is ultimately responsible for that design as well for all the
resources and services associated with the teaching of the program.

All requirements for accreditation of the program in Saudi Arabia must be met regardless
of the standing or reputation of the organization that develops the program. Adopting a
program that has been accredited elsewhere does not remove any of these requirements.

The requirements in Saudi Arabia include consistency with#imnal Qualifications
Framework the standards for learning and teaching and other standards required by the
Commission, presentation of the program and course designs in the format rquired
program and course specifications, and adaptation of any material developed elsewhere to
meet any special needs in Saudi Arabia for a program of its type. An institution seeking
help from another organization in developing programs is strongly adwiggovide

details of all Saudi Arabian requirements to that other organization at an early stage in the
development process.

2.7 Programs Offered in Different Locations

A program offered under the same title in different locations is the same pragdam

will be considered as a single program in any review for accreditation. This applies to
sections for male and female studentgto i nst i tuti onés main campu
remote or distant campuses, including campuses in other countrieendurctng a self

study in preparation for an accreditati@view, quality data must be collected using the

same processes in all locations and information provided bdtrelesgmpus and for the

program as a whole. Delivery arrangements may aecgrding to differing

circumstances in different locations but the overall standards for accreditation must be

met in each location. Where weaknesses are fappiopriate strategies must have

been developed for remedying those weaknesses.
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While theg requirements are generally applicable there are several special circumstances
that will be taken into account.

If an institutional merger has taken place within the two years prior to a review for
accreditation and an existing program on a newly acgjaaenpus is in the process of
modification to comply with th@rogram specification for the institution it has joined, the
program at the merging campus will be excluded from the review. Howbeeself

evaluation scales must have been completed améinging campus and there must be an
appropriate strategic plan for any changes needed. If accreditation is granted the program
at the merging campus will be excluded. When the strategic plan has been implemented a
supplementary review may be conductechatrherging campus and if accreditation
standards are met, the accreditation may be extended to include the program at that
location.

For full accreditation of a prograrthe first group of students must have graduated, and
the accreditation judgment will take account of the skills developed by the graduates.
However a situation may arise where a program from which students have graduated in
one location is being introded at another location and there are no graduates from that
section or campusin these circumstances the quality of the program at the locations
where it is being introduced will be assessed using processes for a developmental review.
This process coiders the adequacy of plans for the program, and an evaluation of what
has been done by the time of the review. Full accreditation may be granted for the
sections of the program where students have graduated and provisional accreditation for
the locationsvhere it is still being introduced. After the first students have graduated
from that locationthe NCAAA may conduct a supplementary assessment and if
standards are met, may extend the full accreditation to the program in that location.

If a program ioffered in another countyit will be expected to comply with the
regulations that are in place in that location. This may necessitate somiensifiam

the standards and processes required for accreditation in the Kingdom of Saudi Arabia.
In thissituation the program can still be accredited in Saudi Arabia by the NCAAA
providedany conflicting regulations or requirements are clearly specified, that all
NCAAA standards other than those that are in conflict are met, and that where conflicts
exist quality assurance arrangements tu&t equivalento those of the NCAAA are in

place. The program mudéemonstrate thatt least equivalent standards of learning
outcomes are achieved.

2.8 Programs Offered in Community Colleges

A number of institution®iave established community colleges with programs that may be
either technical or higher education in nature. There are very important differences in the
nature of these different types of program angl program at a community college must

be clearly angpecifically identified as one or the other.
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If a community college offers a technical training prograwill be assessed by the
NCAAA according the standards it has defined for technical and vocational training
programs. If the college offers a hegteducation progranthat program will be

evaluated according to the standards of higher education programs. This means that
program and course specifications and reports and other requirements for higher
education programs must be prepared.

Higher eduation programs offered by community education colleges normally lead to a
diploma or associate degree as a qualification for employment or for admission with
advanced standing to a degree program at a university or other higher education program.
Both these objectives can be met but they require different forms of evidence of quality.

If an important objective is to prepare students for employntiemprogram must be able

to demonstrate that it has consulted fully with employers in that field about the
employment skills required, that its graduates have developed those skills to a
satisfactory leveland that employers are satisfied with the result. If an important
objective is to prepare students for admission with advanced standing to other higher
edu@tion programgt must be possible to demonstrate that a significant proportion of
graduates are admitted to those programs and that they have the knowledge and skills to
proceed successfully to further study. This does not mean that such programs should
duplicate exactly the first two years of study for a four year degree at a university. In fact
it is probably undesirable that they do so if they are also preparing students for
employmentt that stage. Howevighere should be sufficient groundingdare courses

to provide a sound basis for further studies at a more advanced level.

2.9 Preparatory or Foundation Year Programs

A number of institutions have introduced preparatory or foundation year programs to
ensure that students have the knowlealy skills to succeed in their higher education
studies. These precede and are not part of a higher education program. The higher
education program that follows must meet all the credit hour requirements for a program
in that field, excluding any credithat may have been granted during the preparation or
foundation program.

An important item in the standards for higher education prograergrig standards that
ensure that students beginning a program have the necessary knowledge and skill to
succeedn that program.

Preparatory or foundation programs can help in meeting this requirement. Haimeser
spent in such a program does not guarantee that those skills have been developed and
progress into a degree program should not be automatic. Agteogtandards, for

example in standardized English language tests or in mathematics as required for
different higher education programs should be set, and admission to the higher education
programs at the higher education institution should be conditonigose standards

being met.
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These requirements should not be common for all programs. For exdrapgigher
education program is to be taught in English, a higher standard of English should be set.
If a program in engineering or science requglels in mathematics, a higher standard
could be required for entry to those programs than for one in humanities where the
requirements for mathematical skills may not be as high.

2.10 Distance Education Programs

Programs offered through both on camfaceto-face delivery and through distance
education that carry the same title are considered as the same program. For such a
program to be accreditgthe learning outcomes for the programs and students standards
of achievement must be equal.

The approeh to a program self study for a program offered by distance education and by
faceto-face delivery should be comparable to that for a program offered in different
sections or locations. That is evaluations should be carried out for both modes of
deliverywith any significant differences in the extent to which standards are met made
clear in a combined report.

General standards for higher education programs, and a set of self evaluation scales based
on those standards have been defined by the NCAR¥ere are also separate documents

that show the same general standards and self evaluation scales with additional items
dealing with particular requirements for distance education programs. For a program
offered only by distance educatidhe distance adtation documents should be used.

For a program offered through both modes, both sets of documents should be used.

Reference is made elsewhere in tiadbookio program and course specifications and
reports that show detailed plans for teachingrapdrts on the effectiveness with which
those plans have been implemented. If a program is offered through both distance
education and faet-face delivery the strategies for teaching and processes for
evaluation will be different. Consequently there stidaé different versions of these
specifications that show what is planned and done in each delivery mode.

It was noted in Chapter 1 of tHitandbookthat the Ministry of Higher Education has
introduced new regulations for the delivery of distance educatiograms that are being
introduced over a five year transition period commencing in the Fall Semester 2010.
During this period new students may only be admitted to programs that meet the new
regulations, but institutions will have until FaD15to fully implement the new
arrangements for students that were admitted previousligt@nce education programs.

The NCAAA has agreed to work with the same transition period in its accreditation
processes and the details of its approach are describediamde¢t7. For accreditation
of a program that may be offered by distance education during this jpeeaklf
evaluation scales for distance education programs must havedrapleted anttave a
strategic plan developed for meeting the NCAAA standards by Fall 2015. If this
condition is metthe distance education portion of the program will be excluded from
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consideration in the accreditation judgment. If accreditation is ghanteill be for the
face to face component of the program only.

During this transition period:

1 A program offered entirely by distance education will not be considered for
accreditation unless all the Ministry and NCAAA requirements are met.

1 If a program is oféred through faceo-face delivery and also separately through
distance educatigthe on campus component of the program may be considered
for accreditation, but if accreditation is granted it will apply to the on campus
component only.

1 If a program is fiered in a way that allows some courses or other portions of the
program to be taken by distance educatiba NCAAA may agree to consider it
for accreditation provided its distance education standards are fully met for the
elements of the program thatrcbe taken by distance education.

2. 11 Changes in Accredited Programs

It is expected that adjustments will be required in programs and courses from time to time
in response to changing circumstances and results of course and program evaluations.
Sud changes are highly desirable teuwe that programs are to be kept up to date.
However if there is a major change to an accredited program it could affect the
programbs accreditation status and any such
at least one full semester before it is introduced. The Commission can then assess the
impact of the change on accreditation and would notify the institution if accreditation
would be affected. Examples of major changes would be the addition or deletion of a
major track within a programe(g.accounting or international finance majors within a
commerce or business degree); the addition or deletion of a core eagregathematics

in an engineering degree); a change in title that implied a new or diffezkehofistudy

or qualification in a different profession-ogientation or development of a program to
prepare students for a different occupation or profession; a change in the length of a
program; or a new exit point within a longer prograng(the granting of an associate

degree within a bachelors degree program).

In addition to such major changéise Commission needs to maintain a record of what is
included in programs that have accreditation. To enable the Commission to monitor
developments in acedited programs, institutions are expected to provide brief (one
page) annual reports on changes made, using the templates provided for this purpose.
The templates for reporting on changes in programs are shoWiRMACHMENT 5,

Part 3 of thiHandbook
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2. 12 Periodic Program Self Study

Self study reviews of a program can be undertaken by the institution, college or
department at any time, but to coincide with requirements for prograecreditation by
the Commission one should be undertaken indheli year after its initial accreditation,
and after that on a five yearly cycle This periodic-salidy examines the program in
greater depth, revaluating the need for it, checking on how effectively it is achieving its
mission and objectives, and plang for any changes that are needed. The course and
program portfolios are important resources for thissteifly since they should contain
details of developments over time, the reasons for those developments, course and
program evaluations, and tre#enas of those who have had responsibility for teaching and
learning.

The periodic program se#ftudy provides the basic resource for the external review for
re-accreditation of a program. Internal processes for carrying out a self study and
preparing a self study report are described in section 2.10 below, and the external review
procedures for aceditation and rexccreditation are described in Part 3 of this

Handbook

Periodic seHstudies involve stepping back from day to day operations and thoroughly
reviewing all aspects of a program and the extent to which it is achieving its objectives.

A self-study should also consider how a program has evolved over time in response to
evaluations and changing circumstances and the probability that it will continue to be
refined and improved in the future. Consequently developments over the period of
review need to be considered as well at quality issues at the time of tHstusisif

Periodic seHstudies may be carried out at any time, but to provide information required
for accreditation reviews by the Commission should be undertaken in the yeao prior t
such an assessment. For a program that has provisional accreditation and for which full
accreditation is sought this will normally be as soon as thegfiostp of students has
completed their programs. For a program that has full accreditation thiwmally be

once every five years.

The audience for periodic program ssifidies is primarily the institution itself, as an
important part of its processes of quality assurance and improvement. However since the
self-study reports also provide thasis for external reviews for accreditation and re
accreditation, the steps undertaken and the format of reports must take account of the
Commi ssionds requirements.

A periodic selfstudy can be a major undertaking, but if it builds on the outcomes of
continuing monitoring and planning, and if subject and program portfolios have been
properly maintained most of the necessary information will already be available. A
template for a periodic Program self study is includedTMACHMENT 2 (m).
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A self stugy will consider inputs, processes and outcomes and these are all incorporated

in the standar ds and Self®dlustioroScales fgorddmlter pr act i c e
Education Programs However the most important of these considerations and the

ultimatetest of the value of a program is what students have learned and can do as a

result of participating in it. Consequently special attention should be given to student

learning outcomes including standards of student achievement and how these standards
areverified.

Each program will have its own particular learning objectives relating to the field of

study and/or profession for which students are being prepared. It must also deal with the
range of domains of learning set out in Megional Qualifications Frameworlat the

level of performance expected for the qualification that is being obtained. Consequently
particular attention in a program sstudy should be given to student learning across this
range of learning outcomes, the appropriatenessaohieg strategies for those

outcomes, and the effectiveness of coordination of students learning experiences across
courses in the program.

2.13Managing the Program Sel{Study Process

A senior member of faculty should be nominated to take responsibiliteading the

selfstudy with a small group of colleagues to help plan and coordinate the process. The
nominated person might be the manager/coordinator of the program. Hoiviesver

generally considered preferable that a different person takesoroléito ensure greater
independence in the evaluations and recommendations that are involved. That could
mean nomination of the dean of the college or head of the department within which the
program is located, or another widely respected senior mevhbasulty familiar with

the program, with good working knowledge of quality assurance processes, and desirably
with recent experience in participating in or leading equivalent reviews.

Assistance and advice in developing the structure and proceshesefiew should be
obtained from the institutionds quality cent
a nominated quality coordinator in the college or department. A comprehensive plan for

carrying out the periodic program self study shouldéesloped before it begins.

In planning the sel§tudy a number of issues should be considered:

1 Scope and Special Emphasis
There may be a number of factors influencing the scope and extent of the review.
For example there may be parallel reviews in lsinprograms that require
coordination of evaluations of core and elective subjects, there may have been
significant developments in the profession or academic field of study that require
investigation to assess implications for the program, and therbavaybeen
information from evaluations or changes within the institution that could mean
additional collections of evidence, or affect other aspects of planning. Any
matters of this sort will affect the way the review process is planned and
coordinated, iad the time required to carry it out.
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1 Time Scale
Adequate time should be allowed for the planning and analysis involved in the
selftstudy. Although time required may vary according to the nature of the
program, the issues to be addressed, andviliability of surveys used for
program evaluation it is usually expected that a periodic program self study could
take up to nine months to complete. A plan for carrying out a self study should
include time lines for carrying out stages of the procasd,allow at least some
time for unanticipated developments.

1 Administrative Arrangements
A small steering committee should be established to help with planning and
monitoring the process, and to advise on developments. If a program is offered in
male andemale sections representatives of both sections should be included. As
for the person nominated to lead the process it is important that these people be
respected colleagues who are familiar with quality assurance processes, have at
least a reasonable derstanding of the program and what it is trying to achieve,
but have sufficient independence to reliably evaluate evidence and draw
potentially critical conclusions. Depending on the experience of those available it
may be beneficial to include some pkopfsom another department or program to
help achieve objectivity. If resources are available the appointment of an
independent facilitator can be extremely beneficial.

Small working groups should be established and asked to investigate and report
on paticular issues (for example, quality of teaching, developments in the
professional or academic field, adequacy of learning resources). Students can
often provide important contributions as members of these groups, but whether
they are included as membenrsnot, mechanisms to obtain their views should be
built into the process. Representatives of both male and female sections should be
included in these working groups as well. The use of working groups helps in
providing for the participation of faculgs well as contributing to completion of

the task. Membership of a group of this sort should also be regarded as a useful
professional development exercise providing experience in quality assurance
processes and insight into the effectiveness of theiramtmities as providers of
elements of the program. The terms of reference for their activities should be
clearly defined as part of the planning process and members should be fully
briefed on their role. Members of the steering committee may take dask of
chairing one or more of these working groups. It is important to retain notes of
meetings and of any special investigations or interviews conducted by these
groups. These should be retained in a central file for the program and be available
for subsequent reference if required.
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1 Use of Evidence
It is extremely important that analyses and conclusions should be based on valid
evidence rather than subjective impressions. Much of the evidence required
should be available from annual subject armjpam reports and these should be
made freely available to those in need of that data. Performance indicators
selected in advance are important and should be carefully considered. However
the selfstudy should look beyond these to other sources, agdead to a view
that the selected indicators should be changed. An important part of the study will
be to assess the responsiveness of the program to changing circumstances and to
evaluations of quality in successive years. Consequently particularaattent
should be given to such things as surveys and questionnaire reports, the
appropriateness of indicators and benchmarks of performance, the validity of
conclusions drawn from analyses of them, the appropriateness of action plans and
the extent to whichhiey have been implemented.

It is also likely that after reviewing the available evidence some additional
evidence on particular matters may be required. This may require additional data
collection and analysis and interpretations of that data in draseimgjusions. It

is important to obtain independent verification of such evidence wherever
possible, and to cite clearly the evidence on which conclusions are based.

1 Resources
The amount of effort required to complete a programstally will vary
accordng to the scope of the review and any special circumstances that may exist.
However it will necessarily involve some faculty time, and it is likely that at least
some special efforts will be required to investigate and find evidence relating to
issues tht may emerge. In planning it is desirable that some time allowance be
given for key members of faculty who will have a major role in the analysis and
preparation of reports, that some secretarial assistance be made available, and that
provision be madeof assistance with any special surveys or statistical analysis
that is required.

1 Communication
The selfstudy process should be open and transparent, with opportunities for
faculty, students and other stakeholders to participate and offer suggestions. To
achieve this result information should be provided at an early stage to all
stakeholders that the saffudy is being undertaken and inviting input. Any
inputs should be acknowledged and considered by the relevant groups involved in
the task, and therésuld be regular communications about stages of
development. On completion of the sslifidy information should be made
available about its main conclusions.
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2.13.1 Independent Evaluation

As for other components of the quality assurance process, it is important to arrange for
independent analysis and comment on what has been done and the conclusions that have
been drawn.

If an institution chooses to use an independent quality agency or specialized accreditor
for this purpose, valuable advice can be obtained as a result of that activity. Hafvever
such a body is not usgitlis still important to obtain independent vasiétion of the

analysis and conclusions. This can provide advice on possible gaps in the analysis, other
problems that might be noticed by an independent observer, and possible alternative
solutions to problems that have been identified. Clearly a persgmoup selected for

this role should have substantial experience in quality assurance processes and
knowledge of the requirements of the field of study involved, and the confidence of those
involved in the review.

The role of an independent evalua®that of a critical friend. It is important for those
responsible for the program and those conducting thessglf not to be defensive, but

to share issues and problems. After all, the exercise is designed to find ways to improve
the program, not tdefend the status quo. It is also important for those providing
comment and advice to do so in a constructive and cooperative manner. A summary of
the report from an independent evaluator used in ssgelly should be included in the
report, and the fudocument attached.

Concluding Statement and Action Plan

A summary of major conclusions should be included in thessedfy report, indicating

both successful achievements, and areas where deficiencies have been identified and need
to be addressed. Bhsummary should then be used as a basis for developing an action

plan to address the most urgent and important priorities for development.

All significant problems should be clearly identified and recommendations for remedial
action made even if it magpke some time for everything to be completed. On the other
hand proposed changes should be realistic, recognizing that there are limits to available
resources, and that it would be unusual to find a situation where every desirable change
could be madetance. Consequently recommendations should be strategic, focusing
initially on the most urgent priorities with a sequence of anticipated further actions in a
continuing program of change and improvement.
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2.13.2 Matters for Inclusion in a Periodic Program SelfStudy Report
(See template for a Periodic Program $slidy Report ilRTTACHMENT 2 (m))

General Information

Title of program, identification code and number of credit hours;

College or department responsible for the program;

Name of program coongator/manager;

Quialifications or awards offered (including any intermediate awards);

Major tracks within the program;

Professions or occupations for which students will be prepared at each exit point;
Campus location(s) where program is delivered if mothe main campus;

If this is not the first selstudy, the date of most recent sstifidy

Copies of the most recent version of the Program Specification, and the most recent
Program Report should be attached, together with the program descriptiofomthe

used for the bulletin or handbook. Copies of individual course specifications and reports
should be available for reference if required.

Arrangements for the SelfStudy

A description of organizational arrangements for the conduct of thetadlincluding
establishment of a steering committee and any subcommittees that may be needed, dates
and timelines, persons appointed, and processes followed. Terms of reference for
working groups or committees or sutbmmittees should be attached as appendice

Mission and Objectives

Mission, goals and objectives for development of the program, and indicators and
benchmarks selected to provide evidence of performance.

Program Context

Summary of any significant changes in the environment affecting theapnagince the

program was introduced or since the last periodic progranrstself/

This should consider any important developments in research or professional practice,
scientific or technological developments affecting the demand for graduates, the skills
they need, and any other matters affecting the need for and the operations of the program.
Implications for the program arising from this analysis should be indicated.

Brief statement of any changes or new requirements from within the institution ¥ieat ha
affected the program during the review period or that will affect it in the next planning
period

Comment on any changes that have been made or that could be required as a result of the
review of the context.
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Program Developments

A description of howthe program has developed over the period since the |astisayf

(or if this is the first sefstudy, since the program was introduced. For the firsssatfy

of a program that has been in operation in an existing institution for a number of years a
period of four years is suggested to give an indication of recent changes). This
description should include any courses added or deleted, significant changes in
objectives, approaches to teaching or student assessment, and an explanation of reasons
for those changes. The role played by stakeholders, including students, graduates, and
relevant professional groups in identifying need for change and responding to changes
made or proposed should be indicated;

Summary statistical information should be inadddn numbers of students enrolled over
time, and trends in progression, completion, and employment rates;

For a new program that has been given provisional accreditation and will be considered
for full accreditation, a table should be included compaexmected and actual

enrdiments in the program as a whole and in each major track over the period of review.
Where there were significant variations from anticipated numbers, explanations should be
given.

Program Evaluation

Description of results actis taken to achieve goals and objectives for the development
and improvement of the program

Descriptive reports should be prepared on performance in relation to each of the eleven
specified standards, i.e.

Mission and Objectives

Governance anddministration

Management of Quality Assurance and Improvement
Learning and Teaching

Student Administration and Support Services
Learning Resources

Facilities and Equipment

Financial Planning and Management

. Employment Processes

10. Research

11. Relationships witlthe Community

©CoNo~WNE

Note that although the standards for programs involve the same areas of activity as for an
institutional self study, the focus is what happens in this particular program, or on how a
function carried out by another part of the institutiffie@s this program.
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Please note that it is extremely important to provide statistical data and hard evidence to
support conclusions wherever possible. Opinion statements and judgments about quality
based on the starring system in the self evaluatialesare useful of course, but of

relatively little value in an accreditation assessment unless backed up by solid evidence
wherever possible.

For a number of the standards the administrative arrangements and processes for the
activity concerned will belescribed in other documents and need not be repeated.
However the introductory section of the report on each standard should include any
background information that should be drawn to the attention of an external review team.
This might include recemhanges in arrangements or new strategies being introduced
within the program, or changes elsewhere in the institution that have a significant effect
on the program.

The report on the standards should be considered as a research report on the duality of t
program and presented in a way that is comparable to other research reports. For each
standard there should be a brief statement on the processes followed for investigation and
preparation of the report.

The completed rating scales from the $®ifluation Scales for Higher Education
Programswill be made available to the external review team and that level of detail need
not be repeated in this descriptive report. However particular strengths and weaknesses
should be noted with evidence cited iblés or other appropriate forms of presentation.

Key performance indicators and benchmarks should be referred to wherever appropriate
and reference should be made to other documents where more detailed information could
be obtained.

Trends in quality bperformance should be noted and improvements in response to
remedial action acknowledged.

Review of Courses

A program is made up of a number of courses, and in many cases field experience
activities. An important element in a program self studyresveew of courses within it.

The program self study should include summary information about what is done to

review what happens in courses and consider any changes that might be necessary. This
would normally involve consideration of course and fielgexience reports, data from

student evaluations and consultations with graduates and employers, and developments in
the field of study that might require changes in details of what is taught.

Suggestions for changes in courses based on this anabtjading the addition or
deletion of courses, changes in optional or required courses, and changes in course
content.
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2.14 Independent Evaluation

Summary of views of independent external evaluator(s) who might be colleagues from
other departments oplteges familiar with this kind of program, or from other
institutions Since a number of different aspects of program development and delivery
are involvedseveral different evaluators may be used for different issues considered.
A full copy of the reprt(s) should be attached.

Conclusion and Action Plan

An overall summary of the results of the s&ifidy noting areas of high achievement and
areas of concern that require attention

Recommended action plan for achieving further improvements ancdoovieig

weaknesses or problems that have been identified The action plan should specify specific
steps to be taken, indicate where responsibility should lie to take that action, and indicate
timelines for implementation. Details of resources needed shewgecified.
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ATTACHMENT 1

Suggestions for Establishing a Quality Assurance System

The following suggestions are based on ideas from experienced quality officers in higher
education institutions. They are intended as practical advice for persomsawhbeen
given responsibility for leading the development of a quality assurance system.

1. Get centrabupport. Keep everyone informed.

Get support from the head of the institution (Rector, Dean) Ask for an announcement
indicating how important itsi for the institution to have an effective quality assurance
system and that everyone is expected to be involved. The announcement could include
reference to the introduction of systems in most other countries, and the importance for
the nation of high aality here.

Ask that the announcement include reference to a quality committee, and the
establishment of a quality unit or center to help plan, coordinate and assist.
2. Get a good team to work with.

Make sure the members of the committee are chosen carefully. Talk to the person
nominated to chair the committee about how it is to be appointed. The chair will have
good advice, and will want to influence who is selected and how it is done.

If the memlers are to be nominated by deans or heads of departments talk to them

individually first. They may want to spread the load of administrative work rather than

find you the best person for the task. Make sure they realize how important it is to have
peoplewho are committed to improving quality, who can give sound advice, and who can

give leadership in their own department or college.

3. Do some research

Talk with colleagues at other institutions. What are they doing? How did they start?

Donét necessarily foll ow what they did; your
ideas, collect their materials and think about what would work at your institution

Look at some websites. There are many examples of guidelines and procedures. Again,
dondt copy what may have been devel oped for
you think may work for you. Look at the guidelines and templates in NCAAAdHook
2. Try some of them out for your own course, for your own program. What help will
you need to arrange for others when they use these forms.
4. Evaluate the current situation.
Think carefully about the current state of affairs in quality asserahgour institution.
If you can get whatever evidence you can about the situation before you start you will
have a basis for planning, and a benchmark against which to measure future performance.
Howeverdothisinanennt r usi ve wa ytofright¥noeveryogne.n 6t want
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What evidence of quality is available? How reliable is it? What strengths and

weaknesses are there? Are there any parts of the institution where people have been doing
interesting quality assurance activities that might providase for development

elsewhere?

Use the self evaluation scales in the Self Evaluation Scales for Higher Education
Institutions as a preliminary guide. However keep the process non threatening and as
simple as possible. Talk with members of the conemiétbout parts of the institution

they know about and have them work with colleagues from the sections where they are
known.

Ask some of the deans about what happens in their colleges. Ask them about the
attitudes of faculty? Are they likely to be casptive or will they resist? Is the
organizational climate one in which faculty and staff will help each other?

5. Define your goals and objectives.

Think carefully about what you want to achieve. Base it on the mission and goals for
your institution. You will need to meet the quality standards in time, but thislsailtes
roomfor special priorities for your institution. It may help to visualize an institution of
the same type (which could be a real or an imaginary one) that you would regartyas be
of very high quality and think about differences between that institution and your own.

6. Develop a strategy.
Work out a strategy for devel opment . Donét
n

the best place for you to start. It probably@wan be t he worst area |
even the most urgent priority (although you may need to get to that fairly quickly)

t

Early successes will be important so choose an area where you can try out ideas and have
a good chance of succeeding, and whather groups may be interested in the results. It
may be one or two programs, and an area of service provision such as the library or the
deanship of student services..

When you have thought about what may be the best place to start think abouthitings t
might be barriers to change, and about things that might support you in introducing it.
For example barriers to change may be lack of time or money to take on new tasks or
worries about possible criticism by students. Factors supporting change thay be

support of the Rector and a belief on the part of faculty that improving quality is
important. Make a list of these barriers and possible supporting factors and think about
how barriers could be overcome or supporting factors added to or strengthened

Meet with the committee, get their advice, and see whether they agree with your strategy
or have better ideas. Work out with them the best way to proceed.
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7. Tryout ideas.

If you are planning to use student surveys or other evaluation devices try them out on
yourself first. If you develop a questionnaire try it on your own class. How do you feel
when you look at what the students have said? It will help to prepare yioomiarthers

will feel when you ask them to do the same thing, and it will help persuade them if you
have done it yourself. Talk to your students. Ask them whether the questionnaire let

them say what they really thought.

Have a friend visit your classom and talk with you afterwards about your teaching.
How did you feel when that happened? What could you have done to make that feedback
more helpful?

8. Conduct pilots.

Arrange a pilot development in the areas you selected to start with. Usentiseand

processes for planning and evaluation from the attachment t@ &fatis Handbook

Dondét worry if you canodot do everything the f
people responsible for the area selected for the pilot study do tkebmbmvork closely

with them and keep notes on what happens. You will need to learn as much as you can

from that activity so you can introduce the system to others next time. For these pilot

studies, use an external evaluator who can also work as cbhaehight person will be

able to give advice on how your processes could be improved, as well as commenting on

the evaluations and interpretations in the pilot project.Keep the committee informed

about what happens, and prepare a progress report feetter or Dean.

9. Extend the system.

Plan for wider implementation, building on what you have learned from your pilot

scheme. If things go well you may expand the system semester by semester, so that more
and more groups become involved, and moth®fvaluating and planning processes

are introduced. You will need to proceed in stages and modify your plans as experience
and confidence is gained in the new procedures.
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ATTACHMENT 2
Key Performance Indicators

Standard/Broad Key Performance lticator Level at Which Data is
Area Required
Management of 1. Students overall evaluation on the qua Program

Quality Assurance | of their learning experiences at the Institution

and Improvement

institution.

(Average rating of the overall quality of
their program on a five point scale in an
annual survey of final year students.)

Data separately for male anc
female sections and combing
for all.

2. Proportion of courses in which student|
evaluations were conducted during the ye

Department

Institution

Data separately for male anc
female sections and combing
for all.

3. Proportion of departments in which thg College
was independent verification of standardg Institution
student achievement througtternal

processes during the past year.

4. Proportion of departments verifying College
achievement standards through external | Institution

processes during the past year.

Learning and
Teaching

5. Ratio of students to teaching staff.
(Based on full time equivalents)

Department or College (see
note)

Institution

Data separately for male anc
female sections and combing
for all.

6. Students overall rating of the quality of
their courses.

(Average rating by students on a five poin
scde on overall evaluation of courses.)

Department or College (see
note)

College

Institution

Data separately for male anc
female sections and combing
for all.

7. Proportion of teaching staff with verifie
doctoral qualifications.

Department or Collegésee
note)

Institution

Data separately for male anc
female sections and combing
for all.

“a
Ver. 2.0
July 2011

Page66 of 257



National Commission for Academic Accreditation & Assessment

8. Proportion of students entering
preparatory program who successfully
complete that program within the specifie
time.

Sections within prep year
program if seprate sections
provided.

Institution

Data separately for male ang
female sections and combing
for all.

9. Percentage of full time undergraduate
students who are eligible to proceed to
second year after their first academic yea

Program/ College (Seete)
Institution

Data separately for male anc
female sections and combing
for all.

10. Course completion rates for
a. Full time students

b. Part time students and

c. Distance education students.

Program/Department/Collegs
(see note)
Institution
Dataseparately for male and
female sections and combing
for all.

11. Proportion of full time students
commencing undergraduate programs wh
complete those programs in minimum tim
specified for the program.

Program/Department/Collegs
(see note)
Institution
Data separately for male anc
female sections and combing
for all.

12. Apparent completion rate for
undergraduate programs.

a. Full time students

b. Part time students and

c. Distance education students.
(Actual completion rate can be used if dat
is available)

Program/Department/Collegs
(see note)
Institution
Data separately for male anc
female sections and combing
for all.

13. Proportion of students entering post
graduate programs who complete those
programs in minimum time specified for th
program.

Program/College (see note)
Institution

Data separately for male anc
female sections and combing
for all.

14. Proportion of graduates from
undergraduate programs who within six
months of graduation are:

employed

enrolled in further study

notseeking employment or further study

Program
College
Institution
Data separately for male anc
female sections and combing
for all.
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Student
Administration and
Support Services

15. Ratio of administrative and support
staff to students.

College

Institution
Data separately for male ang
female sections and combing
for all.

16. Proportion of total operating funds
(other than accommodation and student
allowances) allocated to provision of stud
services.

Institution
Data separately for male ang
female setions and combine(
for all.

17. Student evaluation of academic and
career counselling. (Average rating on th
adequacy of academic and career
counselling on a five point scale in an
annual survey of final year students.

Program
College
Institution
Data separately for male anc
female sections and combing
for all.

Learning 18. Ratio of book titles held in the library | Institution
Resources the number of students. Data separately for male anc
female sections and combing
for all.
19. Number otlata base subscriptions as| Institution
proportion of the number of programs
offered.
20 Numberof periodical subscriptions as g Institution
proportion of the number of programs
offered.
21. Student evaluation of library and Institution
learning resourcservices. (Average rating Data separately for male ang
on adequacy of library and or learning female sections and combing
resource services on a five point scale in | for all.
annual survey of final year students.) (Se¢
explanatory notes)
Facilities and 22. Annual expenditure on IT as a Institution
Equipment proportion of total operating funds.
23. Number of accessible computer Institution
terminals per student. Data separately for male anc
female sections and combing
for all.
24. Awerage overall rating of adequacy of, Department
facilities and equipment in a survey of College
teaching staff. Institution
Data separately for male and
female sections and combing
for all.
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Financial Planning| 25. Total operatingxpenditure (other than Institution
and Management | accommodation and student allowances)
student.
Faculty and Staff | 26. Proportion of teaching staff leaving th Department
Employment institution in the past year for reasons oth{ College
Processes than age retirement. Institution
Data separately for male ang
female sections and combing
for all.
27 Proportiorof teachingstaff participating | Department
in at least one full day or equivalent of College
professional development activities arrang Institution
by the department, college or institution | Data separately for male ang
during the past year. female sections and combing
for all.
Research 28 Numbernof refereed publications in the | Department
previous three years per full time member College
of teaching staff. (Publications based on | Institution
formula in the Higher Council Bylaw Data separately fanale and
excluding conference presentations) female sections and combing
for all.
29. Number of citations in refereed journg Department
to publications by full time teaching staff g College
a proportion of full time teaching staff. Institution
Data separately for male anc
female seebns and combinec
for all.
30. Proportion of full time members of Department
teaching staff with at least one refereed | College
publication during the previous year. Institution
Data separately for male anc
female sections and combing
for all.
31 Number of research articles published | Department
graduate students or recent graduates ba| College
on their thesis research as a percentage ¢ Institution
the number of postgraduate students. Data separately for male anc
female sections and combing
for all.
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32. Number of papers or reports presentg
at academic conferences during the past
year per full time member of teaching staf

Department

College

Institution

Data separately for male anc
female sections and combing
for all.

33 Researcincome from external sources| Institution
in the past year as a proportion of the
number of full time teaching staff member
34. Proportion of total operating funds Institution
spent on research in the last financial yea
Community 35. Number otommunity education Department
Service programs provided. College
Institution

Data separately for male anc
female sections and combing
for all.

36. Number of hours of voluntary
professional work spent in the community|
as a percentage of full time teaching fstaf

Department
College
Institution
Data separately for male anc
female sections and combing
for all.

Note: Inindicators 5 to 14 where the level at which data isired| shows
department/colleggrogram/college, or program/department/college the larger
administrative unit should be used where a substantial number of common courses are
taken within the larger unit.
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ATTACHMENT 2 (a)

Program Specification

Kingdom of Saudi Arabia

National Commission for Academic Accreditation &
Assessment

Program Specification
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Program Specification

For guidance on the completion of this template, please refer to CBapfdrart 2 of

this Handbook and to the Guidelines on Using the Template for a Program Specification

in ATTACHMENT 3 (b).
Institution

College/Department

A. Program Identification and General Information

1 Prograntitle and code

2. Total credit hourseeded for completion of the program
3. Award granted on completion of the program

4. Major tracks/pathways or specializations within the progeamtfansportation or
structural engineering within a civil engineering programaanselingor school
psychology within a psychology program)

5. Intermediate Exit Points and Awards (if ang)g(associate degree within a bachelg
degree program)

6. Professions or occupations for which students are prepared. (If there is an early
point fromthe program (@. diploma or associate degree) include professions or
occupations at each exit point)

7. (a) New Program Planned starting date

(b) Continuing Program
Year of most reent major program review

Organization involved in recent major reviesvd.internal within the institution,

Accreditationreview by ?
Other ?

8 Nameand position €.g.department chair person) of faculty member managing or
coordinating the program.

9. Location if not on main campuslocations ifprogram is offered in more than one
location.

Vsl
Ver. 2.0 Page72 of 257
July 2011



National Commission for Academic Accreditation & Assessment

B Program Context

1 Explain why the program is needed.

a. Summarizeconomic reasons, social or cultural reasons, technological developn
national policy developments or other reasons.

b. Explainthe relevance of the program to the mission of the institution.

2. Relationship (if any) to other prograoféered by the institution/college/departmen
a. Doeghis program offer courses that students in other programs are reauired to t
Yes

No

If yes, what should be done to make sure those courses meet the needs of stu
in the other programs?

b. Doesthe program require students to take courses taught by other departments?
Yes

No

If yes, what should be done to make sure those courses in other departmetiie mee
needf studentsn this program?

3. Do the students who are likely to be enrolled in the program have any special n¢
characteristics that should be considered in planning the progeagnaP&rt tme evening
students, limited IT or language skills)  Yes No

If yes, what are they?

4. What should be done in the program to respond to these special characteristics

C. Mission and Goals of the Program

Program MissiorStatement
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2. List goals of the program for a specified period of time (e.g. 5 to 10 years)

3. List specific objectives for development of the program. (Objectives should be expresgedific
measurable terms with a date for achieveriiaotmally up to 3 to 3/ears)

4. List Key Performance Indicators to be used in monitoring the effectiveness and quality of the prog
For each KPI indicate the source of the dataetpiovided and the person responsible for obtaining it. T
list should include KPlIs identified by the NCAAA that are relevant to individual programs and any
additional KPIS specified by the institution or the college or department.

Key Performance Indators Source of Data/ Person Responsible

O =
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4. List any major changes or strategic new developments planned for the program w
the next three to five years to help achieve its mission. For each change or develop
describe the majatrategies to be followed and list the indicators that will be used to
measure achievement.

Major Changes or Strategies Indicators

Developments

D. Program Structure and Organization
Program Description

A program or department manual should be available for students or other stakeh
and a copy of the information relating to this program should be attached to the pt
specification.

This information should include required and elective courseditdour requirements
and department/college and institution requirements, and details of courses to be
in each year or semester.

2. Development of Special Student Characteristics or Attributes

List any special student characteristics oilaites beyond normal expectations that tf
institution, college or department is trying to develop in all of its studéNtsrmally
one or two, up to a maximum of four that directly reflect the program mission and
distinguish this program from othersthre same field and make it exceptiorair
example graduates particularly good at creative problem solving, leadership capac
commitment to public service, high level of skills in IT). For each special attribute
indicate the teaching strategies atutlent activities to be used to develbpndthe
evidence to be used to assess whether it has been developed in all students.
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Special Attributes Strategies or Student Activities to be Used throughou
the Program to Develop These Special Attributes
Strategy

Evidence

Strategy

Evidence

Strategy

Evidence

Strategy

Evidence

3. Required Field Experience Component (if)af@yg.internship, cooperative program,
work experience)

Summary of practical, clinical or internship component required in the program.
Note that a more detailed Field Experience Specification comparable to a course
specification should also be prepared in a separate document for any field experie
requiredas part of the program.

a. Brief description of field experience activity

b. List the major intended learning outcomes for the program to be developed thro
the field experience

c. At what stage or stages in the program does theefigddrience occur2(g.year,
semester)

d. Time allocation and scheduling arrangement. (E.g. 3 days per week for 4 weeks
time for one semester)
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e. Number of credit hours

4. Project or Research Requirements (if any)

Summary of any projedr thesis requirement in the program. (Other than projects o
assignments within individual courses) (A copy of the requirements for the project
should be attached.)

a. Brief description

b. List the majointended learningutcomes of the project or research task.

c. At what stage or stages in the program is the project or research undentadisear,
semester)

d. Number of credit hours

e. Summary description of provisions for student academic advisinguapart.

f. Description of assessment procedures (including mechanism for verification of
standards)
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5. Development of Learning Outcomes in Domains of Learning

For each of the domains of learning shown below indicate:

The knowledge or skilhe program is intended to develop and the level of that
knowledge and skill. (as a guide see general descriptions of knowledge and skills
National Qualifications Framework for the qualification level of this program;

The teaching strategies to be used in courses in the program to develop that knov
and those skills. (This should be a general description of the approaches taken
throughout the program but if particular responsibility is to be assigned to ceneses|
this should be indicated.);

The methods of student assessment to be used in courses n the program to evalu
learning outcomes in the domain concerned.

a. Knowledge

(i) Summary description of the knowledge to be acquired

Teaching strategies to be used to develop that knowledge

Methods of assessment of knowledge acquired
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b. Cognitive Skills

(i) Cognitive skills to be developed and level of performance expected

(ii) Teaching strategies tme used to develop these cognitive skills

Methods of assessment of students cognitive skills

c. Interpersonal Skills and Responsibility

Description of the level of interpersonal skills and capacity to carry responsibility tg
developed
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(i) Teaching strategies to be used to develop these skills and abilities

Methods of assessment of students interpersonal skills and capacity to carry
responsibility

d. Communication, Information Technology and Numerical Skills

(i) Description of the communication, IT and numerical skills to be developed
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(i) Teaching strategies to be used to develop these skills

(i) Methods ofassessment of students numerical and communication skills

e. Psychomotor Skills (if applicable)

Description of the psychomotor skills to be developed and the level of performance
required

(i) Teaching strategies to be usedivelop these skills
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Methods of assessment of students psychomotor skills

6. Admission Requirements for the program

Attach handbook or bulletin description of admission requirements including any cq
or experience prerequisites.

7. Attendance and Completion Requirements

Attach handbook or bulletin description of requirements for:
a. Attendance.

b. Progression from year to year.

c. Program completion

E. Regulations for Student Assessment and Verification of Standards
1. Regulations opolicies for allocation and distribution of grades

If the institution, college, department or program has policies or regulations dealing
the allocation or distribution &f t u d gradéssétatethe policy or regulation, or attach

copy.

2. What processes will be used for verifying standards of achieveeigraheck
marking of sample of tests or assignments? Independent assessment by faculty from
another institutiop(Processes may vary for different courses or domains of legrning

F Student Administration and Support
Student Academi€ounseling

Describe arrangements to be made for acadeaunselingand advice for students,
including both scheduling of faculty office hours and advice on program planning,
subject selection ahcareer planning (which might be available at college level)
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2. Student Appeals

Attach regulations for student appeals on academic matters, including processes f
consideration of those appeals.

G. Text and Reference Material

1. Whatprocess is to be followed by faculty in the program for planning and acquisi
of text, reference and other resource material including electronic and web based
resources?

2. What processes are to be followed by faculty in the prograevéduating the
adequacy of book, reference and other resource provision?

H. Faculty and other Teaching Staff
1. Appointments

Summarize the process of employment of new teaching staff to ensure that they ar
appropriately qualified and experienced floeir teaching responsibilities.
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2. Participation in Program Planning, Monitoring and Review

Explain theprocess for consultation with and involvement of teaching staff in monitc
program quality, annual review and planning for improvement.

3. Professional; Development

What arrangements are made for professional development of teaching staff for:

(&) Improvement of skills in teaching?

(b) Other professional development including knowledge of research and developt
in their field of teaching?

4. Preparation of New Teaching Staff

Describe the process used for orientation and/or induction of new, visiting or part ti
teaching staff to ensure full understanding of the program and the role of the cours
theyteach as components within it.
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5. Part Time and Visiting Teaching Staff

Provide a summary of Program/Department/ College/institution policy on appoint
of part time and visiting teaching staff.e(j Approvals required, selection process,
proportion of total teaching staff etc.)

I. Program Evaluation and Improvement Processes

1. Effectiveness of Teaching

a. Whatprocesses will be used to evaluate and improve the strategies planned fo
developing learning in the different domains of learning®.&ssessment of learning
achieved, advice on consistency with learning theory for different types of learnin
assessment of understanding and skill of teaching staff in using different strategies

b. Whatprocesses will be used for evaluating the skills of teaching staff in using t
planned strategies?

2. Overall Program Evaluation

a. What strategies will be used in the program for obtaining assessments of the ¢
guality of the program and achievement of its intended learning outcomes:

() Fromcurrent students and graduates of the program?
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(i) Fromindependent advisors and/or evaluator(s)?.

(i) Fromemployers and/or other stakeholders.

b. Whatprocesses will be used to gather and record data on key performance ingc
for the quality and effectiveness of the program?

c. What processes will be followed for reviewing these assessments and plannin
action to improve the program?
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Attachments

1. Copies of regulations and other documents referred to in template preceded by a table
of contents.

2. Coursespecifications for all courses including field experience specification if
applicable.

3. Learning outcomes for the program if more extended listing is needed. (See item 5
and reference to that item in Guidelines on Using the Template for a Program
Specfication.

4. Course Planning Matrix
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Learning Outcomes

Courses

Course Code and
Number

Knowledge
Facts
Concepts, theories
Procedures

Cognitive Skills
Apply skills when
asked
Creative thinking
and problem solving

Interpersonal Skills and
Responsibility

Responsibility for own
learning

Group participation and
leadership

Act responsiblypersonal
and professional
situations

Ethical standards of
behavior

Communication IT and
Numerical Skills

Oral and written
communication

Use of IT

Basicmathand
statistics
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Psychomotor Skills

~

a Maj or Responsibility X Mi nor Responsibility

(Note: Add additional sheets if necessary to provide for all required coursegpnodginam including any courses offered by other
departments)
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ATTACHMENT 2 (b)
Guidelines on Using the Template for a Program Specification

Institution,
College/Department

Show the name of institution and the college or departm
principally responsibléor the program.

A Program Identification and General Information

1. Program title and
code

Insert the title and the institutional code number for the
program.

2. Credit hours

Write the number of credit hours required to complete th
program. Ifthere are variations in the credit hours for
different majors or tracks in the program these details sh
be shown.

3. Award granted on
completion of the
Program

Write the title of the academic award or qualification
granted by the institution for stedts who complete the
program.

4. Major
tracks/pathways within
the program

Write the title of any major tracks or pathways within the
program. A major track or pathway is one in which a
specified group of courses are undertaken, normally in tf
second hlf of a program, and that lead to a specializatior
that is recognized by the institution. Individual selection
a student among a number of elective courses would noj
regarded as a major track or pathway.

5. Intermediate Exit
Points and Awards

If the program is designed so that a student can complet
award part way through a longer program and then conti
in the longer program write the title and number of requi
credit hours for any such intermediate award. An exam
could be an assot¢@adegree program that provided valual
employment skills that also provided a basis for continuil
studies to completelaa ¢ h edegoee. 6 s

6.
Professions/occupatior]
for which students are
prepared

Write the name of any professions or occupations the
program is designed to prepare students for. (Note that
students may enter other occupations or professions.
However this item relates to what the program is designg
for, not what individual students may eventually do)

7. New or Continuing
Program

Indicate whether this is a new or continuing program. If
a new program indicate the proposed commencing date,
is a continuing program indicate the year in which the
program was evaluated in a major review. The kind of
review this item refers tooelld be a major self study for
accreditation, or a major review by the institution itself.
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8. Faculty Member
responsible for the
program

Write the name of the person responsible for coordinatin
the program and the position held by that person. mhis
be the head of department or another person given that
responsibility.

9. Location(s) where
the program is offered

If the program is offered away from the main campus
indicate the location. If it is on the main campus leave tl|
item blank. If itis offered in several locations provide
details. If the program is offered both through distance
education and on campus this should be indicated in the
template. It should be noted that there are additional spi
requirements and standards that refatdelivery of a
program through distance education. (Template for dista
education programs is not yet available)

B Program Context

This section is intended to explain the need for the program and indicate any
significant elements of the context irmieh it is being offered that affect the way it
should be planned and delivered

1. Explain why the
program is needed

a. Economic cultural,
technical or other
reasons

b. Relevance to the
mission of the
institution.

This should be a general explanation of why the progran
important

a. Briefly describe reasons the program is needed that n|
relate to the local, national or international economic
systems, social or cultural needs, policy developmetits
andthe benéts to the community that will be provided by
offering the program.

b. Explainhow the program relates to the mission of the
institution or college.(i.e. is it consistent with the mission
and does it make a significant contribution to its
achievement?)

2. Relationship to othe
programs.

Explain how the program relates to other programs in thq
college or university e.g. Are any courses in this progran
taken as preparatory or service courses for students in ©
programs or do the students in this peog have to take
courses provided through other programdepartments?
In such cases an indication should be given of what is dt¢
to make sure the courses concerned actually provide the
skills and knowledge that are needed.

3. Do the students
likely to be enrolled
have any special
characteristics that
should be considered i
the program?

If yes, what are they?

Briefly describe any special characteristics students
enrolling in the program are likely to have that could affe
what needs to be donetime program. For example they
may have limited skill inT, or previous educational
experiences that do not prepare them adequately for the
more independent learning requirements expected on a
higher education campus.
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4. What should be
done in the prgram
because of these spec
characteristics that
students are expected
have.

For each special characteristic identified urgléndicate
what response should be made in the program to meet t
special requirements.

For exampl@ If students are likgito have limited
understanding of mathematical skills in a program that
builds on those skillspecial introductory mathematics
training maybe needed followed by tutorial assistance fo
those who need it. If students hdackgrounds in memory
based stdies with limited independent study skills, or are
likely to become confused or frustrated by independent
problem solving tasks, an orientation program that
demonstrates the importance of these objectives followe
progressive introduction of new formgsiudy may be
needed. Early courses offered in the program should be
designed to help with transition and include counseling ¢
assistance with study skills.

Mission and Goals of the Program

1. Program Mission
Statement

Provide a brief summarstatement of the mission of the
program.

(This could be a modification of a mission statement for
college or department referring more specifically to what
this program is expected to develop.)

2. Major changes or
strategic
developments.

List any mapr changes or strategic developments that hg
been identified for the development of the program over
period of three to five years. (A longer or shorter time frg
would be acceptable) For each change or development
shown list the main strategieshe followed and the
indicators to be used to assess the impact of the change
more detailed strategic plan and operational plans shoul
available for reference.

The response to this item is likely to be different for a ne
program and for an exisiy one. For a new program the
major developments may reflect the key stages in
implementation and critical success factors in achieving
mission. For an existing program the changes may resu
from plans for improvement following a quality evaluatior
new policy initiatives or technological developments.
(Note that this item relates to the development and
improvement of the program, not the learning outcomes
students which are referred to later. For example the
program may be being changed tolinle greater use of IT
skills and web based reference material, new teaching
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strategies may be in the process of being introduced to
develop problem solving skills, closer relationships may
being developed with professional bodies or employers
through astronger and more clearly defined cooperative
program)

Program Structure and Organization

1. Program Attach the program description as set out in the handboc
Description bulletin.

2. Development of If the institution or the college has decided to develop
Special Student special characteristics or attributes in its students as par
Characteristics or its mission, or if this has been done by the department, |
Attributes each one and describe what will be done in the program

develop it. Wiat is wanted is not the learning outcomes tf
would be generally expected from a program of this type
but something special that will differentiate it from what i
done elsewhere and hopefully make it noticeably better.
example if the program planrseare wanting to produce
graduates who are particularly good at problem solving,
have excellent language skills, or be potential leaders in
community these things should be stated and the Strate
column should describe what will be done in the progto
make sure these special abilities are developed. Planne
strategies or studeattivities mayinclude special emphase
in teaching and use of particular teaching techniques
throughout the program, specially designed student
activities. Evidence toédused should always include som
appropriate mechanisms to assess whether those specis
characteristics are actually being developed and are
recognized by students and the community.)

3. Field Experience | This item should be completedtife program includes a
Component field experience component. A field experience compon
could take a variety of forms including one or more solid
blocks of time in a field setting, part time experience duri
an academic semester, a summer program in a work
experence placement, or an internship at the end of a
program that is regarded as part of the program. Work
assignments that are part of a regular on campus course
woul d not normally be reg
purposes of a program specificatid’Vhat is wanted here ir
the program specification is a very brief description. Ful
details should be shown in a separate field experience
specification.
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a. Brief description of
field experience

Briefly describe the nature of the field experiencevigti
including the kinds of activity in which students will be
involved, how their performance will be assessed and th
locations where it will take place.

b. Specify the major
learning outcomes

Summarize the learning outcomes to be developed. The
should be grouped according to the domains of learning.
(Knowledge, Cognitive Skills, Interpersonal Skills and
Responsibility etc.)

c. Stage inthe
program when the
field activity occurs

Indicate when within the program the field experience
activity takes place. If the program includes several field
experience activities indicate the stage for each. For
example a program might include a fairly short period of
observation in first or second year, followed by a longer
more extensive cooperative prag in the final year.

d. Time allocation an
scheduling
arrangement

Explain how the field experience activity is scheduled an
the amount of time allocated.

e. Number of credit
hours

Indicate the number of credit hours allocated for the field
experience activity.

4. Project or Researc
Requirements (if any)

If a project or research task is required a copy of the rele
regulation or statement of requirements should be attach
The items below relate to particular elements necessary
program planning purposes.

a. Brief description

Provide a summary description of the task the students ¢
required to undertake.

b. Majorlearning
outcomes to be
developed.

Summarize the learning outcomes to be developed. The
should be grouped aaabng to the domains of learning.
(Knowledge, Cognitive Skills, Interpersonal Skills and
Responsibility etc.)

c. Stage in program
when project is
undertaken

Indicate the stage in the program when students undertzs
the project or research study.

d. Number of credit
hours

Indicate the number of credit hours allocated for the proj
or research study.

e. Summary
description of
provisions for student
advice and support

Briefly describe the arrangements made for advising anc
assisting students and lews#lsupport available.

f. Description of
assessment procedurt

Explain the process used for assessing students work
including steps taken to verify the standards @f u d e n
achievement.
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5. Development of In responding to this item reference should be made to tf
Learning Outcomes in National Qualifications Framework which includes
Domains of Learning | descriptions of the level of knowledge and skill in expect
in each domain for each qualification level. The stateme
made here should be consistesith those general
descriptions but should express the intended outcomes i
ways that relates to the program field of study. The
statements may be elaborated in more detail in the
specifications for each course to indicate special
contributions a courseight make to the development of
these learning outcomes.

This template calls for a summary that is in sufficient det
to identify the general strategies for teaching and assess
to develop and assess different forms of learning. A mo
detailed statment of learning outcomes to be used as a b
for the detailed planning of courses may be attached.
For each domain three things should be included. A
description of the level of knowledge or skill to be achiev
the teaching strategies to be usedevelop that form of
learning, and the way students learning should be asses
The description of teaching strategies should include en
detail to guide instructors in the strategies to be used in
program. In other words, not just lectures, grawork,
laboratories etc, but a comment on how these types of
activities should be used to maximize learning in each of
domains and cumulatively improve the skills and abilities
the program is intended to develop. The same types of
activity could be ged for several different kinds of learnin
outcomes. For example lectures could be used for both
knowledge and cognitive skills. However some commer
should be included to indicate how the lectures would be
used differently (or other activities assoethith them) so
the different kinds of learning will be achieved.

(a) Knowledge

() Learning Outcome| Summarize the areas and levels of knowledge to be
developed in the program. This should be a broad
description only. Details of various areas obwhedge will
be shown in course specifications.
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(ii) Teaching Describe the procedures to be used in the courses in the
strategies program for students to acquire and understand the
knowledge the program is intended to develop.
Examplé Combination ofectures, tutorials and individua
and group assignments using print media and web base
materials. Lectures begin with overview of content to be
presented linking it to previous information and explainin
its significance, and conclude with a review. drigls
review material presented in lectures to check understar
and provide clarification required before discussing the
potential uses of the information. Essay assignments re
students to locate and use significant information in the
field.

(iii) Assessment Describe the procedures t
acquisition of knowledge.

Exampl® Multiple choice tests four times each semeste
each course with results carrying 20% of final assessme,
End of semester examination with a combioranf multiple
choice and essay items.

(b) Cognitive Skills

(i) Learning Outcome | Summarize the thinking and problem solving abilities to
developed in the program taking into account the setting
which those abilities should be us&de.g. in late
professional work, in higher degree study etc.

(i) Teaching strategiej Describe the processes to be used in courses in the pro
to develop the cognitive skills the program is designed tc
develop. This should include ability to use analytical ang
problem solving skills in problem solving when requestec
do so and also spontaneously when appropriate in other
settings. It should include strategies to assist students t
manage and improve their own thinking processes.
Exampl® Laboratory and assignmietasks apply skills to
new problems. Tutorials include discussion of issues an
problems to which analytical skills taught could be releve
Assignments include some open ended problem solving
tasks with students assessed on the appropriateness of
investigative processes used.

Program includes a capstone group problem solving tas
final year in which analytical skills and theoretical insight
developed in the program are applied to a new issue.
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(iif) Assessment Descri be how st oogrtivetslslld wilcbe
assessed.

Examplé Each test given during semester to include at
least one item requiring students to apply formulae or
conceptual insight in solution of a new problem. End of
semester test in each course to include items requiring
students to identify and use appropriate analytical tools f
new problem. Assessment of final year capstone group
problem solving task has 40% of assessment based on
appropriate choice and use of appropriate investigative
methodology, and includes nkabonus for creativity on
solution.

(c) Interpersonal
Skills and
Responsibility

(i) Learning Outcome| Summarize the abilities that should be developed in arez
group participation and leadership, personal and social
responsibility,and exercisef responsibility for their own
continuing learning. These should include ethical and m
responsibility in a general sense as might be expected f¢
learners as well as any special requirements associated
the field of study.

(ii) Teaching Describe the processes to be used in courses in the pro
strategjies to develop studentsd inte
responsible behavior, and capacity for independent learr
Exampl® Each course includes at least one group proje
with a randomly seldéed team leader. Instructors give mi
task counseling on approach taken. Assessments incluc
evaluation of standard of report by group and individual
performance rating on contribution made.

Each course includes individual assignment task with le
of research requirement increasing in each year of the
program.

Ethical issues considered in case study and role play tas
with group analysis and comment on their appropriate
resolution.
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(iif) Assessment Describe how student s 6skitse
and responsibility, and their capacity for independent
learning will be assessed.

Examplé® Assessment of group assignments within eaclk
course and in the capstone project includes an individual
component for the contribution of each person. Indiidu
project assignments in courses require independent stuc
skills andassessments of those assignments inchide
element.

(d) Communication,
Information
Technology and
Numerical Skills

(i) Learning Outcome| Summarize the oral and writteemmunication skills, and
the information and communication skills and the
mathematical and statistical to be included in the progra
(Note that these are intended as general skills that all
students should have regardless of their field of study.el
program is in one of these particular fieldgy(in a
mathematics or computer science program) the level of
skills in that field should be much higher than would be
expected of everyone. The more advanced skills exped
of students in such a program should be included as
knowledge or cognitive skilland should not be repeated i
this section.)

(ii) Teaching Describe the processes to be used to develop these abil
strategies and ensure that they are supported and developed in co
throughout the program.

Examplé Preliminary study skills couesin first semester.
Coaching facilities available in each year of the program
with students enrolling voluntarily or on referral.

Some courses in each year include required use of ICT {
analysis and reporting, with quality of usage forming par
assaesment. Assignments include required use of search
engines on the internet.

(iif) Assessment Describe how adequacy of
and communication skills will be assessed.

Examplé® Direct assessment of basic skills in preliminary
study skills course with follow up assessments for those
need it. Appropriate use of communication skills includir
language and use of IT included as component of
assessment in all student assignments.

Ver. 2.0 Page98 of 257
July 2011



National Commission for Academic Accreditation & Assessment

(e) Psychomotor Skillg
(if applicable)

(i) Learning Outcome

If the program is one in which psychomotor skills are
significant objectives the skills to be developed should b
described and the level of performance indicated.

(ii) Teaching If program objectives include psychomotor skaksscribe

strategies the strategies to be used to develop these during the
program.

(iif) Assessment Describe the process for

psychomotor skills.

6. Admission
Requirements

Description of admission requirements should be attachg
requestd.

7. Attendance and
Completion
Requirements

Description of attendance and completion requirements
should be attached as requested.

Regulations for Student Assessments and Verification of Standards

1. Regulation or
Policy on allocation
anddistribution of
grades

The policy and/or regulation on allocation and distributio
of student grades should be included in the specification
The policy or regulation should be attached or if it is

included in other regulations as part of a larger documer]
summary of the main provisions should be included in tf
specification.

3. What processes
will be used for
verifying standards of
achievement?

Explain what will be done to compare the level of
performance of students with appropriate external
benchnarks. Action may be different for different domair]
of learning. Possibilities include such things as arrangin
with faculty from another highly regarded institution to
remark a random selection of student assignments withg
seeing the original mark gan, getting an independent rati
of the standard of difficulty of a sample of tests, arrangin
with another institution for one or two common test itemsg
be included and comparing the marks given.

F. Student Administration and Support
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1. Student Acdemic
Counseling

Describe the arrangements made for individual academi
counseling and advice for students. The description sha
include both general advising such as advice on course
selection and career planning, and individual consultatio
betweenmstructors and students in courses during
scheduled office hours. The description of arrangement
should also include information about mechanisms to en
that planned arrangements for providing advice to stude
actually take place and how useful ttaag for students.

2. Student Appeals

Regulations for academic appeals should be attached. |
some cases general institutional processes are supplem
by special arrangements relevant to certain types of prog
. If there are any special mechanisms applicable to this
program the additional details should be explained.

Text and Reference Material

1. Processes for
planning and
acquisition

Describe the process to be followed for selecting text an
reference matel and arranging for provision of needed
materials in the resource center or elsewhere as approp
The description should include timelines for these planni
and organizational tasks.

2. Process for
evaluating adequacy (

provision

Describe the cess to be followed. This would normally]
include feedback from students and faculty, and timeline
for evaluations and decisions to be made in response.

H. Faculty and Other Teaching Staff

1. Appointments

Summarize the process for appointmemeiv teaching
staff including the action in the department to ensure tha
appointees have the qualifications and skills to meet
teaching requirements. The description should include v
is done to verify that qualifications claimed are legitimate

2 Paricipation in
program planning ,
monitoring and
review.

Describe what is done to involve teaching staff in these
activities. If work is done through committees the
description should include how such faculty are selected
involvement and how others nmh committees are
involved.

3. Professional
development

Describe arrangements made for improvements in teach
skills and for general professional development. These
arrangements could involve both activities managed by t
program or department andyaactivities organized througk
theinstitution. The description should include an indicatic
of the proportions of faculty expected to be involved in
various activities.
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4. Preparation of New
Teaching Staff

Explain what is done to ensure that new or visiting teach
staff are given an orientation to the institution and to the
program, and made aware of the expectations for teachi
the courses for which they will be responsible. This
includes the recommead teaching strategies, forms of
student assessment etc designed for program objectives
the mechanisms to be used for course and program
evaluations.

5. Part Time or
Visiting Teaching
Staff

Summarize the relevant policy or regulation to indicate t
extent to which part time or visiting faculty can be used,
approval requirements, etc.

Program Evaluation and Improvement Processes

1. Effectiveness of
Teaching

a. Processes to be
used to evaluate and
improve the teaching
strategies planned for
different domains of
learning in the
program

Describe what will be done to review and improve the
recommended teaching strategies.

Example® Comments and suggestions from faculty (afte
having completed training in the use of the strategies),
consultancy by curriculum/teaching methodology
specialist, analysis of student evaluations, training progr
in learning theory and related teaching methodology.

b. Processes for
evaluating the skills of
faculty in using the
planned teaching
strategies.

Describe ealuation processes.

Example$® Student course evaluations, observations by
program coordinator or department head, tests of stude
skills with standards verified by external benchmarks,
graduating students ratings of the most (and least) effec
coursesn developing needed knowledge and skill.

2. Overall Program
Evaluation

a. Strategiefor
obtaining assessment]
of the quality of the
program and its
success in achieving
intended learning
outcomes.

Describe the processes to be followed in obtgiféedback
on the quality of the program from each of the following
sources.

(i) Fromcurrent
students and graduate
from the program.

Example$® Survey responses from students about to
complete the program, Surveys of graduates from the
program usin@ standard form distributed six months afts
graduation, focus group discussion with randomly select
groups of graduates.
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(i) from independent | Example® Departmental/program review, Analysis and
advisors and/or advice from visitig faculty, international accreditation by
external evaluator(s) | specialist accreditor.

Independent assessment by independent faculty familiar
with the program of the programs consistency with the
National Qualifications Framework.

(ii) from employers | Example® Survey of employers of graduates, focus grot
and other stakeholder| discussion with employers of graduatEsrmationof an
advisory group made up of leading practitioners in the
profession concerned to review program.

b. Key performance | List specific iems of information in quantifiable form that
indicators will be used each year as indicators of quality. These m
include some items that are reported on for all programs
the institution so the institution can monitor quality of
programs generally, as well asvs®that are applicable onl
to the particular program. The indicators should relate tc
important aspects of quality, but in most cases will requi
interpretation in analysis to take account of different
circumstances. Examp@Lompletion rate of studenitn
first year, program completion rates in minimum time,
student ratings of the value of the program in a survey,
employment rates of graduates, participation of faculty ir
professional development activities.

c. Processes for Describe what will be done to evaluate comments and
reviewing these reports received under a and b above and plan responsg
assessents and the evaluations received.

planning action for Example$® Faculty invited to comment on responses to
improvement course and program evalimats (confidentiality of

individual responses preservedrayram repow prepared
at end of each semester including summaries of evaluat
responses, and reviewed by program evaluation commit
which advises on amendments required. Completion of ¢
evaluation scales from Standards of Good Practice once
every second year with results retained in program files
ratings recorded in a time series.
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Attachment Course Planning Matrix

The course planning matrix is a planning device for identifgimgrses in which special
attention should be given to certain learning outcomes, particularly those relating to
interpersonal skills and responsibility and communication ICT and numeracy skills.

It is normally expected that each course will have respiibgiior certain areas of

knowledge and for thinking skills and problem solving relating to the subject matter of

the course. It is also expected that most courses will be expected to reinforce learning of
independent study skills, capacity to work efifegly in groups, use of IT in

communication and so on. However it is essential that special attention be given to these
things at certain stages in the program, even if they do not flow directly from what would
normally be regarded as the content of digalar course. For example it will be

important that in first year at least one of the instructors spend some time on the
requirements for citing references in essays and reports and the services and resources
available in the library. If effective gup processes are to be developed in the program

(as they should) special attention should be given to these skills in at least one course at
an early stage in the program, and then reinforced appropriately in other courses in later
years.

The selectiorof courses in which special attention should be given may relate in part to
the particular content requirements of different coursets thre skills and interests of
different instructors.
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ATTACHMENT 2 (c)

Annual Program Report

Kingdom of SaudiArabia

The National Commission for Academic Accreditation &
Assessment

ANNUAL PROGRAM REPORT
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Annual program reports should be prepared by the program coordinator in consultation
with faculty teaching in the program or a program commitfBee reports are provided

to the head of department or college, and used as the basis for any modifications or
changes that are required in the program. They should be retained on file to provide a
record of developments in the program for use in peripgram selstudies and

external reviews for accreditation.

Where reference is made to advice or comment from an independent evaluator, advice
should be obtained from a person familiar with the program who is not directly involved
in its delivery.

Annual Program Report

Institution

College/ Department

A. General Information

Program title and code

Name of program coordinator

Date of report

Academic year to which this report applies.

Location if not on main campus or locations if progtiaroffered in more than one
location.
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B Statistical Information

1. Number of students who started the first year of the program in the onc

2. Number of students completing the program in the year concerned:

Completing the final year of the program:

Completing major tracks within the program (if applicablg

Titleééeeeééeeceeeééeeeeéeee

Titleééeeeééeeceeeééeeeeéeee

////////////////////

Titl eédéeéeééeeecéecéeeeéeeeéeee

Titleéeééeéeeéeeéeeéeeéeee . No

Completing an intermedi@a award specified as an early exit point (if any)

3. Apparent completion rate.

Percentage of students completing the full program
(Number shown in 2 (a) as a percentage of the number that started the full progra
that student intake.

(b) Percentage of students completing an intermediate award (if a
(e.g.Associate degree within a bachelor degree program)
(Number shown in 2 (b) as a percentage of the nuthbéstartedhe program leading
to that award in thagtudent intake.)

Commenton any special or unusual factors that might have affected the apparent
completion rates. e(g Transfers between intermediate and full program, transfers
from other programs)

4. Number and percentage of students passing each year of themrogra

Number Starting | Number Percent
Completing and | Completing and
Passing Passing
Ver. 2.0 Pagel06 of 257
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Year 1

Year 2

Year 3

Year 4

Year to year _.progression rates

P r ortpn of students who started each year level in the previous year who passe
continued to a higher year level the current year.

Started in Year 1 and continued to start in Year %
Started in Year 2 and continued to star¥ear 3 %
Started in Year 3 and continued to start in Year 4 %

6. Special factors outside the control of the program (if any) affecting the number
completing the year and continuing in the following year.

7. Destination of graduates as shown in survey of graduating students (Include
information in years in which a survey of employment outcomes for graduating
students is conducted)

Date of Survey

Number Surveyeq Number Resomg Response Ra

%

Destination | Not available for Available for Employment
Employment
Further | Other Employed in | Other Unemployed
Study Reasons | Subject Field| Employment

Number

Percent of

Respondent

Comment on significance of percentagesg.Comparison with past results, results &
other institutions, nature of job market, implications for program planning)
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C. Program Context
Significant changes within the institution affecting the prograrar(if) during the pas
two years.

Implications for the program

2. Significant changes external to the institution affecting the program (if any) dut
the past two years.

Implications for the program

D. Course Information Summary

CourseResults

Attach a list of all courses taught during the semester/year showing for each cour
number commencing, the number completing, and the distribution of grades (A, B
etc.)

2. Analysis of Unusual Results.

List any courses where tipeoportion completing or passing the course, or the
distribution of grades, was unusually high or low, or departed from policies on grag
assessments. For each such course indicate what was done to investigate, the re
the difference, and whattion has been taken as a result. (Include or attach additior
summaries if necessary)

a. Course Variation

Investigation Undertaken

Reason for Difference

Action Taken (if Required)
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b. Course Variation

Investigation Undertaken

Reasorfor Difference

Action Taken (if Required)

c. Course Variation

Investigation Undertaken

Reason for Difference

Action Taken (if Required)

(Attach additional summaries if necessary)
4. Delivery of Planned Courses

(a) List any coursethat were planned but not taught and indicate the reason and w
will need to be done if any compensating action is required.

Course title and code Explanation Compensating action if
required

Ver. 2.0 Pagel09of 257
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(b) Compensating Action Requiréal Units of Work Not Taught in Courses that wer
Offered. (Complete only where units not taught were of sufficient importance to re
some compensating action)

Course Unit of work Reason

Compensating action if required

Course Unit of work Reason

Compensating action if required

Course Unit of work Reason

Compensatingction if required

Course Unit of work Reason

Compensating action if required

E Program Management and Administration

List difficulties (if any) Impact of difficulties on | Proposed action to avoid
encountered in managemen| the achievement of the | future difficulties in
of the program program objectives Response

Ver. 2.0 Pagel10o0f 257
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F. Summary Program Evaluation

1. Graduating Students Evaluation (To be reported on in years when surveys are
undertaken)

Date of Survey

Attach survey results

a. List most important criticisms, Comment (e.gValid comment, action
strengths and suggestions already taken, other considerations, etc.)

b. Changes proposed in program (if any) in response to this feedback.

2. Other Evaluatione(g.Evaluations by employers or other stakeholders, external
review))

Describeevaluation process

Ver. 2.0 Pagelllof 257
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a. List most important criticisms, Comment (e.gComment is valid and action
strengths and suggestions will be taken, action already taken, other
considerations, etc.)

b. Changes proposed in program (if any) in resptntas feedback.

2. Ratings on Qualit$tandardsRefer to Quality Standards for Higher Education
Programs.)

(a) Attach rating scales for Learning and Teaching, and other scales used for prog
evaluation. (To be reported on in years wheimgascales are first completed and in la
years when a comprehensive evaluation is undertaken)

(b). List subscales selected for annual monitoring. (normally those where the prac
not followed but is considered a priority for development, acivivere assessed as in
need of improvement (rating of less than three stars) Indicate action proposed to ir
performance (if any).

In first year in which scales are
SubScale completed indicate action proposed

In later years, comment on performan
in the year of the report.

Practice
Followed
Star Rating

Ver. 2.0 Pagel12of 257
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(Attach additional items if necessary)
G. Quality of Teaching

1. a. List courses taught during the year. Indicatedoh course whether student
evaluations were undertaken, and/or other evaluations made of quality of teaching. |
each course indicate if action is planned to improve teaching.

Student Other Evaluation Action
Course/Course Code Evaluations | (specify) Planned
Yes | No Ye | No
S
Ver. 2.0 Pagel13of 257
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(Add items or attach list if
necessary)

2. Effectiveness of teaching strategies. Comment oaftbetiveness of teaching

strategies planned for use in courses for the type of learning involved in each of the
domains of learning. (See description of domains in National Qualifications Framew
and the proposed strategies in item D 2. in the Pro§ecification.) (Note this questio
is not an assessment of the skills of instructors, but an evaluation of the planned strg
based on instructors course reports.)

Summary of comments by instructors ol Planned response to commergy( training
other feedback on the effectiveness of | and assistance provided, modification in
teachingstrategies for domains of learnil planned strategies)

outcomes indicating any difficulties (When appropriate refer to pular courses
encountered, and suggestions for where changes are to be made)
improvement.

a. Knowledge

b. Cognitive skills

Ver. 2.0 Pagell4of 257
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c. Interpersonal skills and responsibility

d. Communication, IT and numerical
skills

e. Psychomotor skills (if applicable)

3. Orientation programs for new teaching staff

Orientation programs provided Ye
participated?

If offered, how many

a. Brief Description

b. Summary of evaluations by staff who participated irotientation program.

Ver. 2.0
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If orientation programs were not provided, give reasons.

4. Professional Development Activities for Teaching and Other S| How many

a. Activities Provided Participated
Teaching| Other

Staff Staff

b. Summary comments on usefulness of activities based on participants evaluations|

H. Independent Opinion on Quality of the Program afterConsidering Draft Report
(e.g.head of another department offering comment on evidence received and
conclusions reached) (Attach notes)

1. Matters Raised by Person Giving Opini Comment by Program coordinator on
Matters Raised

Ver. 2.0 Pagel16of 257
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2. Implications for Planning for the Program

l. Action Plan

l1Progress on I mplementation of Previ

Actions Planned Completion | Person Completed or
Date Responsible | not

completed

Reason if not completed as planned.

Reason if not completed as planned

Reason if notompleted as planned

Ver. 2.0
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Reason if not completed as planned

2. Proposals for Program Development

a. Proposals for Changes to Program Structure (unitsiredlis, compulsory or optiona
courses, other)

b. Proposal$or Changes to Courses, (deletions and additions of units or topics, char
teaching or assessment procedures etc.)

c. Development Activities for Teaching and Other Staff

3. New Action Plan for Academic Year

Actions Required Completion | Person
Date Responsible
Ver. 2.0 Pagel18of 257
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Program Coordinator: -

Signature DateReport Completed
Receivedby (Dean/Department Head)
Date

Attachments

Summary of Data on Program Key Performance Indicators
Copy of all course reports

Rating scales applicable to the program ftbm SelfEvaluation Scales for Higher
Education Programs that were completed this y@ee (tem E 2)

Summary of any evaluations by graduates or other stakeholders in this year (See item E
1)

Independent evaluators report
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Key Performance Indicators

List KPIs stated in the Program Specification (See item C3 of Program Specification)

shaw result for the year concerned. (Note that some of this data will also be required for
response to specific questions later in this report)

Key Performance Indicators Result Obtained

Ver. 2.0
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ATTACHMENT 2 (d)
Guidelines on Using the Template for an AnnuaProgram Report

Descriptions of what should be included in program and course specifications and in the
annual and periodic reports are included in Chapter 2 of Part 2 of this Handbook

Institution,
College/Department

Show the name of the institutiamd the college or
department principally responsible for the course.

A. General Information

1. Program title and
code

Write the title and institutional code number for the progr

2. Name of program
coordinator

Write the name of the program coordimrat If the report is
prepared by someone other than the coordinator, that
p e r smamedskould also be included.

3. Date of report Write the date on which the report is completed.

4. Academic year to
which this report
applies

Write the academic year.

5. Location of progran
if not on main campus

Indicate the location if not on the main campus. If the
program is offered both on the main campus and in anot
location details should be provided. If it is offered in sev
locations (for example in artzgér town or city or separately
on both mends and womenos
be provided separately for each location and evaluations
should consider the significance of any differences in qu
that are shown.

B. Statistical Information

Note: Organizational arrangements for programs differ and these tables may neg
be modified to meet particular requirements. For example students may complé
general studies in a broad field in the first years at the institution before deciding
entry b particular programs within a college or department. Progression and
completion rates within a program, and progression and completion rates for thg
students total program including the general and specialized studies are both
significant in consideringuality and additional tables may be needed to provide 1
information. Trends over time are important, and notes should be kept on any
variations to the tables to meet particular requirements to ensure they are comg
consistent ways.

1. Numberof students
starting the first year
of the program

Write the number of students who started the first year o
the program in thgear forwhich the report is prepared.

2. Number of student;
completing:
a. the final year

Complete the table to indicate the number of students w
completed the final year of the program in the year for
which the report is prepared, an intermediate award as

Ver. 2.0
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b. any intermediate
award
c. majortracks

of the program (for example if there is a diploma or an
associate degrehdt students could qualify for part way
through a bachelor degree program, and any major track
within the program.

3. Apparent
completion rates

Show apparent completion rates for the full program and
an intermediate award if one exists. (Trendagparent
completion rates are affected if changes occur in the ext
to which students move between programs or extend the
studies over a longer period. Consequently any change
this sort should be noted in interpreting and commenting
the figures)

4. Number and
percentage of student]
passing each year of
the program

Complete table showing numbers and percentages start
completing and passing each year.

5. Year to year
progression rates

Provide figures showing year to year progressiorsrate

6. Special factors
affecting completion
and progression rates

Describe any unusual events or special circumstances t
might have affected completion and progression rates in
year.

7. Destination of
Graduates

If a survey of graduates was coetkd with information
provided on their destinations provide details obtained fr
the survey and comment on their significance. Particula
importance should be given to comparisons with
information from similar surveys elsewhere and to trendg
results. However interpretations should take current
economic circumstances into account.

C. Program Context

1. Changes within the
institution affecting
the program

Note any significant changes in the institution affecting tt
program and comment on thaimplications for the program

2. Changes external {
the institution
affecting the program

Note any significant changes external to the program an
comment on their significance. For example changes in
economic circumstances affecting demand for graduart
skills required, changes in government policies, new
programs introduced in other institutions, etc.

D. Course Information

Summary

1. Course results

Attach a list of all courses taught indicating numbers sta
andcompleting each course, and the distribution of gradg

2. Analysis of Unusua
Results

Complete table for any courses where the proportions
completing or passing or the distribution of grades was
unusually high or low or departed from department, colle

Ver. 2.0
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or institutional policies.

3. Comparison of
planned or actual
enrolments

Complete table to compare planned and actual enrolmer
the program. If relevant the table could be repeated for
major tracks within the program

4. Delivery of
Planned Courses

(a) Courses planned
but not taught

Complete table to record any courses that were planned
not taught indicating reasons and compensating action i
required. For example if the course was a core compon
of the program but an instructor was notikalde or
insufficient students were enrolled to make it viable it me
have to be rescheduled and action taken to ensure viabi
in the future.

(b) Units of work not
taught in courses
offered.

After considering course reports note any important units
work that were not covered as planned indicating reasor
and any compensating action that may be required. For
example if the unit was a prerequisite for later studies it
might have to be included as an extra topic in a later cou

E. Summary Prograrfvaluation

1. Graduating studenti
Evaluation

In any year in which a survey of graduates was undertak
attach survey results and provide information on the mos
important strengths, weaknesses and suggestions for
improvements, comments on the restrisn faculty, and
suggestions for response.

2. Ratings on Quality
Standards

It is expected that those responsible for planning the
program will complete the relevant rating scales in
Standards for Quality Assurance and Accreditation of
Higher EducatioriPrograms initiallyto provide a quality
benchmark against which to assess future developments
that they will complete them again periodically (every tw
or three years) Based on the initial assessments and pla
priorities certain sub scales shouklselected for annual
monitoring and reporting.

(a) Attach Completed
Rating Scales

In any year in which all the relevant scales are complete
completed document should be attached to the program
report. If they are completed for male and femalgiens
both sets of scales should be attached.

(b) Report on sub
scales selected for
annual monitoring

Complete table to indicate ratings and comments on the
items selected for annual monitoring after earlier
consideration of priorities for improvemenft.there are
significant differences between sections this should be
noted.

3. Employer and

Stakeholder comment

Complete this item in any year in which surveys or
significant consultations took place.

Ver. 2.0
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| on skills of graduates | |
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a. Listthe most
important criticisms,
strengths and
suggestions and
provide comment.

Comments should include analysis and interpretation by
teaching staff or others dealing with such things as the
validity of and reasons for concerns, situational factors tf
could have influenced comments, and priorities for
improvement etc.

b. Changes proposed
in program (if any)

List any changes proposed in response to the concerns,
suggestions and comments received. These should be
considered along with other feedback @veloping an
action plan to be commented on under item |.

F. Quality of Teaching

1. a. List of courses
and evaluations
undertaken

List courses taught during the year and indicate for each
course whether student or other evaluations were under
and whether any action is planned in response to those
evaluations.

b. General Response

Explain any general response to the courséatians that
does not result directly from the evaluation of particular
courses.

2. Effectiveness of
teaching strategies

This item is intended as a review of the effectiveness of
teaching strategies planned for use in the program to
develop learningn the different domains of learning. The
main source of feedback is expected to be comments in
course reports from instructors about their experience in
using the strategies. However other feedback should alg
considered including comments from stk or graduates,
or advice from independent consultants. It is expected t
the analysis in this report will be in fairly general terms, &
more detailed changes would be made for each course
affected in the course specifications.

a. Knowledge

Provide a summary of comments and advice received ar|
any planned response after considering that feedback.

b. Cognitive skills

Provide a summary of comments and advice received ar
any planned response after considering that feedback.

c. Interpersonal skd
and responsibility

Provide a summary of comments and advice received af
any planned response after considering that feedback.

d. Numerical and
communication skills

Provide a summary of comments and advice received af
any planned response after calesing that feedback.

e. Psychomotor skills

Provide a summary of comments and advice received af
any planned response after considering that feedback.

3. Orientation
programs for new
teaching staff

Indicate whether orientation programs aboutghagram
were provided for new teaching staff and if so how many
participated.

a. Brief description

Briefly describe what was done in the orientation prograr

b. Summary of

evaluations

Provide a brief summary of evaluations of the orientatior]
program bythe participants.

Ver. 2.0
July 2011

Pagel25of 257



National Com

mission for Academic Accreditation & Assessment

c. Reason$or not
providing orientation
program.

If an orientation program for new teaching staff was not
provided indicate why.

4. Professional
development activities
for teaching anather
staff.

List activitiesprovidedthe numbeparticipating and provide
summary comments on their value after considering
feedback from participants.

G. Program Management and Administration

1. Difficulties (if any)
encountered in
management of the
program

List any significant difficultiesencountered and for each
item listed indicate the impact it might have had on
achievement of program objectives (including student
learning outcomes and any other program development
objectives) and suggest what could be done in future to
avoid those difftulties reoccurring.

H. Independent Evaluators Comments

(Any notes provided b

y an independent evaluator or observer should be attache

I. Matters Raised by
Independent Evaluato

List any matters raised by an independent evaluator (pe
familiar with the program from another institution, college
or department who is familiar with programs of this type
independent of those involved with the planning and
delivery of the program. Beside each matter noted in the
report provide a brief comment aftamsidering the views
of faculty, students or program organizers about the viey
the independent evaluator. This may agree or disagree,
additional information or interpretation or suggest an
alternative response to a problem identified.

2. Implicatons for
planning

Comment on implications for planning of the comments
the independent evaluator and the views of those who
responded to those comments.

[. Action Plan

1. Previous Years
Action Plan

This item is designed to report on action taken in respon
the previous yearo6s actio
each of the actions proposed in the previpies arepdrs
and for each item note the completion date, the person
responsible, whe#r the proposed action has been
completed, and if it has not indicate the reason.

Ver. 2.0
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2. Proposals for
Program Developmen

a. Proposals for
Changes to Program
Structure

Note any changes proposed to the structure of the progr
as a result of changestime external or internal environme
or in response to evaluations received. Changes in this
category might include addition or deletion of compulsor
or optional courses, changes in credit hour requirements
major projects to be completed by students.

b. Proposals for
Changes to Courses

Note any changes proposed to individual courses within
program such as the addition or deletion of units of study
change in assessment procedures or teaching strategies
These might be brought to attention ngral program
evaluations or by consideration of individual course and
field experience reports.

c. Teaching and
Other Staff
Development

Describe any faculty and/or staff development activities {
are needed to improve the program as a resuleof th
evaluations and comments received.

3. New Action Plan

List action required to improve the program indicating in
each case the proposed completion date and the person
responsible for carrying out that action.

The action proposed in this section shaaldude
continuation of unfinished business from previous years
(and in this case could be just a repeat of the previous
statement with a revised completion date, action require
put the proposals for program development in item 12 int
effect, or otherequired initiatives.

Ver. 2.0
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ATTACHMENT 2 (e)

Course Specification

Kingdom of Saudi Arabia

The National Commission for Academic Accreditation &
Assessment

Course Specification
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Course Specification

Institution

College/Department

A Course Ildentification and General Information

1. Course title and code:

2. Credit hours

3. Program(s) in which the course is offered.
(If general elective available in many programs indicate this rather than list progr

4. Name of faculty member responsible for the course

5. Levellyear at which this course is offered

6. Prerequisites for this course (if any)

7. Corequisites for this course (if any)

8. Location if not on main campus
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B Objectives
1. Sumnary of the main learning outcomes for students enrolled in the course.

2. Briefly describe any plans for developing and improving the course that are b
implemented. €.g.increased use of IT or web based reference material, changes
content as a result of new research in the field)

C. Courséescription Note: General description in the form to be used for the Bulletin
or handbook should be attached)

1 Topics to be Covered

List of Topics No of | Contac
Weeks | t hours
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2 Course components (total contact hours per semester):

Lecture: Tutorial: Laboratory | Practical/Field | Other:
work/Internshi

p

3. Additional private study/learning hours expected for students per week. (This s
be an average :for the semester not a specific requirement in each week)

4. Development of Learning Outcomes in Domains of Learning

For each of the domains of leargishown below indicate:

A brief summary of the knowledge or skill the course is intended to develop;

A description of the teaching strategies to be used in the course to develop that
knowledgeor skill;

The methods of student assessment to be used ¢otinge to evaluate learning
outcomes in the domain concerned.

a. Knowledge

(i) Description of the knowledge to be acquired

(i) Teaching strategies to be used to develop that knowledge

(i) Methods of assessment of knowledge acquired

Ver. 2.0 Pagel3lof 257
July 2011



National Commission for Academic Accreditation & Assessment

b. Cognitive Skills

(i) Description of cognitive skills to be developed

(i) Teaching strategies to be used to develop these cognitive skills

(i) Methods of assessment of students cognitive skills

c. Interpersonal Skills and Responsibility

(i) Description of the interpersonal skills and capacity to carry responsibility to be
developed

(i) Teaching strategies to be used to develop these skills and abilities

(i) Methods of assessmeot students interpersonal skills and capacity to carry
responsibility

d. Communication, Information Technology and Numerical Skills

(i) Description of the skills to be developed in this domain.

(i) Teaching strategies to be used to devetgse skills
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(iif) Methods of assessment of students numerical and communication skills

e. Psychomotor Skills (if applicable)

(i) Description of the psychomotor skills to be developed and the level of perforn
required

(i) Teachingstrategies to be used to develop these skills

(i) Methods of assessment of students psychomotor skills

5. Schedule of Assessment Tasks for Students During the Semester

Assess| Assessmensk (e.gessay, test, group project, | Week due | Proportion
ment | examination etc.) of Final
Assessme
nt
1
2
3
4
5
6
7
8
Ver. 2.0 Pagel33of 257
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D. Student Support

1. Arrangements foavailability of teaching staff for individual student consultations &
academic advice. (include amount of time teaching staff are expected to be availak
week)

E Learning Resources

1. Required Text(s)

2. Essential References

3- Recommended Books and Reference Material (Journals, Reports, etc) (Attach

4- Electronic Materials, Web Sites etc

5- Other learning material such as compitased programs/CD, professional
standards/regulations

F. Facilities Required

Indicate requirements for the course including size of classrooms and laboratarie
number of seats in classrooms and laboratories, extent of computer access etc.)
1. Accommodation (Lecture rooms, laboratories, etc.)
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2. Computing resources

3. Other resources (specHe.g.If specific laboratory equipment is required, list
requirements or attach list)

G Course Evaluation and Improvement Processes

1 Strategies for Obtaining Student Feedback on Effectiveness of Teaching

2 Other Strategies for Evaluation of Teaching by the Instructor or by the Departn

3 Processes for Improvement of Teaching

4. Processes for Verifying Standards of Student Achievereentbeck marking by
an independent member teaching staff of a sample of student work, periodic exc
and remarking of tests or a sample of assignments with staff at another institutiot
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5 Describehe planningarrangements for periodically reviewing course effectivene
and planning for improvement.
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ATTACHMENT 2 (f)

Guidelines on Using the Template for a Course Specification

Descriptions of what should be included in program and course specificatioms the
annual and periodic reports are included in Chapter 2 of Part 2 of this Handbook

Institution, Show the name of the institution and the college or
College/Department | department principally responsible for the course.

Course ldentification an@eneral Information

1. Course title and Show the title and the institutional code number for the
code course.

2. Credit hours Write the number of credit hours for the course.

3. Program(s) in Write the name of the prograimwhich the course is
which the course is | offered. A course may be offered in more than one prog
offered and a brief explanation may be needed to show how it

relates to those programs. As a guide, if a course is an
important component of several programs, list these
programs.If it is used as a general skills course or a sery
course for a number of programs this should be noted af
indication given of the fields that are supported by it. (A f
year course in mathematics might be an example of this
the course is general elective which could be taken in
many different programs this should be noted but those
programs would not be listed.

4. Name of faculty If a single member of teaching staff has been given
member responsible | responsibility for teaching and reporting on the delivery
for the course course thap e r smamedsBould be given. If a team of
staff teach the course and one person has been given
coordinating responsibility th@ e r smamedsbould be

shown. Ifitis a new course for which an instructor has
yet been appointed that should be noted and the new
appointees name included when it is known.

5. Levellyear at whicl) Show the year level whehe course is intended to be take
the course is offered

6. Prerequisites for | List any courses or other requirements that are prerequis

this course for enrolling in the course.

7. Corequisites for List any courses or other experiences that must be taker
this course concurrently with this course.

8. Location if not on | If the course is offered in a different location such as an
main campus industry setting or in another city or township indicate

where this is done.
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B. Objectives

1. Summary of main
learningoutcomes.

This is intended as a brief statement of the main learning
outcomes of the course. Detailed learning outcomes in
domains of learning are shown in the next section.

2. Course
development plans

Briefly describe any plans for developments or ¢jfegnin
the course such as changes in use of web based materis
new techniques of instruction, changes in content or
increased reliance on students self study or use of librar
resources. The description should include the reason(s
the changes beingade.

C. Course Description

The general course description set out in the Handbook or Bulletin should be at

1. Topics to be
Covered

Complete the table to indicate the amount of time and th
total number of contact hours intended to be gieereach
topic in the course. If part of a week is allocated for a
particular topic use decimals to indicate time fraction. (F
example a particular topic may be planned for 2.5 or 3.5
weeks).

2. Course
Components

Indicate the total contact hours inted to be given in each
organizational arrangemeéntecture, tutorial, laboratory
etc.

3. Additional Private
Study or Learning
Hours

Indicate the amount of time expected of students in prive
study, assignment or other work associated witltthuese
This should be shown as an average amount of time per
week over the semester.

4. Development of
Learning Outcomes in
Domains of Learning

In this item summarize the learning outcomes expected
the course in each of the domains of learning, the tegchi
strategies to be used to develop that learning and the wa
student learning will be assessed.

Note that every course is not expected to contribute to e
domain. However wherever it is feasible to do so course
should be designed to contribute te thevelopment of skills
such as effective group participation, capacity for
independent learning, communication skills, and problen
solving abilities.

The description of teaching strategies requires more tha
specification of the organizational arrangemghown undel
C 2 and should indicate what will be done within those
arrangements to develop the kind of learning sought.
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a. Knowledge

() Knowledge to be | This should be a list of topics or areas of knowledge that
acquired students should know ammhderstand when they complete
the course.

(i) Teaching strategief Ex pl ai n what strategies w
knowledge and understanding.

Examplé Lectures, tutorials and independent study
assignments. Introductory lecture gives an ovenaéthe
content and significance of the course and of its relations
to students6é existing kno
begins with a similar overview linking the particular conte
of the presentation to the general overview. Tutorials rey
the content of each lecture and clarify any matters not
understood.Individual assignmentsequire use of library
reference material and web sites to identify information
required to complete tasks.

(iif) Methods of Explain how acquisition of lkawledge will be assessed.
assessment Example-15 minute multiple choictestson content on
completion of each topic with results carrying 20% of fing
assessment. Multiple choice knowledigenson final
exam.

(b) Cognitive Skills

(i) Cognitive skills to | List the thinking and problem solving skills the course is
be devéoped intended to develop. As a guide it may be useful to begi
with the phrase AThe abil
both the use of analytic and predictive formulae and
conceptual tools wdn asked to do so, and the ability to
identify and use ones that are appropriate for new and
unanticipated problems.

(i) Teaching strategie{ Explain technigues to be used to teach and encourage
appropriate use of cognitive skills.

Exampl® Explanations ash examples given in lectures an
practiced under supervision in tutorials and laboratory tal
Transfer of learning encouraged by use of analytical tool
different applications and through discussion of potentia
application in other areas. Assignm&agks include some
open ended tasks designed to apply predictive, analytica
and problem solving skille(g.What would happenéf .
How coul déée?)
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(iif) Methods of Explain method of assessment for cognitive skills.
assessment Examplé® Problemsolving questions carrying 50% of ma
on tests given at the end of each topic and on end of
semester examination. Group and individual assignmen
require application of analytical tools in problem solving

tasks.
(c) Interpersonal Skillg
and Responsibtly
(i) Skills to be List the objectives of th
developed interpersonal skills, capacity for self directed learning, ar]

personal and social responsibility.

(i) Teaching strategie Explain what will be done inthecourseo dev el o
interpersonal skills, personal and social responsibility, ar
capacity for independent learning.

Examplé One group assignment in which 25% of
assessment is based on individuals contribution to the g
task. (Instructor meets wittaeh group part way through
project to discuss and advise on approach to the task) T
individual assignments requiring investigation using inter
and library resources as a means of developing self stug
skills. Role play exercise on controversial sselevant to
the course based on a case study, with discussion in tut
of appropriate responses and consequences to individug

involved.
(iif) Methods of Explain how interpersonal skills and responsibility will be
assessment assessed.

Exampl® Assesment of group assignment includes
component for individual contribution. Capacity for
independent study assessed in individual assignments.

(d) Communication

Information

Technology and

Numerical Skills

(i) Skills to be Indicate the contribution of this coursessd¢ udent s

developed communicationlT and numericaskills. Note that what is
intended in this section is the development of generic sk
for all students rather than specialized studies relevant t
field of study thawould be included under items a. or b.
For example a course in history or philosophy might incl
some use of basic mathematical or statistical informatior|
and the use of ICT in searching for information and
presenting reports. A course in computeersce might
include the ability to present written reports that develop
language ability.
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(i) Teaching strategie|

Explain what wil!/ be done

numerical and communication skills.

Exampl® Student assignments require good standards

use of ICT. Where standards are inadequate the studen
referred for special remedial instruction. Student essay

assignments require proper style and referencing format

specified in college stylmanual.

(iif) Methods of
assessment

Explain how numerical and communication skills will be
assessed in this course. Exampleest questions require

interpretation of simple statistical information. Assessme
of students assignment and project wiaidtude expectation
of adequate use of numerical and communication skills.
Five percent of marks allocated for standard of presenta
using ICT.

(e) Psychomotor Skillg

(i) Skills to be
developed

Indicate any psychomotor skills the course is interided
develop and describe the standard to be achieved.

(i) Teaching strategief

Explain processes to be used to develop required
psychomotor skills as specified in course learning outcol

(iif) Methods of
assessment

Explain how psychomotor skills will bessessed.

6. Schedule of
Assessment Tasks

Complete the table to show the dates planned for each
assessment task and the proportion of the final assessm
allocated for that task.

D. Student Support

1. Availability of
teaching staff for
consultations and
advice.

Describe the arrangements to be made for individual stu
counseling and advice. This should include the time
allocation and schedule for teaching staff to meet with
students.

E Learning Resources

1. Required Texts

List anyrequired texts.

Essential References

List reference material regarded as essential for teachin
course.

3. Recommended
Books and Reference
Material

Attach list of material that should be available for referen
by students undertaking the course.

4. Electronic
Materials

List requirements for access to electronic materials, date
bases etc.

5. Other Materials

List any other learning materials that are required for the
course
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F. Facilities Required

1. Accommodation

Specify accommodatiorequirements for delivery of the
course indicating the type of facilite.Qg.lecture rooms,
laboratories etc. the amount of time needed, any special
requirements for scheduling, and the number of students
be accommodated.

2. Computing
resources

Speify requirements for computer access.

3. Other Resources

Specify any other requirements for the course including
specialized equipment. Attach list if necessary.

G. Course Evaluation and Improvement Processes

1. Strategies for
Obtaining Student
Feedback on Quality
of Teaching

Describe strategies.g. confidentiatompletion of standarg
course evaluation questionnaire. Focus group discussig
with small groups of students.

2. Other Strategies fo
Evaluation of
Teaching

Describe any other steggies for evaluation of teaching.g
observations and assistance from colleagues, independé
assessment of standards achieved by students, indepen
advice on assignment tasks, etc.

3. Processes for
Improvement of
Teaching

Describe processes fanprovement of teachinge.g.
Workshops on teaching methods, review of recommends
teaching strategies.

4. Processes for
Verifying Standards of
Student Achievement

Describe methods used to compare standards of achiev
with standards achieved elsew#ee.g check marking of a
sample of examination papers or assignment tasks,

5. Action Planning for

Improvement

Describe process for reviewing feedback on the quality ¢
the course and planning for improvement
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ATTACHMENT 2 (g)

Course Report

Kingdom of Saudi Arabia

The National Commission for Academic Accreditation &
Assessment

COURSE REPORT

To be completed by course instructors at the end of each course and given to program
coordinator.

If the course is taught in more thane location the course report should be prepared|for
each location by the course instructors responsible for the course in each location.| A
combined report should be prepared by the course coordinator and the separate location
reports attached.
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CourseReport
For guidance on the completion of this templagéer toSection 2.5 of Chapter 2 in Part
2 inthis Handbook

Institution

College/ Department

A Course ldentification and General Information

1. Course title and code.

2. If course is taught in more than one section indicate the section to which this report
applies

3. Year and semester to which this report applies.

4 Location (if not on main campus)

B- Course Delivery

1 Coverag®f Planned Program

Topics Planned| Actual | Reason for Variations if
Contact | Contact | there is a difference of
Hours Hours more than 25% of the
hours planned

2. Consequences of Non Coverage of Topics

For any topics where significantly less time was spent than was intended in the cou
specification, or where the topic was not taught at all, comment on how significant y¢
believe the lack of coverage is for the program objectives or for later conthes
program, and suggest possible compensating action if you believe it is needed.
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Topics (if any) not Fully Significance of Lack of

Covered

Coverage

Possible Compensating
Action Elsewhere in the
Program

3. Effectiveness of Planned Teaching Strategies for Intended Learning Outcomes S
in the Course Specification. (Refer to planned teaching strategies in Course Specifi
and description of Domains of Learning Outcomes in the National Quabifisati

Framework)

Domains

List Teaching Strategieg Were these
set out in Course Effective?

Specification No | Yes

Difficulties Experienced (if
any) in Using the Strategy ar
Suggested Action to Deal wit
Those Difficulties.

a. Knowledge

b. Cognitive
Skills

c. Interpersonal
Skills and
Responsibility

d. Numerical
and
Communication
Skills

e Psychomotor
Skills (if
applicable)
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4. Summarize angctions you recommend for improving teaching strategies as a res
evaluations in table 3 above.

C. Results

1 Number of students starting the course:

Number of students completing the course:

3 Distribution of Grades (If percentage marks are given indicate numbers in each 5
percentile group)

No % No |% No
A 95 70-
100 74
B 90- 65
94 69
C 85 60-
89 64
D 80 <60
84
F 75
OR 79
Denied Denied Entry
Entry
In Progress In Progress
Incomplete Incomplete
Pass Pass
Fail Fail
Withdrawn Withdrawn
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4 Result Summary:

Passed: N Percel )
Percent

Did not complete No Percent nie@&ntry No
Percent

5 Special factors (if any) affecting the results

6. Variations from planned student assessment processes (if any) ( See items C 4 ¢
the Course Specification.)

Variations (if any) from plannedssessment schedule (C5 in Course Specification)

Variation Reason

b. Variations (if any) from planned assessment processes in Domains of Learning (C
Course Specification)

Variation Reason

7 Verification of Standards @dfchievement (e.gcheck marking of a sample of papers b
others in the department. See G4 in Course Specifiggidmerean independent report
is provided a copy should be attached.)

Method(s) of Verification Conclusion
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D Resources andacilities

1. Difficulties in access to resources or
facilities (if any)

2. Consequences of any difficulties
experienced for student learning in the cour

E. Administrative Issues

1 Organizationabr administrative
difficulties encountered (i&ny)

2. Consequences of any difficulties
experienced for student learning in the cour

F Course Evaluation

1 Student evaluation of the course:
(Attach Survey Results if available)

a List the most important criticisms and strengths

b Response of instructor or course team to this evaluation

2. OtherEvaluation-- What evaluations were received?
Specify and attach reports where availablg.By head of department, peer
observations, accreditation review, other stakedrsl@tc):
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a List the most important criticisms and strengths

b Response of instructor or course team to this evaluation

G Planning for Improvement

1. Progress on actions proposed for improving the course in previous course report

Actions proposed in the most recent State whether each action was undertake
previous course report(s) the impact, and if the proposed action wa
not undertaken or completed, give reasor|

2. Other action taken to improve the course dbhimester/year
Provide a brief summary of any other action taken to improve the course and the res
achieved. (For examplerofessionatlevelopment for faculty, modifications to the cour|
new equipment, new teaching techniques etc.)

| 3. Action Plan for Next Semester/Year
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Actions Required

Completion Date Person Responsible

4. Recommendations to Program Coordinator (if Required)

(Recommendations by the instructothe prograncoordinator if any proposed action tg
improve the courseould requireapproval aprogram, department or institutional level (
that might affect other courses in the program.).

Name of Course Instructor:

Signature:

Date Report Completed:

Received by Program Coordinator
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ATTACHMENT 2 (h)

Guidelines on Using the Template for a Course Report

Institution,
College/Department

Show the name dhe institution and the college or
department principally responsible for the course.

A. Course ldentificatio

n and General Information

1. Course title and
code

Show the title and institutional code number for the cours

2. Section of the
course

If the course is taught in several different section indicate
the section to which this report applies, either by a sectic
number or by indicating the name of the faculty member
concerned.

3. Year and semester
to which this report
applies

Indicate the alendar year and semester.

5. Location if not on
the main campus

If the course was offered in a different location such as &
industry setting or in another city or township indicate
where this is done. If the course was offered both on the
main campusnd elsewhere complete two course reports
that case the separate offering on the different campus
should be clearly identified under this item and under ite
2.

B. Course Delivery

1. Coverage of
planned program

Complete the table to compare fflanned coverage of

topics in the planned program with what actually happen
If there was a large variation (25% or more variation fron
the plan) give a brief explanation.

2. Consequences of
non coverage of topict

This item is intended to draw attesttito consequences for
the program when topics could not be given the time tha
was planned. For any topics that were not given the tim
planned comment on whether you believe this is a
significant problem for the program and suggest possiblé
compensatin@ction. For example it might be possible to
provide special seminars or include extra topics in a late
course.
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3. Effectiveness of
planned teaching
strategies for intendeg
learning outcomes.

Comment under each of the domains on the recommend
teaching strategies indicating whether you believe they w
effective for their purpose, noting any difficulties
experienced and suggesting responses if changes are n
For example it might be desirable to provide different
support material or prepare dants in a different way, for
the instructors to gain more practice in the use of a strats
or for a different strategy to be used for that learning
outcome.

4. Recommended
changes or processes
for improvement

If the description under 3 indicates aatig required what
would you recommend?

C. Results
1. Number of students Indicate the number of students who enrolled and actual
starting started attending classes at the beginning of the semest

2. Number completing

This should be the number watiended classes until the
end of the semester regardless of whether they passed
failed.

3. Distribution of
grades

Show the distribution of grades or percentage marks usi
the system normally applied in the institution.

4. Results summary

Show thenumbers and percentages of students who pas
failed etc.

5. Special factors

Include a brief explanation if there were any unusual eve
or circumstances that might have affected the grade
distribution.

6. Variations from
planned assessment
processes.

a. Variations from the
planned schedule

b. Variations from the
assessment strategies
for different domains
of learning

If there were any variations from the schedule of assess
tasks and or assignment activities indicate the change th
was made and the reasons for it.

If there were variations from the strategies planned for
assessing students learning in different domains of learn
as set out in the course specification indicate the change
that were made and the reasons for them.

7. Verification of
standards of
achievement

Explain what was done to check that the standards appl
assessments of students work were valid and appropriat

D. Resources and Facilities

1. Difficulties in
access to resources o
facilities

If therewere any difficulties in getting access to the
resources or facilities required for the course give a brief
description.
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2. Consequences of

difficulties

For any difficulties that were experienced explain any eff
they may have had on student leagin

E. Administrative Issues

1. Organizational or
administrative
difficulties

If there were any organizational or administrative difficull
that affected the course give a brief description.

2. Effect of
difficulties on student

learning

Explainwhat effect difficulties experienced may have hac
on students learning in the course.

F. Course Evaluation

1. Student evaluation
of the course

Attach survey results

a. List the most
important criticisms
and strengths

List the most common and tineost significant criticisms
and strengths as shown in the student evaluations

b. Response of
instructor or course
team

Provide a brief explanation or comment. These may
acknowledge or disagree with strengths or areas in need
improvement or provide aexplanation or interpretation.

2. Other Evaluation

Describe any other evaluations received from different
sources, for example comment by colleagues or head of
department, or visiting reviewers.

a. Listthe most
important criticisms or|
strengths.

List the most common and the most significant criticisms
and strengths as revealed in these other evaluations.

b. Response of
instructor or course
team

Provide a brief comment. These may agree or disagree
strengths or areas in need of improvement ovigdeoan
explanation.

G. Planning for Improvement

1. Action taken to
improve the course
this semester/year

Provide a summary description of any actions that were
taken as a result of previous course evaluations or actio
plans described in course repddsmprove the course and
comment on the results achieved.

2. Progress on other
actions proposed.

List other action that was taken to improve the course ar
comment on results achieved.

3. Action Plan for
Next Semester/Year

List action proposed to iptove the course for the next
semester/year noting for each action the planned complg
date and the person responsible.

4. Recommendations
for Program

Coordinator

List recommendations for consideration by the departme
chair orprogram coordinator that would require decision
that level or that might affect other courses in the progra
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ATTACHMENT 2 (i)

Field Experience Specification

Kingdom of Saudi Arabia

The National Commission for Academic Accreditation &
Assessment

Field Experience Specification
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Field Experience Specification

For guidance on the completion of this template, refer to Section 2.6 in Chapter 2 of Part
2 of this Handbook.

Institution

College/Department

A Field Experience Course Identification and General Information

Field experience course title and code

Credit hours

3. Program in which this field experience activity is offered

4. Name of faculty member responsible for administration of the digderience

5. Duration and time allocation of the field experience activity

6. Level/year at which the field experience is offered
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B Objectives

1. Summary of the main learning outcomes for students participating in the field
experience activity.

2. Briefly describe any plans for developing and improving the field experience act
that are being implemented.

3. Learning Outcomes in Domains of Learning

For the domains of learning shown below indicate:
A brief summary of the knowledge or skill the field experience is intended to develg
A description of the teaching strategies to be used in the course to develop that
knowledgeor skill.

The methods of student assessment to be used in the courseitdechedrning outcome
in the domain concerned.

(Note that the objectives of the field experience may not include all of the domains
the items should be completed only for kinds of learning the field experience activit
intended to develop)

a. Knowledge

(i) Description of the knowledge to be acquired

(i) What will be done to develop that knowledge
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(i) Methods of assessment of knowledge acquired

b. Cognitive Skills

(i) Description of cognitive skills to be#eveloped

(i) What will be done to develop these cognitive skills

(i) Methods of assessment of skills developed

c. Interpersonal Skills and Responsibility

(i) Description of the interpersonal skills and capacity to carry responsibility to be
developed
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(i) What will be done to develop these skills and abilities

(i) Methods of assessment of skills and abilities developed

d. Communication, Information Technology and Numerical Skills

(i) Description of the numerical and communication skills to be developed

(i) What will be done to develop these skills

(i) Methods of assessment of skills developed

e. Psychomotor Skills (if applicable)

(i) Description of the psychomotor skills to be developed and the level of performa
required
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(i) What will be done to develop these skills

(i) Methods of assessment of psychomotor skills

C Description of Field Experience Activity (General description in the form to be used
for the Bulletin or Handbook should be attached)

1. At what stage or stages during the program does the field experience occur?

2. Organizationastructure €.g.single time block, distributed time blocks, recurrent
schedule of XXX days per week)

3. Student Activities Describe the principal activities in which the students will be
involved during the field experience.
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4. Student assignments or reports (if any
a. Title or description b. When are these assignments or report
required?

5. Follow up with Students. What arrangements are made for follow up with studel
reflect on their experiences aadply what they have learned to future situatioesg. (
Seminars or tutorials, individual consultations, reference in subsequent courses, et

6. Responsibilities of Supervisory Staff in the Field. Describe the main responsibili
supervisingstaff workingin the field location..g.P| anni ng acti vit
development of skills, advice to students, assessment of performance)

7. Responsibilities of Supervisory Faculty from the Institution. Describe the main
responsibilities of supervising faculty from the institutiamg(Consultation, planning
with and advice to field supervisors and students, student assessmeeaxpeotions
for visits, etc)
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8. Arrangements for student guidance and support

9. What facilities and support are required at the field experience location? (if any)
a. Accommodation

b Computer resources

¢ Learning support materials

d Other

D Planning and Preparation

1. Identification of Field Placements. What processes are used to identify appropri
field placements?

2. Preparation of Field Supervisors. Briefly describe and indicate timing of arrange
made toensure full understanding of roles and responsibilities of supervising faculty
in the field setting. €.g, briefing meetings and follow up consultation, training, staff
development, notes for guidance.)

3. Preparation of Students. Brietlgscribe and indicate timing of arrangements mad
for preparation of students for participation in the field experience activity. (Cross
reference to any written notes provided)
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4. Safety and Risk Management Describe process used to ensurarsaidntify
potential risks to students, persons with whom they work, or facilities where they w
located, and strategies to minimize and protect against those risks (including insur:
arrangements).

E Student Assessment

1. Basis for Assessments. List the major performance criteria or matters considere
decidingon studengrades. These may include assessments of work performance ¢
personal characteristics and written reports of assignments. If specified mgsgire
given for different tasks or criteria indicate the weighting given to each component

2. Field Supervisors Responsibility for Assessment. Describe the responsibility of
supervising staff in the field location for student assessment

3. Supervising Faculty Responsibility for Assessment. Describe the responsibility of
supervising faculty from the institution for student assessment

4 Resolution of Differences in Assessments. If supervising staff in the field location
faculty from te institution share responsibility for student assessment, what process
followed for resolving any differences between them?
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F Evaluation of the Field Experience

1. Arrangements for evaluation of field experience activity by:

a. Students

b. Supervising staff in the field setting

c. Supervising faculty from the institution

e. Otherd (e.g. graduates, independent evaluator, etc.)

2. Describghe planning arrangemerfts periodically reviewing the effectiveness of t
field experience anglanning for improvement.
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ATTACHMENT 2 (j)

Guidelines on Using the Template for a Field Experience Specification

Institution,
College/Department

Show the name of the institution and the college or
department principallyesponsible for the field experience
activity

A. Field Experience Course Identification and General Information

1. Field experience
course title and code

Show the title and the institutional code number for the fi
experience

2. Credit hours

Write the number of credit hours for the field experience
activity.

3. Program in which
this field experience is
offered.

Write the name of the program

4. Name of faculty
member responsible
for the administration
of the field experience

If a single facultymember has been given responsibility f
coordinating the field experience activity tipae r smameq
should be given. Ifitis a new program for which a
coordinator hasot yet been appointed that should be not
and the new appointees name include@mvit is known.

5. Duration and time
allocation of the field
experience activity

Indicate the length of time taken in the field experience
activity and the amount of time takeag. One semester
one day per week, three weeks full time, etc.

6. Levellyear at which
the field experience is

offered

Indicate the year level in the program when the field
experience is undertaken.

B. Objectives

1. Main learning
outcomes of the Field
Experience

This should be a brief summary of the main purposés o
A more detailed description of intended learning outcom
Is requested in 3. below.

2. Plans for
developing or
improving the field
experience activity.

List and briefly describe any plans for major changes or
developments of the field experience activity and strateg
that are being used to achieve those objectives. For exa
a pilot program to assess the effect of varying schedulin
arrangements fdahe field experience, introduction of
newsletters about the program to field supervisors to
improve communication and understanding, field researg
activities by groups of faculty working in cooperation witl
field supervisors..
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3 Learning Outcomes
in Domains of
Learning

In this item summarize the learning outcomes expected
the field experience in each of the domains of learning, V
will be done to develop that learning and the way studen
learning will be assessed.

The field experience is not pected to contribute to every
domain but where important outcomes are expected the
should be clearly identified and attention given to how th
will be developed and learning assessed.

(a). Knowledge

(i) Knowledge to be
acquired

This should be a geription of the knowledge that student
should gain as a result of participation in the field
experience.

(ii) Teaching strategief

Explain what will be done to ensure that this knowledge
gained. Exampk® Field supervisors advised of regulatior|
procalures, safety precautions students should learn abg
and asked to ensure that information is provided. Stude
complete assignment recording information obtained.

Tutorial discussion following completion of field experien
to review what students hailearned

(iif) Methods of
assessment

Describe how learning will be assessed. For exainple
Student quiz at end of field experience.

(b) Cognitive Skills

(i) Cognitive skills to
be developed

List the thinking and problem solving skills the field
experience is intended to develop. As a guide it may be
useful to begin with the
should include practical skills that involve the use of
analysis and problem solgrtechniques gained in on
campus studies and any additional techniques used by
practitioners in the field setting.

(ii) Teaching strategief

Describe what will be done to ensure that these skills ar¢
developed. ExampdePractical tasks carried out in tfield
setting, Assignment task to be completed with advice of
field supervisor.

(iif) Methods of
assessment

Describe how cognitive skills will be assessed. Exadple
Ratings of performance by field supervisor and faculty
member. Faculty assessment ofgrament task.

(c) Interpersonal Skillg
and Responsibility

(i) Skills to be List the objectives of the field experience for improving

developed studentsb6é interpersonal S
learning, and personal and social responsibility.

(i) Teaching Explain what will be done to improve these abilities.
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strategies

Example® Advice on procedures by field supervisor
followed by involvement in group planning task,
independent investigation of an identified issue or proble
in the fieldsetting involving discussions with relevant
people and other investigations.

(iif) Methods of
assessment

Ratings by field supervisor and faculty member on
performance in group and research tasks.

(d) Communication,
IT and Numerical
Skills

(i) Skills to be
developed

I ndi cate the contributi

numerical and communication skills.

on

(ii) Teaching strategief

Indicate what will be done to apply and improve these sk
Example-Use of skills in practical tasks in the field sedfi
with advice as required by field supervisor

(iif) Methods of
assessment

Indicate how quality of learning will be assessed. Exam
-Judgments about effectiveness of analyses and
communications incorporated into ratings of performance
the field seihg.

(e) Psychomotor Skillg

(1) Skills to be
developed

Indicate any psychomotor skills the field experience acti
is intended to develop.

(ii) Teaching strategief

Explain how these skills will be improved in the field
experience setting.

(iif) Methods of
assessment

Explain what will be done to assess quality of performan

C. Description of Field Experience Activity

1. At what stage(s)
does the field
experience occur?

Indicate when during the program the students participal
the fieldexperience.

2. Organizational
structure

Describe how the time schedule for the field experience
organizede.g.One day per week for XXX weeks, three
weeks full time, one semester full time, etc.

3. Student Activities

Describe the principal activés in which the students will
be involved during the field experience. If their level of
responsibility is to be progressively increased during the
period, explain how that will be done.

4. Student List any assignments or reportet students are required t
Assignments or prepare and indicate the time when they must be complg
Reports

5. Follow up Describe follow up activities with students after completi

Activities with

of the field experience to consolidate and apply learning
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Students.

reflecton the experience etc.

6. Responsibilities of
supervising staff in the
field setting

Describe the major responsibilities to be carried by the
supervising staff.

7. Responsibilities of
supervising faculty
from the institution

Describe the responsibibs of supervising faculty from the
institution.

8. Arrangements
made for student
guidance and support

Describe arrangements made for student support and
guidance including scheduled contacts and emergency
access for advice and assistance.

9. Facilities and
support required at the
field experience
location

Describe what facilities are required including desk or ot
accommodation at the field site, computer access if
necessary, learning support materials and any other
requirements.

D. Plannng and Preparation

1. Identification of
Field Placements

Describe the process followed in identifying placements
including principal criteria for selection.

2. Preparation of Fiel
Supervisors

Describe the process followed to brief supervising staff
the field setting on their responsibilities and the processe
be followed with students. Include details of when this w
be done and mechanisms for ongoing consultation and
emergency contact if required.

3. Preparation of
Student

Describe what Vil be done to prepare students for their
participation in the work experience program and the tim
of this preparation. Written notes prepared for student
guidance should be referred to or attached.

4. Safety and Risk
Management

Describe process ffowed to ensure safety and identify ris
for students, clients or others associated with the field

experience activity and steps taken to minimize and prot
against those risks. If a risk assessment has been prepa
copy should be attached.

E. Sudent Assessment

1. Basis for
Assessment

Describe the principal criteria for the assessment of
s t u d eerfarn@asce in the field setting.

2. Field Supervisors
Responsibility for
Assessment

Describe the responsibility of field supervisors for studer]
assessment. e (g.assessment of some aspects of work d
overall assessment of performance shared with supervis
faculty from institution, etc.)

3. Supervising Facult
Responsibility for

Describe the responsibility of supervising fagudtom the
institution for student assessment..g(eassessment of
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Assessment

some aspects of work done, overall assessment shared
supervising staff in the field location, etc.)

4. Resolution of
Differences in
Assessments

Explain what process is followedttie field supervisor and
the supervising faculty member from the institution differ
their assessment of students performance in the field
experience.

F. Evaluation of Field Experience

1. Evaluation of Field
Experience by

a. Students

Describeprocess for obtaining feedback on the quality of
field experience by the students involved.

b. Supervising staff in
the field setting

Describe process for obtaining feedback on the quality o
field experience by the supervising staff in the fisdtking.

c. Supervising faculty
from the institution.

Describe process for obtaining feedback on the quality o
field experience by the supervising faculty from the
institution.

d. Others

Describe process for obtaining feedback on the qualitlyeo
field experience by other stakeholders.g( former
students in surveys of the quality of the program as a
whole.).

2. Arrangements for
reviewing evaluations
and planning for

Describe the process to be followed in reviewing feedba
from various sources and planning for improvement.
Examplé® Summary of evaluations prepared and considg

improvements by a program planning group including representatives @
students and supervisors at the end of each year.
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ATTACHMENT 2 (K)

Field Experience Reprt

Kingdom of Saudi Arabia

The National Commission for Academic Accreditation &
Assessment

Field Experience REPORT

To be completed by the field experience coordinator at the end of each field experi
after receiving evaluatiomformation and given to program coordinator.

ence
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Field Experience Report

Field Experience encompasses fieldwork, professional or clinical placements, internships
and other forms of placement learning and applied learning that are part of the formal
curriculum within the educational program. For guidance on the completion of this
template, refer .4.3of Handbook 2, Internal Quality Assurance Processes

Institution

College/Department

A . General Information

1 Field experience course titlechocode

2 Program(s) in which this field experience activity is offered

3 Name of faculty member responsible for administration of field experience

4 Year/ semester to which this report applies

B. Conduct of Field Experience

1 Changes (if any) from planned Comment (reasons, consequences,
arrangements for preparation of students. | implications for future planning)

2 Changes (if any) from planned Comment (reasonspnsequences,
arrangements for preparation of field implications for future planning)
supervisors.
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3 Changes (if any) in organizational
arrangements for the field experience

Comment (reasons, consequences, implicat
for future planning)

a. Changes in required activity, tasks or

assignments

b. Changes in arrangements for student

support

c. Other changes (if any)

C. Results

1 Number of students starting the field experience:

2 Number of students completing tireld experience:

3 Distribution of Grades (If percentage marks are given indicate numbers in each 5

percentile group)

No % No % No
OR
A 95-100 70-47
B 90-94 65-69
C 85-89 60-64
D 80-84 <60
F 7579
Denied Entry Denied Entry
In Progress In Progress
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Incomplete Incomplete
Pass Pass
Fail Fail
Withdrawn Withdrawn
4 Result Summary:
Passed: Ng Percen Failed n

Did not complete N

Perce

5 Special factors (if any) affecting the results

D Administrative Issues

1 Administrativedifficulties encountered either at the institution or in the field situations

any).

2. Effect of any difficulties on student learning outcomes.

3. Changes needed to avoid these difficulties in future administrattbe 6éld experience

(if any)
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E Evaluation of Field Experience Activity

1. Student Evaluation of the field experience: (attach survey results)

a. List the most important criticisms and strengths

b. Response of coordinator or fiegperience team

2 Comments (interviews, survey results etc) from field experience supervisors:

a. List the most important criticisms and strengths.

b. Response of coordinator or field experience team.

F Planning for Improvement

1. Action taken to improve the field experience this semester/year.

Provide a brief summary of significant developments this year, including professional
development for faculty or support for field supervisors, modifications to the field
experience, andew approaches to quality management.
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2 Progress on other action identified in previous action plans:

a. Items identified last year for action (other than those shown in item 1 above) State \
completed, the impact, and if not completgige reasons.

3. Action Plan for Next Semester/Year

Actions Required Planned Person Responsible
Completion
Date

4. Recommendations to Program Coordinator (if required)

Recommendations to program coordinator if any proposed action to improve the field
experiencevould requireapproval aprogram, department or institutional level or that mi
affect other courses in the program.

Field Experience coordinator

Signature: Date report completed:

Date received by Program Coordinator:
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ATTACHMENT 2 (I)

Guidelines on Using the Template for a Field Experience Report

Institution,
College/Department

Show the name of the institution and the college or departmen
principally responsible for the course.

A. General Information

1. Field experience
course title and code

Show the title and institutional code number for the course.

2. Program(s) invhich
this field experience
activity is offered

Write the name of the program.

3. Name of faculty
member responsible for
administration of field
experience

Indicate name of coordinator. If report is prepared by a differe
person also show the name dditiperson.

4. Year and semester {|
which this report applies

Indicate the calendar year and semester.

B. Conduct of the Field
Experience

1. Changes (if any)
from planned
arrangements for
preparation of students.

Describe any variations that occurfedm what was planned.
Comments should include reasons for the changes and the like
effects of those variations. Implications for future planning cou
include suggestions for avoiding problems that caused change
were not wanted, or changes lams if new ideas tried were
successful.

2. Changes (if any)
from planned
arrangements for
preparation of field
supervisors.

Describe any variations that occurred from what was planned.
Comments should include reasons for the changes and the like
effects of those variations. Implications for future planning cou
include suggestions for avoiding problems that caused change
were not wanted, or changes in plans if new ideas tried were
successful.

3. Changes (if any) in
organizational
arrangemets for the
field experience.

Changes referred to under items a. b. or c. below could include
either changes that were planned and implemented, or change
resulted from unanticipated events that prevented plans being
followed or created new unexpectggportunities.

a. Changes in required
activities, tasks or
assignments

Describe change and note reason for it being made, indicate
consequences of the change (if any) and comment on implicat
for the future. Implications for future planning couldlude
suggestions for avoiding problems that caused changes that w
not wanted, or changes in plans if new ideas tried were succes
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Changes in
arrangements for studel
support.

Describe change and note reason for it being made, indicate
consequeces of the change (if any) and comment on implicatio
for the future. Implications for future planning could include
suggestions for avoiding problems that caused changes that w
not wanted, or changes in plans if new ideas tried were succes

c. Other changes

Describe change and note reason for it being made, indicate
consequences of the change (if any) and comment on implicat
for the future. Implications for future planning could include
suggestions for avoiding problems that causagantedchanges,
or changes in plans if new ideas tried were successful.

C. Results

1. Number of students
commencing the field
experience

Show the number of students commencing the field experience
activity.

2. Number of students
completing the field

Show the number of students who completed the course, inclu
any who completed and failed.

experience
3. Distribution of Enter numbers in the table to show the distribution of grades o
Grades percentage marks. (Follow the grading system used by you

institution)

4. Result Summary

Show the numbers and percentages of those who commencec
field experience activity who passed, failed or did not complets

5. Special factors. (if
any) affecting the grade
distribution.

Describe any unusual eventsspecial factors that might have
affected the numbers or percentages noted above and explain
affectthose events or factors might have had.

E. Administrative Issues

1. Administrative
difficulties encountered

(if any)

Briefly describe any administrative difficulties that were
encountered

2. Effect of any
difficulties on student
learning outcomes.

Comment orany likely effects on student learning in the field
experience as a result of those difficulties.

3. Changeseeded to

avoid those difficulties
in future administration
of the field experience

Provide suggestions for future planning that might avoid simila
problems emerging in the future.

F. Evaluation of Field
Experience Activity

1. Student evaluation o
the field experience.

Attach most recent survey results

a. List the most

important criticisms and

List the most common and the most significant criticisms and
strengths as shown in the student evaluations
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strengths

b. Response of
coordinator or field
experience team

Provide explanation or comment. This may acknowledge or
disagree with strengths or areas in need of improvement or prg
an explanation or interpretation.

2. Comments from fielg
experience supervisors

a. List the most
important crittisms and
strengths

Describe how comments were obtained from supervising staff
the field situation.. List the most common and the most signific
criticisms and strengths.

b. Response of
instructor or field
experience team

Provide explanation or conent including comments from
supervising faculty from the institution. These may acknowled
or disagree with strengths or areas in need of improvement or
provide an explanation or interpretation.

G. Planning for
Improvement

1. Action taken to
improvethe field
experience activity this
semester/year

Provide a summary description of any actions that were
implemented to improve the activity in the current semester/ye
and comment on the results achieved.

2. Progress on other
actions proposed.

List other actions to improve the field experience that were
proposed in previous years and that have still to be fully
implemented. For each one indicate progress made and if not
undertaken or completed as planned, give reasons.

3. Action Plan for Next
Semestr/Year

List action proposed to improve the field experience for the ne
semester/year noting for each action the planned completion d
and the person responsible.

4. Recommendations
for Program Coordinato

List recommendations for consideration bg thtepartment or
program coordinator that would require decision at that level ot
that might affect other courses in the program.
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ATTACHMENT 2 (m)

Report on Periodic Program SelfStudy

Kingdom of Saudi Arabia

The National Commission for AcademicAccreditation &
Assessment

Report on Periodic Program Self Study
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Introductory Comments

A periodic program self study is a thorough examination of the quality of a program
taking account of

The mission and objectives of theogram and the extent to which they are being
achieved;

For a professional program, requirements for the practice of that profession in Saudi
Arabia,

The standards for quality assurance and accreditation defined by the NCAAA including
the National Qualifcations Framework

Conclusions should be supported by evidence, with verification of analysis and
conclusions, and advice from others able to offer informed and independent comment.

A self study report should be considered as a research reportauathyg of the

program. It should include sufficient information to inform a reader who is unfamiliar
with the institution about the process of investigation and the evidence on which
conclusions are based to have reasonable confidence that thoseicna@us sound.

Other documents such as university handbooks should be available separately and
completed scales from the Self Evaluation Scales for Higher Education Programs should
be completed and made available with the self study report. Conseduémtétails of

what is included in these documents need not be repeated in the self study report.
However this report should include all the necessary information for it to be read as a
complete self contained report on the quality of the program.

The template includes a number of sections and headings to assist in preparing the report.
These sections and headings should be followed in the report. However additional
information can be included. Throughout the report evidence should be presented

tables or other forms of data presentation to support conclusions, with comparative data
included where appropriate, and reference made to other reports or surveys with more
detailed information.

The report should be provided apage numbered docunt, single sided, with a table of
contents. A list of acronyms used in the report should be attached.

A key to writing a successful sedtudy report is to ensure that processes are fully and
clearly described so it can by fully understood by indepatneleernal reviewers and

that conclusions about quality are supported wherever possible by evidence. An effective
self-study report includes numerous references to statistical data and results of
stakeholder surveys, and to thorough analysis of thisnrdtion. Achievement of high

guality standards needs to be demonstrated by appropriate comparisons with other good
quality institutions selected as benchmarks for this purpose and for planning for
improvement. Key performance indicators should be medeiw throughout, including
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both those identified by the NCAAA and others selected by the institution itself for
monitoring its performance and planning for improvement.

Template for Report on Periodic Program Sifidy for an Undergraduate Program

For quidance on the completion of this template, please refer to Sections 2.8, 2.9, and
2.10 of Par® of the Handbook for Quality Assurance and Accreditation in Saudi Arabia
and to the Guidelines for Using the Template for a Periodic Prograrstely.

Institution

Title of College and Department in which the program is offered

Title of Program

Date of Report

Name and Contact details for Head of Department

Nameof PersorResponsible for Preparation of Report

Name and contact detailsrfperson to contact for furth@rformation aboumatters
discussed ithe report and for arrangements for an external review visit. (if diffe
from above)

A. General Program Profilaformation

1. Program title and code

2. Credit hoursequired for completion of the program

3. Award (s) granted on completion of the program

4. Major tracks opathways within the program

5. Professional occupations for which graduates are prepared in the program

6. Name of program coordinator manager.If a program coordinator or manager
has been appointed for a female section as well as a male section, include nar
both.
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7. Location of program if not on main campu#f offered on several campuses or
distance education as well as@ampus include details.

8. Date of approval of program specification within the institution

9. If a private institution, date éihal approval by the MHE to offer the program

10. Date of most recent previous s&lifidy (if any)

Note that a number of other documents giving general information about the
program should be provided in addition to the periodic program reportisSaie
the end of this template.

B Program Profile Data
Historical Summary

Provide a brief historical summary of the program including such things as when and
why it was introduced, student numbers over tiamg relationshipwith industry or
professional advisory groups, graduate employment outcomes and major program
changes.Include brief comments about what are believed to be the programs main
strengths andccomplishmentand about any significant problems or concernsaha
being addressed.

Preparatory or Foundation Program

If a preparatory or foundation year program is provided prior to entry to this program, are
all students required to take that program?
Yes |i| No

If some students arequired to complete a preparatory or foundation program what
criteria are used to decide who should do so?

If some students undertake a preparatory or foundation program and some do not, show
percentage of those who successfully complete first yeaegdrtsgram for both groups.
(Show also the percentage of those who successfully completed first year in the last year
before the foundation or preparatory program was introduced.)
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Percent successfully completing firs
year

Students completing prep foundation prograrm

Students not completing prep or foundation
program

Students admitted prior to introduction of prey
or foundation program

Statistical Summary

Student Enrolments (Not including preparatory or foundation programs)

Students | OnCampus Programs Distance Education Programs
Full time | Parttime | EFT Full time | Parttime | EFT

Male

Female

Total

Note: To calculate effective full time equivalents (EFT) for part time students assume a
notional full timeload is15 credit hours and divide the number of credit hours taken by
each student by 15. (Use this formula only for part time students)

Confirmed enrdiments at the beginning of the current year

Male Female Total

First Year

Second Year

Third Year

Fourth Year

Fifth Year

Sixth Year

Total

Number of Graduates in Most Recent Year

Undergraduate Graduate

Male

Female

Total
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Staffing

No of On Campus Distance Education
Staff

Full time | Parttime | EFT Full time | Parttime | EFT

Teaching
staff

Other
staff

Notes: The number of teaching staff should include tutors, lecturers, and assistant,
associate and full professors whether involved with teaching, research or both teaching
and research. The number should not include research, teaching or laborastagtassi
Academic staff who are responsible for overseeing the planning and delitbey of
teachingprograms €.g.head of department) should be included in the number.

Part time teaching staff should be included on a full time equivalent basis biatatcu

the number of credit hours taught as a proportion of full time teaching load for each
personbés | evel of appointment.

Teaching Staff Highest Qualifications

Doctor Master Other Total
No Percent| No Percent| No Percent| No Percent
Male
Female
Total
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B. SelfStudy Process

Provide a summary description of procedures followed and administrative arrangeme|
the self study. Include an organization chart. Membership and terms of reference for
committees and /or working parties should be attached.
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C. Mission and Goals of the Program

Mission of Program

2. Major Goals and Objectives for Development of the Program (This item refers to n
goals and objectives for the development and improvement of the prograhe not
objectives for student learning outcomes) Objectives should be expressed in terms t
sufficiently specific for achievement to be monitored and assessed, and include timeli
achievement)

3. Key Performance Indicators (List indicators and benchmarks that have been select
provide evidence of the quality of the program or the achievement of goals/objectives
development.)
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D. Program Context

Significant Elements in the External Environment (including any important recent char

Summarize any significant features of the external environment including changes aft
the delivery of the program or the skills required for graduates ipethed since the last
periodic self study or since the program was introduced. (For example: local national
international economic developments, significant recent research in the field, technol
changes affecting skill requirements, employnaerhand, government policies on higher
education or on matters affecting the fields for which students are being prepared, nat
international developments in professional practice in the field.)

Changes in the Institution Affecting the Program.

Summarize any significant changes within the institution affecting the delivery of the
program.
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3. Note any implications for changes that may be required in the mission and goals, ¢
or methods of delivery of the program as a result of changes noted under 1 and 2.

E. Program Developments

1. Summary of changes made in the program in the period since the previaisdedr

since the program was introduced. This shautlide such things as courses added or
deleted or significant changes in their content, changes in approaches to teaching or §
assessment, or program evaluation processes etc.

2. Apparent Program Completion Rate

(Show the number aftudents successfully completing the program in each of the
three years, and the number of students who started the program in eaeh-group
years previouslyd.g. If 120 students finished a four year program in 2009 and 20
students started it iP005 and the apparent completion rate would be 60%)

Academic | Number of Students| Number of Students | Apparent
Year Completing the who Commenced the | Completion Rate *
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Program Program in this Group
XXXX  Years
Previously

* Apparent completion rate is the number of students completing the program as a
percentage of the number in that student cohort commencing the prograyears
previously.

3. Year to year progression rates. (Latest year)

Proportion of students who conenced each year level in the previous year who passe
and continued to a higher year level the current year.

Commenced in Year 1 and continued to commence in Yeal %
Commenced in Year 2 and continued to commence in Yeal %

Commenced in Year 3 and continued to commence in Yeal %
Commenced in Year 4 and continued to graduate %

(Note: In programs where there are common firsfifstrand second ) years the figures
should include numbers in the early years for the combined group and a note include
explain what has been done)

Comment on trends in year to year progression rates (i.e. Increasing, decreasing, likg
reasons forltange (if any), significance of trends)

4. Comparison of planned and actual dnmnehts.

Year Planned Actual
Enrolments Enrolments
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Comment and provide an explanation if there are significant differences between pla
and actual numbers.
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F. ProgranEvaluation inRelation to Goals and Objectives for Development of the
Program
(See items C 2 and C 3 above)

(Note: (i) Reports on these items should be expanded as necessary to include tables,
charts or otheappropriate forms of evidence, including trends and comparisons with past
performance, or with other institutions where relevant.)

(i)  Wherever relevant, information should be provided on key performance
indicators that relate to the mattiscussed.

1. (State goal/objective)

Desired benchmark or standard of performance

Result Achieved

Comment

2. (State goal/objective)

Desired benchmark or standard of performance

Result Achieved
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Comment

3. (State goal/objective)

Desired benchmark or standard of performance

Result Achieved

Comment

4. (State goal/objective)

Desired benchmark or standard of performance

Result Achieved

Comment
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5. (goal/objective)

Desiredbenchmark or standard of performance

Result Achieved

Comment

(Continue as required for additional goals/objectives)

G. Evaluation in Relation to Quality Standards (Refer to Standards for Quality
Assurance and Accreditation of Higher Ediima Programs)

Reports should be provided under each of the quality standards set out in the Standards
for Quality Assurance and Accreditation of Higher Education Programs.

To ensure a full understanding of the report by extemae¢wers unfamiliawith the
institution or this program (either local or international), a brief explanatory note should
be included giving background information or explanations of processes relevant to the
standard concerned.

The reports should summarize the processvia@l in investigating performance in
relation to each standard. This should be explained in sufficient detail for an external
reviewer to form an opinion on the appropriateness and adequacy of the investigation.

A vital element in these reports is to yiae specific data to show trends, support
conclusions, and make appropriate comparisons with other institutions selected to
provide benchmarks for evaluation of performance. This data can include key
performance indicators, other statistical informatfayyres derived from survey results,
student results (with standards verified), numbers of refereed publications or citations,
usage rates of services or anything also that provides clear evidence about the matter
being evaluated. A simple assertion thainething is good, or needs improvement, is not
sufficient without evidence to back it up. Quantitative data can be included in summary
form orprovided in attachments and referred to in the text. If priorities for improvement
have been determined oitiatives to deal with areas of concern have already undertaken
this should be noted and any initial results reported.

Ver. 2.0 Pagel92of 257
July 2011



National Commission for Academic Accreditation & Assessment

The report should deal with all locations where the program is offered and the description
of procedures should include information ablow evaluations were conducted in

different locations. This is particularly importahthereare different sections for male

and female students. The procedures followed in each section should be explained as
well as the processes for planning thel@ation and coordination of the final report. If

there are significant differences between analyses or evaluations of delivery of the
program in different locationgi.e. either sections for male and female students or

delivery in different locations}heseshould be noteednd commentmade about reasons

for the differences and any response that should be made because of them. This applies
to all the standards, not only to Standard 2 which includes-aestiion dealing with
relationships between semtis for male and female students.

It is not necessary to provide a detailed report on every item in every sub section of each
standard.The completed self evaluation scales will provide that more comprehensive
coverage. However the report must inclutleeast: (a) ltems where performance is poor

or significantly different in different sections. (b) Items where performance is considered
very good and evidence of strong performance can be provided. (c) Items that have been
selected for special consideoat as a result of strategic planning or previous evaluations.
(d) Items that are particularly significant for evaluation of quality such as verification of
standards of student achievement, use of appropriate indicators and benchmarks,

per f or ma nsanecomparisoisRvithGselected benchmarks.

Attach completed rating self evaluation scales from the Standards for Quality Assurance
and Accreditation of Higher Education Programs.
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Standard 1. Mission and Objectives (Ovelradting Stars)

The mission of the program must be consistent with that for the institution and apply
that mission to the particular goals and requirements of the program concerned. It

must clearly and appr opr i apurpdses amd priorities e
and be influential in guiding planning and action.

Explanatory note about development and use of the mission.

Description of process for investigation and preparation of report on this standard.

Evaluation of Quality oMission and Objectives. Refer to evidence obtained and pro
a report including a summary of particular strengths, areas requiring improvement,
priorities for action.

SpecialNote: Evidenceo support conclusions should be clearly stated andstisdu
This evidence should include specific Key Performance Indicators, including those
identified by the NCAAA and others selected by the institution for its planning purpa
In each case the indicator should be stated and results achieved comiraraubiwas
planned for, and future performance targets set where appropriate. Evidence shou
include internal benchmarks (comparisons across the institution or over time) and e
comparisons with other comparable institutions.
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Standadl 2. Program Administration (Overall Rating Stars)

Program administration must provide effective leadership and reflect an appropriate
balance between accountability to senior management and the governing board of
institution within which the program is offered, and flexibility to meet the specific
requirements of the program concerned. Planning processes must involve stakeho
(e.g. students, professional bodies, industry representatives, teaching staff) in
establishing goals and objages and reviewing and responding to results achieved. |
program is offered in sections for male and female students resources for the progr
must be comparable in both sections, there must be effective communication betwe
them, and full involvemenin planning and decision making processes. The quality @
delivery of courses and the program as a whole must be regularly monitored with
adjustments made promptly in response to this feedback and to developments in th
external environment affecting therogram

Explanatory note about program administration arrangements.

Description of process for investigation and preparation of report on this standard.

Evaluation of quality of program administration. Refer to evidence obtained about t
subsections of the standard and provide a report including a summary of particular
strengths, areas requiring improvement, and priorities for action

Special Note Evidence to support conclusions should be clearly stated and discuss
This evidence shdd include specific Key Performance Indicators, including those

identified by the NCAAA and others selected by the institution for its planning purpg
In each case the indicator should be stated and results achieved compared with wh
planned forand future performance targets set where appropriate. Evidence shoulg
include internal benchmarks (comparisons across the institution or over time) and e
comparisons with other comparable institutions.
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Standard 3. Management 8rogram Quality Assurance (Overall Rating
Stars)

Teaching and other staff involved in the program must be committed to improving b
their own performance and the quality of the program as a whole. Regular evaluati
of quality must be undegken within each course based on valid evidence and
appropriate benchmarks, and plans for improvement made and implemented. Cent
importance must be attached to student learning outcomes with each course
contributing to the achievement of overall prograobjectives.

Explanatory note. Describe and comment on the quality assurance processes use
program, particularly relating to indicators and benchmarks of performance and
verification of standards.

Description of process for investigatiand preparation of report on this standard.

Evaluation of quality of management of program quality assurance. Refer to evidern
about the standard and subsections within it and provide a report including a summ
strengths, areas requiring improvem, and priorities for action

Special Note Evidence to support conclusions should be clearly stated and discuss
This evidence should include specific Key Performance Indicators, including those
identified by the NCAAA and others selected by thatitation for its planning purposes
In each case the indicator should be stated and results achieved compared with wh
planned for, and future performance targets set where appropriate. Evidence shou
include internal benchmarks (comparisons actbe institution or over time) and exterr
comparisons with other comparable institutions.
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Standard 4. Learning and Teaching. (Overall Rating Stars)

Student learning outcomes must be clearly specified, consistent with the National
Qualifications Framework and requirements for employment or professional practict
Standards of learning mudbe assesseahd verified throughappropriate processes ang
benchmarked against demanding and relevant external reference points. Teaching
staff must be appropriately qualified and experienced for their particular teaching
responsibilities, use teaching strategies suitable for different kinds of learning outco
and participate in activities to improve their teaching effectiveness. Teaching quality
and the effectiveness of programs must be evaluated through student assessments
graduate and employer surveys with evidence from these sources used as a basis
plansfor improvement.

The standard for learning and teaching is the most important consideration in a pro
selfstudy. Information provided should include indicators used as evidence of
performance and priorities and strategies for improvement. Reéeséoald be made to
the results of processes followed. For example if steps were taken to check the sta
of student achievement against appropriate external benchmarks, what was done, ¢
conclusions were reached?

Information provided in repastof surveys or special investigations or in annual progr;
reports need not be repeated in full but should be summarized and information give
about where more detailed information can be seen.

Explanatory notes about processes followeatiministraton of learning antkeaching
relatingto the following sukstandards should be included in each section below.

Description of process for investigation and preparation of report on the standard fo
learning and teaching. (Additional information can bevjgled in the suisections below
if necessary.)

Special Note In all the subsections below evidence to support conclusions should b
clearly stated and discussed. This evidence should include specific Key Performat
Indicators, including those identified by the NCAAA and others selected by the insti
for its planning purposes. In each case the indicator should be stated and results a
compared with what was planned for, and future performance targets set where
appropriate. Evidence should include internal benchmarks (comparisons across thg
institution or over time) and external comparisons with other comparable institutions
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Subsection 4.1 Student Learning Outcomes (Overall Rating Stars)

Describe processes for ensuring the appropriateness and adequacy of intended stu
learning outcom&from the program. Include action taken to ensure consistency of
intended student learning outcomes with professional or occupational employment
requirements as indicated by expert advice or requirements of professional bodies
relevant accreditign agencies with the National Qualifications Framework. The repor
should include the results of the processes, not just conclusions about whether prog
were used. (Note that evidence on the standards of student achievement of these i
learningoutcomes should be considered in-selbtion 4.4 below)

Evaluation of intended student learning outcomes. Refer to evidence about the
appropriateness and adequacy of the intended learning outcomes for students in th
program and provide a report inding a summary of strengths, areas requiring
improvement, and priorities for action.
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Subsection 4.2 Program Development Processes (Overall Rating Star|

Describe processes followed for developing the program and implementing change
might be needed.

Evaluation of program development processes. Refer to evidence and provide a re
including a summary of strengths, areas requiring improveraedtpriorities for action.

Subsection 4.3 Program Evaluation and Review Processes (Overall Rating
Stars)

Describe processes followed for program evaluation and review.

Evaluation of program evaluation and review processes. Redetdence and provide
report including a summary of strengths, areas requiring improvement, and prioritie
action.

In addition to providing information about the quality of these processes, this sectio
should include conclusions were reachbdut the quality of the program as a result of
using those processes. Reference should be made to data on indicators and surve,
as appropriate.
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Subsection 4.4 Student Assessment (Overall Rating Stars)

Describe strategies for student assessment in the program and the processes used
standards of student achievement.

Evaluation of student assessment processes. Refer to evidence about effectivenes
student assessment processes. litiaddo evaluation of the processes followed this
subsection should also include evidence about the standards of student learning oy
achieved in comparison with appropriate benchmarks. The report on trgectidn
should include a summary of stgths, areas requiring improvement, and priorities fol
action.

Subsection 4.5 Educational Assistance for Students (Overall Rating S

Provide a summary of what assistance is provided in relation to the matters listed in
subsection of the standarde(g.orientation programs, office hours, identification and
assistance for students in need, referrals to support services etc.).

Evaluation of processes for educational assistance for students. Refer to evidence
theappropriateness and effectiveness of processes for assistance of students in thi
program. €.g.ls the assistance what is needed for these students, is it actually prov
as planned, and how is it evaluated by students). The report should includearguf
strengths, areas requiring improvement, and priorities for action.

Subsection 4.6 Quality of Teaching (Overall Rating Stars)

Information should be provided about the planning of teaching strategies to develof

Ver. 2.0 Page200of 257
July 2011



National Commission for Academic Accreditation & Assessment

intended learning daomes of the program, for evaluating quality of teaching, and
processes for preparation and consideration of course and program reports. This S¢
should include a table indicating the proportion of teaching staff whose teaching is
regularly assessed student surveys (or by other mechanisms).

Evaluation of quality of teaching. Refer to evidence about teaching quality and prov
report including a summary of strengths, areas requiring improvement, and prioritie
action. The report shaliinclude a summary of data from student surveys used for ¢
and overall program evaluations, with information provided about sample size and

response rates on those surveys. Comparative data from other similar surveys shot
included.

Subsection 4.7 Support for Improvements in Quality of Teaching (Overall Rating
Stars)

Describe strategies for improvement of teaching. Include a table showing the exter
participation in training and/or other activities designed foirtirovement of teaching
and other related professional development activities. The description should includ
processes used for investigating and dealing with situations where evidence sugge;
may be problems in teaching quality, and arrangementg€ognizing outstanding
teaching performance.

Evaluation of arrangements for supporting improvements in quality of teaching. Re
evidence about the effectiveness of strategies used and provide a report including &
summary of strengths, are@guiring improvement, and priorities for action. This
evidence could include matters such as trend data in student course evaluations an
responses from staff participating in programs offered.

Ver. 2.0 Page201of 257
July 2011



National Commission for Academic Accreditation & Assessment

Subsection 4.8 Qualifications and Experieat&eaching Staff (Overall Rating

Stars)
Comment on qualifications and experience of teaching staff relating to program
requirements. A table should be attached listing staff teaching in the program, their
highest academic qualification, with andlication beside their names if the courses the
teach are within the field of their advanced study)

Evaluation of qualifications and experience of teaching staff. Refer to evidedce
providea reportincluding a summary of strengths, areaguiring improvement, and
priorities for action.

Subsection 4.9 Field Experience Activities (if used in the program) (Overall
Rating Stars)

Describe processes for planning field experience activities and planning for improve

Evaluation of field experience activities including evaluation of processes for planni
and managing them. Refer to evidence and provide a report including a summary (¢
strengths, areas requiring improvement, and priorities for action.
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Subsection 4.1(Partnership Arrangements With Other Institutions (it these exist)
(Overall Rating Stars)

If partnerships have been established with other institutions to assist with the plann
or delivery of the program describe what is done througbetipartnerships and explain
what has been done to evaluate the effectiveness of those activities.

Evaluation of partnership arrangements. (if any) Refer to evidence and provide a re
including a summary of strengths, areas requiring improveraad priorities for action.

Standard 5. Student Administration and Support Services (Overall Rating
Stars)

Admission processes must be efficient, fair, and responsive to the needs of student
entering the program. Clear information aboytrogram requirements and criteria for
admission and program completion must be readily available for prospective studer
and when required at later stages during the program. Mechanisms for student apy
and dispute resolution must be clearly describethde known, and fairly administered
Career advice must be provided in relation to occupations related to the fields of sty
dealt with in the program.

Much of the responsibility for this standard will rest with institutional rather than prog
admnistration and arrangements will differ between institutions. However regardles
who is responsible this standard is important in assessing the quality of the progran
this section comment should be made not only on what is done within the depantme
program, but also on how the services provided elsewhere in the institution affect th
quality of the program and the learning outcomes of students.

Explanatory note about student administration arrangements and support services.

Describe the mrcesses used to evaluate performance in relation to this standard.
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Evaluation of student administration arrangements and support services for student
program. Refer to evidence about the standard and subsections within it and provic
report including a summary of strengths, areas requiring improvement, and prioritie
action.

Special Note Evidence to support conclusions should be clearly stated and discuss
This evidence should include specific Key Performance Indicatotading those
identified by the NCAAA and others selected by the institution for its planning purpa
In each case the indicator should be stated and results achieved compared with wh
planned for, and future performance targets set where appeopEsaidence should
include internal benchmarks (comparisons across the institution or over time) and e
comparisons with other comparable institutions.

6. Learning Resources (Overall Rating Stars)

Learning resource materials and associated services must be adequate for the

requirements of the program and the courses offered within it and accessible when
required for students in the program. Information about requirements must be mad
available by éaching staff in sufficient time for necessary provisions to be made for
resources required, and staff and students must be involved in evaluations of what
provided. Specific requirements for reference material andlme data sources and fo
computerterminals and assistance in using this equipment will vary according to the
nature of the program and the approach to teaching.

Explanatory note about processes for provision of learning resources for the progra
including opportunities provided foeaching staff or program administrators to arrang
for necessary resources to be made available, information about services provided
times available, equivalence of provisions for different sections, etc.

Describe the processes followed to invgatie this standard and summarize the eviden
obtained.
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Evaluation of learning resources for students in the program. Refer to evidence ab
standard and subsections within it and provide a report including a summary of stre
areas requing improvement, and priorities for action.

Special Note Evidence to support conclusions should be clearly stated and discuss
This evidence should include specific Key Performance Indicators, including those
identified by the NCAAA and others seledtby the institution for its planning purposes
In each case the indicator should be stated and results achieved compared with wh
planned for, and future performance targets set where appropriate. Evidence shou
include internal benchmarks (commiz@ns across the institution or over time) and exte
comparisons with other comparable institutions.

7. Facilities and Equipment (Overall Rating Stars)

Adequate facilities and equipment must be available for the teaching and learning
requirements of the program. Use of facilities and equipment should be monitored
regular assessments of adequacy made through consultations with teaching and ot
staff and students.

Much of the responsibility for this standard will rest with ingt@nal rather than progran
administration. However regardless of who is responsible for provision of facilities a
equipment their adequacy can have a significant effect on the quality of a program.
section comment should be made on mattersni@dct on the quality of delivery of the
program regardless of who has responsibility for them. These matters would includ
example, adequacy of classroom and laboratory facilities, availability and maintena
equipment, appropriateness for ffregram of scheduling arrangements, and availabil
maintenance, and technical support for IT equipment in meeting program needs.

Explanatory note about arrangements for provision of facilities and equipment.

Describe the processes used to evaltize quality of provision of facilities and
equipment for the program.
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Evaluation of facilities and equipment for the program. Refer to evidence about the
standard and subsections within it and provide a report including a sumnsamgnafths,
areas requiring improvement, and priorities for action.

Special Note Evidence to support conclusions should be clearly stated and discuss
This evidence should include specific Key Performance Indicators, including those
identified by theNCAAA and others selected by the institution for its planning purpos
In each case the indicator should be stated and results achieved compared with wh
planned for, and future performance targets set where appropriate. Evidence shou
include irternal benchmarks (comparisons across the institution or over time) and e
comparisons with other comparable institutions.

8. Financial Planning and Management (Overall Rating Stars)

Financial resources must be sufficient for the effective delivery of the program. Program requirem
must be made known sufficiently far in advance to be considered in institutional budgeting. Budgg
processes should allow for long term planning ovar least a three year period. Sufficient flexibility
must be provided for effective management and responses to unexpected events and this flexibilit
be combined with appropriate accountability and reporting mechanisms.

(Much of the responsibility for activities relating to this standard may rest with institutional rather thd
program administration. However regardless of who is responsible the adequacy of resources and
planning and management can affect theiuaf the program. In this section the effect of financial
planning and management arrangements on the program should be considered in this section, as
matters that are carried out by program administrators themselves.)
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Teaching and other staff must have the knowledge and experience needed for their
particular teaching or other responsibilities and their qualifications and experience
must be verified before appointmenNew teaching staff must be thoroughly briefed
about the program and their teaching responsibilities before they begin. Performang
all teaching and other staff must be periodically evaluated, with outstanding
performance recognized and support prded for professional development and
improvement in teaching skills

(Much of the responsibility for this standard may rest with institutional rather than
program administration. However regardless of who is responsible employment prg
will have asignificant effect on the quality of the program. In this section comment
should be made on employment matters that affect the quality of the program regar
of who manages them or determines the policies that affect them. These matters in
least the appointment of appropriately qualified faculty, their participation in relevant
professional development and scholarly activities, and their preparation for participg
in the program.)

Explanatory note about recruitment and other employmenitaes that relate to this
standard..

Describe processes used to consider quality of performance in relation to this stand

Evaluation of employment processes for the program. Refer to evidence about the
standard and subsections withinndgprovide a report including a summary of strengtt
areas requiring improvement, and priorities for action.

Special Note Evidence to support conclusions should be clearly stated and discuss
This evidence should include specific Key Performandecétors, including those
identified by the NCAAA and others selected by the institution for its planning purpg
In each case the indicator should be stated and results achieved compared with wh
planned for, and future performance targets setevappropriate. Evidence should
include internal benchmarks (comparisons across the institution or over time) and e
comparisons with other comparable institutions.
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10. Research (Overall Rating Stars)

All staff teaching highereducation programs must be involved in sufficient appropria
scholarly activities to ensure they remain up to date with developments in their field
and those developments should be reflected in their teaching. Staff teaching in pos
graduate programs osupervising higher degree research students must be actively
involved in research in their field. Adequate facilities and equipment must be availa
to support the research activities of teaching staff and post graduate students to me
these requiremets in areas relevant to the program. Staff research contributions mu
be recognized and reflected in evaluation and promotion criteria.
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(Expectations for research will vary according to the nature and mission of the instit
and the level of the pgram €.g.college or university, undergraduate or postgraduate
program). In this sectigparticularcomment should be made on the extent and qualit)
research activities of faculty teaching in the program, and on how their research an
current esearch in the field is reflected in teaching. )

Explanatory note about nature and extent of research activities associated with the
program or carried out by staff teaching in it.

Describe the processes used to evaluate performance in relation to this standard.

Evaluation of research activities associated with the program and of staff teaching i
Provide a report about the standard and subsections within it. Fhblalsl be provided
indicating the amount of research activity and other participation in scholarly activity
comparisons with appropriate benchmarks.
The report should include a summary of strengths, areas requiring improvement, ar
priorities for actio.

Special Note Evidence to support conclusions should be clearly stated and discuss
This evidence should include specific Key Performance Indicators, including those

identified by the NCAAA and others selected by the institution for its plannirgppes.

In each case the indicator should be stated and results achieved compared with wh
planned for, and future performance targets set where appropriate. Evidence shou
include internal benchmarks (comparisons across the institution or imedraind externa
comparisons with other comparable institutions.
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11. Relationships with the Community (Overall Rating Stars)

Significant and appropriate contributions must be made to the community in which
institution is established drawing on the knowledge and experience of staff and the
needs of the community for that expertise. Community contributions should include
both activities initiated and carried out by individuals and more formal programs of
assistance arrangety the institution or by program administrators. Activities should
be documented and made known in the institution and the community and staff
contributions appropriately recognized within the institution

Explanatory note about community activitiesrezd out in connection with the program

Comments should include reference to interactions with the community by faculty
associated with the program as well as with program relationships of the kind referr
in subsection 11.2.

Describe thgrocesses used to evaluate performance in relation to this standard ang
summarize the evidence obtained.

Evaluation of the extent and quality of community activities associated with the prog
and of staff teaching in it. Provide a report aboutstaedard and subsections within it
including tables showing the extent of community activities and a summary of stre
areas requiring improvement, and priorities for action

Special Note Evidence to support conclusions should be clearly stakdianussed.

This evidence should include specific Key Performance Indicators, including those
identified by the NCAAA and others selected by the institution for its planning purpa
In each case the indicator should be stated and results achievearedwith what was
planned for, and future performance targets set where appropriate. Evidence shou
include internal benchmarks (comparisons across the institution or over time) and €
comparisons with other comparable institutions.

Ver. 2.0 Page2100f 257
July 2011



National Commission for Academic Accreditation & Assessment

H. Review of Courses

1. Describe processes followed in reviewing coursegy $urveys of graduates, faculty
or members of the profession, analysis of student course evaluations, review of coy

program reports, interviews with faculty, comparisathwimilar programs elsewhere,
consultancy advice, etc.)

2. Course Evaluations

Summary report on strengths and weaknesses in courses and any other conclusiorn
the processes described under F1 above.
(Note that individuatourse reports, student course evaluation reports and the mos
recent annual program report should be available for reference.)
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|. Independent Evaluations

Describe the process used to obtain independent comment on the quality of the pra
and the reliability and validity of analyses carried out in the report. Processes may
a review of documentation by an experienced and independent person farthliar
similar programs at other institutions and who could comment on relative standards
consultancy advice or a report by a review panel, or even the results of an accreditg
review by an independent agency. An independent evaluation may be conducted
relation to the total seltudy, or involve a number of separate comments by different
people on different issues.

Summary of matters raised by independent evaluator(s)

Comment on matters raised by independ@saluator(s) (Agree, disagree, further
consideration required, action proposed, etc.)
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J Conclusions

1. List and briefly describe aspects of the program that are particularly successful ¢
demonstrate high quality.

2. List andbriefly describe aspects of the program that are less than satisfactory an
need to be improved.

K. Action Proposals

These should be based on the matters identified in sections F, G, H, and | above and
indicate specific actions proposed to deal with the most important priorities for action
identified in those sections.

1. Changes in Course Requirements (if any)

List and briefly state reasons for any changes recommended in course requirement
Courses no longer needed,;
New courses required;
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Courses merged together or subdivided;

Required courses made optional or elective courses made compulsory;
Changes ipre-requisites or caequisites

Changes in the allocation of responsibility for learning outcomes as shown in the cg
planning matrix.

2. Action Recommendations.

Recommendations should be méaleaction to be taken for further improvemenmtsto
overcome problems or weaknesses identified. The actions recommended should b
expressed in specific terms rather than as general statements. Each action
recommendations should indicate who should be responsible for the action, timeling
any recessary resources.

Action Recommendation 1

Person (s) responsible

Timelines (For total initiative and for major stages of development)

Resources Required

Action Recommendation 2.

Person(s) responsible
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Timelines

Resource®kequired

Continue for further action recommendations.

The Periodic Program Self Study Report should be on A4 paper, unbound, printed on one
side, page numbered, and with a table of contents for easy reference. A list of acronyms
used in theeport should be included as an attachment.

In addition to the selétudy report, the following documents should be provided in hard
copy and desirably in electronic format as well.

Completed scales from ttg@elfEvaluation Scales for Higher Educati®mograms The
completed scales should include star ratings, independent comments, and indications of
priorities for improvement as requested in doeumentand should be accompanied by a
description of the processes used in investigating and makihgaggas.

The Program Specification

An annual program report for the most recent year

A brief summary of the outcomes of previous accreditation processes (if any) including
program accreditations and any special issues or recommendations emergingfnom th

A copy of the program description from the bulletin or handbook including descriptions
of courses, program requirements and regulations

Six copies of these documents should be provided to the Commission four months prior
to the date of the review.

The following documents should be available for the review panel during the visit.
Members of the panel may ask for some of it to be sent to them in advance.

Course specifications for courses in the program and annual course and program reports
Faculty randbook or similar document with information about faculty and staffing

policies, professional development policies and procedures and related information

CVs for faculty and staff teaching in the program and a listing of courses for which they
are resposible This information should include the highest qualification (and if
appropriate other qualifications and experience relevant to their teaching responsibilities).
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Copies of survey responses from students and other sources of information about quality
such as employers, other faculty, etc

Statistical data summarizing responses to these surveys for several years to indicate
trends in evaluations

Statistical data on employment of graduates from the program

Representative samples of student work and sssads of that work.

If the program is one that is offered by a private institution and that has provisional
accreditation a supplementary report should be attached listing requirements of the
Ministry or other organization to which it is responsibledpecial accreditation, and
providing details of the extent to which those requirements have been met.
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ATTACHMENT 2 (n)

Guidelines on Using the Template for a Periodic Program Self Study Report

General Comment

A periodic program self studgport should be considered as a research report on the g
of a program. It should include sufficient information to inform a reader who is unfami
with the institution (local or international) about the process of investigation and the
evidence a which conclusions are based to have reasonable confidence that those
conclusions are soundly based.

Other documents such as general program descriptions in a form provided to students
program specification, and completed self evaluation scalesenali/ailable separately and
full details of these need not be repeated in the self study report. However the report
include summary information where necessary and additional explanations about rece
developments or special objectives or prioritfeequired to explain what is done in the
program.

The template includes a number of sections and headings to assist in preparing the re
These should be followed in the report. However preparation of the report is not just ¢
matter of filling inthe spaces in the template. Evidence should be cited in tables or otH
forms of data presentation to support conclusions, with comparative data included wh
appropriate, and reference made to other reports or surveys with more detailed inforn
The writer should take as much space as necessary to provide the information require
connected descriptive research report.

Institution, Show the name of the institution and the college or departn
College/Department responsible for the program

A. General Information

1. Program title and codg Write the title and institutional code for the program.

2. Credit hours. Write the number of credit hours required to complete the
program. If there can be variations in the credit hours for
different majors or tracks in the program these details shoul
shown.

3. Award (s) granted on | Write the title of the academic award or qualification grante
completion of the progran by the institution for students who complete the program.

4. Majortracks/pathways| Write the title of any major tracks or pathways within the

within the program program. A major track or pathway is one in which a specit
group of courses are undertaken, normally in the second hg
a program, and that leads to a sakeation that is recognized
by the institution. Individual selection by a student among ¢
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number of elective courses would not be regarded as a ma
track or pathway.

5. Professional
occupations for which
students are prepared in
the program

Write the name of any professions or occupations the progr
is designed to prepare students for. (Note that students ma
enter other occupations or professions. However this item
relates to what the program is designed for, not what
individuals may eventually dp

6. Name of program
coordinator

Write the name of the faculty member responsible for
coordinating or managing the program. This may be the he
of department or another person given that responsibility.

7. Name of person
responsible for
leadership/ranagement of
the self study

Write the name and administrative position of the person gi
responsibility for leading or coordinating the self study of th
program and preparation of this report.

8. Location of program if
not on the main campus.

Indicatethe location if the program is offered away from the
main campus. If it is offered both on the main campus and
one or more other locations details should be provided. If i
offered in several locations (for example in another town or
orsepaat el y on both mendés and

information should be provided separately for each location
evaluations should consider the significance of any differen
in quality that are shown.

9. Date of approval of
program specification
within the nstitution

Indicate the date on which the program specification was
approved.

10. Date of most recent
previous sekstudy (if

any)

If a periodic self study of the program has been conducted
previously indicate the date (semester and year) when this
study was completed. (This item does not refer to annual
program reports)

11. Date of Report

Write the date the report was completed.

B. SelfStudy Process

Summary of procedures
followed.

Provide a summary of the arrangements made for the cond
of the selfstudy. This should include administrative
arrangements and time lines, information about working pa
or subcommittees established and their responsibilities, an
brief description of procedures followed. Details of
membership of sub camittees and any other details needed
a reader to understand what was done should be included
attachments.

C. Mission and Goals of the Program
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1. Mission of Program

Write the brief mission statement for the program

2. Major Goals/Objectives
for Development of the
Program

List the major goals or objectives established for the
development of the program. What is wanted here is not th
learning outcomes for students which are dealt with separa|
but program development goals. They couldude such
things as reviewing the program to improve provision of
needed skills in industry, increasing numbers of students
enrolled, increasing completion or progression rates, better
orientation and preparation for new students, improvements
gualifications of staff, introducing assessments of teaching
participation of faculty in professional development activitie
updated equipment, reductions in differences between qua
of program delivery in different locations etc. The goals or
objectives shuld be sufficiently specific for performance to k
measured and timelines for achievement should be specifie

3. Performance Indicator

List performance indicators. These should include the KPIs
specified by the NCAAA that are applicable to individual
programs, and in addition include matters identified by the
institution or college, or by those responsible for the particu
program, and should also include indicators that have been
selected to provide evidence of achievement of the goals o
objectives stated under C2bove

D. Program Context

1. Significant Changes in
the External Environment

Summarize any significant features of the external environr
including changes in it affecting the delivery of the program
the skills required fograduates in the period since the last
periodic self study or since the program was introduced. (F
example: local national or international economic
developments, significant recent research in the field,
technological changes affecting skill requirerse employmen
demand, government policies on higher education or on mé
affecting the fields for which students are being prepared,
national or international developments in professional pract
in the field.)

Note that comments may have alreadyrbieeluded in annual
program reports. However in this report changes should be
considered over a longer time frame and a moaepth
consideration given to implications for changes needed in t
program.

2. Changes in the
Institution Affecting the
Pragram

Summarize any significant changes within the institution

affecting the delivery of the program. Changes could relate
institutional policies and priorities, development of courses
programs in related areas facilities or equipment, staffing o
funding issues, introduction of foundation year programs, e
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3. Consequences for the
Program of these Change
in Context

Note any implications of these external influences or chang
for the program. These could relate to the mission and gog
methals of delivery, changes in courses or other matters. §
of these things may already have been done as the change
became apparent over the period. However in this item the
should still be noted, comment made on any responses tha
have already been madand consideration given to whether
any further change is needed in response to changes in the
environment. Note that the next item (E 1.) a request is ma
for information about any changes made in the program. T
may involve some repetition, butregideration of the two

guestions raises the issue of whether changes already mac
an adequate response to changes in the environment.

E. Program Developments

1. Changes Made in the
Program

Summarize changes made in the program since the progra
was introduced or since the last periodic-salfdy. This item
refers to changes made for any reason including responses
evaluation or changes in plans and policies for delivery of tl
program. D provide a full picture changes referred to in
D3.should be listed again but should not need explanation.

2. Statistical summary

Complete the table to provide summary information about
enrolments and completion rates in the program and trends
thoe numbers. The table is intended to highlight some key
figures relevant to the quality of the program.

The apparent completion rate is an indicator rather than an
actual rate since some students could take longer than min
time to complete the progm and some could be admitted wi
advanced standing and take less time. However it provides
useful indicator for initial analysis. If there are special

circumstances in any year that affect the apparent completi
rate (for example if an unusually higjumber of students wersg
admitted with advanced standing) this should be noted and
special factors taken into account in interpreting the results

3. Year to year
progression rates

Complete the table to provide information about year to yee
progression rates in the program. The table asks only for tl
most recent year. However if there have been significant
increases or reductions in the rates over time this should b¢
noted in thesection that asks for comments, and the
significance and implications of the changes discussed. If
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4. Comparison of planne
and actual enrolments

This question is relevant for new programs that have been
given provisional accreditation on criterfat include the
adequacy of resources and the viability of the range of cout
both of which are affected by the level of enrolments. For ¢
programs differences between planned and actual enrolme
could be significant for the program if signifitgnmore
students are enrolled than have been planned for or if stud
are not enrolling as anticipated.

F. Program Evaluation in

Relation to Goals and Objectives for Development of the Prg

For each of the goals or objectives that were ligtatem C 3
show the indicators that were identified to monitor
performance, the desired benchmark or standard of
performance that was sought, the result that was achieved,
provide a comment about the result. This comment could &
explanation of ppgress made by the time of the report, or ar
explanation of events that may have affected the extent to
which the objective was achieved. Any implications for futy
planning should be noted.

G. Evaluation in Relation to Quality Standards.

This item deals with evaluations in relation to quality standg
specified by the Commission for purposes of quality assura
and accreditation. The template asks for reports in relation
each of the 11 quality standards as they relate to the progr:
and to each of the stdections of the standard for Learning a
Teaching. In responding to each item a brief explanation o
background information should be included. Completed se
evaluation scales will be provided separately and full details
assaesments of all items are not required. However items
thought to be significant (including those noted in the templ
should be discussed and detailed information to support
conclusions should be included (in tables or other formats &
appropriate) witlreference to where more detailed informati
can be found. Reference should be made to KPIs where th
are relevant to the item concerned. Comments should not
relate to processes followed, but also to any specific data
resulting from the applicatioof those processese.§.results
of student surveys). If there are significant differences
between sections for male and female students these shou
identified and conclusions made about any action that is
required to deal with them.
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H. Review of Courses

1. Processes followed in
reviewing courses.

Describe the process followed in reviewing courses. This
should include the procedures adopted by a working party
sub-committee given this responsibility and a summary of th
kind of informaion considered in the review. The review
should consider course evaluations and course reports,
responsiveness to this feedback. It should also consider af
changes necessary as a result of changing program
requirements that might impact on individualicses.

2. Course Evaluations

A brief summary report should be provided giving an overvi
of areas of strengths and weaknesses and any other conclt
from the processes described under F1 above.

Note that individual course reports, student course evaluat|
reports and the most recent annual program report should
available for reference

l. Independent Evaluations

1. Process for
Independent Review

Describe the process used to get indepehdomments on the
program, the reliability and validity of the evaluative
information considered and the conclusions dr&am it.
Examples of processes that could be used are given in the
template. The person providing this evaluation should be a
experienced person with knowledge of programs of this type
preferably from another institution.

2. Summary of matters
raised by independent
evaluator(s)

Include a brief summary of matters raised and comments n
by independent evaluators. Copies of amyten reports
received should be attached.

3. Comment on matters
raised

Those preparing the report may agree or disagree with the
comments and suggestions made by independent evaluato
but if they disagree sufficient information should be given tc
explain their different opinion.

J. Conclusions

1. Successful Aspects of
the Program

List and comment briefly on the most successful or high qu
aspects of the program as indicated by the evidence consic
in the selfstudy.

2. Aspects of the Prograt
Requiring Improvement

List and comment briefly on aspects of the pragraost in
need of improvement as indicated by the evidence conside
in the selfstudy.

K. Action Proposals

1. Changes in Course
Requirements

List any changes required in courses as a result of all the
evidence considered, including changes in the internal or
external environment, achievement of program goals and
objectives, evaluations in relation to quality standards, and
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feedback obtained fro various sources including the
independent evaluators. Changes could involve removal o
addition of courses, mergers of courses or separation into
separate courses, changes in required courses or in prereq
or corequisites. Or any other mattersateng to course conten
or teaching methodology arising from the review of courses

2. Action Include recommendations for action plans to deal with matt
Recommendations requiring attention as a result of the analysis in the report.
each case thaction should be described in specific terms
indicating who is responsible, when action should be
undertaken and completed. Any resources required shoulo
identified.
Ver. 2.0
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ATTACHMENT 2 (0)

Report on an Institutional Self-Study

Kingdom of SaudiArabia

The National Commission for Academic Accreditation &
Assessment

Report on Institutional Self-Study
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Introductory Comments

A self study is a thorough examination of all of an institutions functions and activities
taking account of its mission and objectives, and the standards for quality assurance and
accreditation defined by the NCAAA. Conclusions should be supported Bneeid

with verification of analysis and conclusions, and advice from others able to offer
informed and independent comment.

A self study report should be considered as a research report on the quality of the
institution. It should include sufficientfiormation to inform a reader who is unfamiliar

with the institution about the process of investigation and the evidence on which
conclusions are based to have reasonable confidence that those conclusions are sound.

Other documents such as university haaksshould beavailable separately and
completed scales from the Self Evaluation Scales for Higher Education Institutions
should have been completadd madevailable with the self study report. Consequently
full details of what is included in thesecuments needot be repeated in the self study
report. However this report should include all the necessary information for it to be read
as a complete report on the quality of the institution.

The template includes a number of sections and heamtiragsist in preparing the report.
These sections and headings should be followed in the report. However additional
information can be included. Throughout the repeitience should be presented in
tables or other forms of data presentation to sugmortiusions, with comparative data
included where appropriate, and reference made to other reports or surveys with more
detailed information.

The repor should be provided aspage numbered document, single sided, with a table of
contents. A list of e@onyms used in the report should be attached.

A key to writing a successful sedtudy report is to ensure that processes are fully and
clearly described so it can by fully understood by independent external reviewers and
that conclusions about qualigye supported wherever possible by evidence. An effective
self-study report includes numerous references to statistical data and results of
stakeholder surveys, and to thorough analysis of this information. Achievement of high
guality standards needshie demonstrated by appropriate comparisons with other good
quality institutions selected as benchmarks for this purpose and for planning for
improvement. Key performance indicators should be referred to throughout, including
both those identified by the@RAA and others selected by the institution itself for
monitoring its performance and planning for improvement.
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Template for Report on Institutional S&tudy

For guidance on the completion of this template, please re@rapter lof Part 2 of this
Handbook.And to Section 1.8 which comments on requirements for an institutional self
study report

A. General Information

Name of Institution

Location and Postal Address of the Institution

Website address

Date of Report

Name and contact details for

Theperson responsible for the preparation of this report

Theperson to be contacted for further information about the matters discussed in t
report if required,

Theperson to be contacted about for arrangements for external review visits.
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B. Institutional Profile

An institutional profile should be prepared including the following material:

A brief summary of the institutionos
A brief descriptiorof the communig where the institution ikbcated including population
statistics and any special characteristics that have implications for the institutions
programs and .activities

A description of the management and organizational structure using an organizatiof
chart, list of colleges andegartments, and the names and contact details of key
individuals;

A list of campus locations indicating programs offered and student numbesash
location

Summary information about the institu
of any pevious institutional reviews, and any conditions that were established;
A description of the institutionds qu

development, and any special issues affecting its operations;

A summary of the institution's strategitan. (A copy of the actual strategic plan shoul
be available for reference if required.)

A list of matters that are of particular interest to the institution and on which the insti
is seeking comment and advice in the review.

Attach a plan and anap showing locations of major buildings and facilities.
Include any major recent awards, accomplishments or strengths.

Statistical Summary

Land andBuildings (f institution operates on several differe@mpuses provide tables
for each campus arfdr the institution as a whole)

Total Space (Square meterg Space per Student (Square
meters)
Land Area
Building Space
Preparatory or Foundation Programs
Streams or Sections Number of students Number of staff (EFT)
Total
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StudentEnrolmentgNot including preparatory or foundation programs)

Students | On Campus Programs Distance Education Programs
Full time | Parttime | EFT Full time | Parttime | EFT

Male

Female

Total

Note: To calculate effective full time equivale(E=T) for part time students assume a
notional full time loadis 15 credit hours and divide the number of credit hours taken
each student by 15. (Use this formula only for part time students)

Staffing
No of On Campus Programs Distance Education Programs
Staff

Full time | Parttime | EFT Full time | Parttime | EFT

Teaching
staff
Other
staff

Notes: The number of teaching staff should include tutors, lecturers, and assistant,
associate and full professors whether involved with teaching, research or both teacl
and research. The number should not include research, teaching or laboratory ass
Academic staff who are responsible for overseeing the planning and deliveaching
programs €.g.head of department for a department, dean for a college, rector and v
rectors for a university) should be included in the number.

Part time teaching staff should be included on a full time equivalent basis by calculg
thenumber of credit hours taught as a proportion of full time teaching load for each
personbés | evel of appointment.

Colleges and DepartmentéRepeat table for each College)

College Name
Dean
Departments | Undergraduate studen{ Postgraduate students| Headof Dept
Male | Femal| Total | Male | Femal | Total
e e
Student /Staff
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| Ratio FTE) | |

College Name

Dean

Departments | Undergraduate studen

Postgraduate students

e

Male | Femal

Total | Male | Femal

e

Total

Head of Dept

Student /Staff
Ratio (EFT)

College Name

Dean

Departments | Undergraduate studen

Postgraduate students

Head of Dept

Male | Femal| Total | Male | Femal | Total
e e

Student /Staff
Ratio (EFT)
Teaching Staff Highest Qualifications

Doctor Master Other Total

No Percent| No Percent| No Percent| No Percent
Male
Female
Total

Number of Graduates in Most Recent Year

Undergraduate

Graduate

Male

Female

Total
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Apparent Completion Rates

Undergraduate Programs Postgraduate Programs
Four Year | Five Year Six Year Master Doctor
Male
Female
Total

Note: Apparent completion raiethe numbeof students who graduated in the most
recent yeams a percentage of those who commenced those programs in that cohort X
years previously. g.g.For a four year program the number of students who graduated as
a percentage of the number who commenced four year programs four years previously)
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C. SelfStudy Process

Provide a brief description of procedures followed and administrative arrangements
the self study. Include an organization chart. Mentiyerand terms of reference for
committees and /or working parties should be attached.

D. Context of the Self Study

1. Environmental Context.

Summary of significant elements of the external environment in which the institutio
operating and changes that have occurred recently or are expeatedrt¢e.g.
economic or social developmenp®pulationchanges, government policies,
developmentat ot her i nstitutions with i mpl

2. Institutional Context.

Brief summary of recent developments at the institution with implications for the re
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E. Mission, Goals, and Strategic Objectives for Quality Improvement

1. Mission of the Institution

2. Summary of Strategic Plamd ActionPlan(s)for Quality Improvement ( The
institution's major goals and strategic objectives for quality improvement should be
listed, indicating for each objectivilile major strategies for developmegueyformance
indicators and benchmarks or standards of achieneniee institution wishes to
achieve.)

F Special Emphasis in the Selftudy (if any)

Indicate any areas of particular interest to the institution in the review. (These may
to responses to changes in the external or institutional environment, to planning pr
that may have been determined as a result of quality assessmaihtsr atrategic
priorities, to government policies, etc.)
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G. Progresstowards Major Quality Objectives (Refer to Iltem E2 above)

Assessment of institutional performance in relation to plans or any major quality
improvement initiatives in the periathder review. These may have been underta|
in response to a previous self study, recommendations or requirements following
external review, or for other reasons.

Brief reports should be provided on each major initiative citing the objective(s),
spedfic data indicatinghe results achieved, and a comment on reasons for succe
failure to achieve the desired results.

1. Objective 1

Result Achieved (Performance in relation to indicators and benchmarks)

Comment

Objective2

Result Achieved (Performance in relation to indicators and benchmarks)

Comment
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(continue for other strategic quality improvement objectives)

H. Evaluation in Relation to Quality Standards

Reports should be given on performance in relation to each of the standards set out in the
Standards for Quality Assurance and Accreditation of Higher Education Institutions. The
reports should refer to areas of strength and weakness as indicatedadiynthscales in

the accompanying documénself Evaluation Scales for Higher Education Institutions.
Reference should also be made, where relevant, to other evidence such as performance
indicators and surveys of students, graduates, faculty and emplogeeoées

summarizing research output. If specific numerical data is available it should be
included or provided in attachments and referred to in the text. Priorities for
improvement should be indicated. If priorities for improvement have already bee
determined irplanningor initiatives already undertaken these should be noted and any
initial results reported.

To ensure a full understanding of the report by a person or persons unfamiliar with the
institution, e.g.external reviewers (either local mternational), a brief explanatory note
should be included giving background information or explanations or processes relevant
to the standard concerned.

Some of the standards relate to functions that are administered by a central organizational
unit for the institution as a whole. Others are decentralized and administered by colleges,
departments, or other academic or administrative units in different parts of the institution.
Where the functions are decentralized the reports should provide botbrafi picture

for the institution as a whole, and an indication of areas where quality of performance is
particularly good or less than satisfactory. (See suggestions for reporting on
decentralized functions in Handbook 2 Internal Quality Assurance derments.)

If the institution is operating in different locations or with major separate administrative
centers €.g, sections for male and female students, or a campus in another city or
community)a single report should be provided but any signifidéiférences should be
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noted and comments made about reasons for the differences and any response that
should be made to deal with those differences. Where the institution operates in different
locations or sections the descriptions of procedures slmalitthte how evaluations were
conducted in the different locations

It is not necessary to provide a detailed report on every individual item in every sub
section of each standard. The completed self evaluation scales will provide that more
comprehensiveoverage. However the report must include at least (a) Items where
performance is poor or significantly different in different sections. (b) ltems where
performance is considered very good and evidence of strong performance can be
provided. (c) Items thdave been selected for special consideration as a result of
strategic planning or previous evaluations

A vital element in these reports is to provide specific data to support conclusions, show
trends, and make appropriate comparisons with other imstisuselected to provide
benchmarks for evaluation of performance. This data can include statistical information,
figures derived from survey results, student results (with standards verified), numbers of
refereed publications or citations, usage rateovices or anything also that provides
clear evidence about the matter being evaluated. A simple assertion that something is
good, or needs improvement, is not sufficient without evidence to back it up.

Attach completed rating self evaluation ratswales from the Self Evaluation Scales for
Higher Education Institutions.

1. Mission and Objectives (Overall Rating Stars)

The institution's mission statement must clearly and appropriately define its princi
purposes and priorities and be iiential in guiding planning and action within the
institution.

Explanatory note about development and use of the mission.

Description of process for investigation and preparation of the report on this stand

Report on subsections of theusdard
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Special Note Evidence to support conclusions should be clearly stated and discus
This evidence should include specific Key Performance Indicators, including thosg
identified by the NCAAA and others selected by the institution for its pignn
purposes. In each case the indicator should be stated and results achieved comg
with what was planned for, arfidture performance targets set where appropriate.
Evidence should include internal benchmarks (comparisons across the institutien
time) and external comparisons with other comparable institutions.

Appropriateness of the Mission

Usefulness of the Mission Statement

Development and Review of the Mission

Use Made of the Mission Statement

Relationship Between Mission abals and Objectives

Overall Evaluation of Quality of Mission, Goals and Objectives. Refer to evidence
obtained and provide a report based on that evidence and including a summary o
particular strengths, areas requiring improvement, and priornitiezcfion
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2. Governance and Administration (Overall Rating Stars)

The governing body must provide effective leadership in the interests of the
institution as a whole and its clients, through policy development and processes
accountability. Senior administrators must lead the activities of the institution
effectively within a clearly defined governance structure. If there are separate
sections for male and female students resources must be comparable in both
sections, there mst be effective communication between them, and full involvem
in planning and decision making processes Planning and management must o
within a framework of sound policies and regulations that ensure financial and
administrative accountability, ad provide an appropriate balance between
coordinated planning and local initiative.

Explanatory note about aspects of governance and administration relevant to th
matters referred to ithis standard that isot already explained in the institutional
praofile. The note can be in summary form and refer to other documents for furth
detail.

Description of process for investigation and preparation of report on this standa

Report on subsections of the standard

Special Note Evidence to suppodonclusions should be clearly stated and discus
This evidence should include specific Key Performance Indicators, including thc
identified by the NCAAA and others selected by the institution for its planning

purposes. In each case the indicatausth be stated and results achieved compar
with what was planned for, and future performance targets set where appropriat
Evidence should include internal benchmarks (comparisons across the institutig
over time) and external comparisons with ott@mparable institutions.

Governing Body

Leadership
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Planning Processes

Relationship Between Sections for Male and Female Students

Institutional Integrity

Internal Policies and Regulations

Organizational Climate

2.6 Associate@€ompanies and Controlled Entities (if applicable)

Overall Evaluatiorof Quality of Governance and Administration. Refer to eviden
obtained and provide a report based on that evidemgéncludinga summary of
particular strengths, areas requiringpnmvement, and priorities for action.

3. Management of Quality Assurance and Improvement (Overall Rating
Stars)

Quality assurance processes must involve all sections of the institution and be
effectively integrated into normal planning anddaninistrative processes. Criteria
for assessment of quality must include inputs, processes and outcomes with a
particular focus on outcomes. Processes must be established to ensure that

teaching and other staff and students are committed to improveraedtregularly

evaluate their own performance. Quality must be assessed by reference to evic
based on indicators of performance and challenging external standards.

Explanatory note. Provide a summary explanation of arrangements for quality
assurancencluding major committees and organizational unit(s) and activities ca
out at different levels of the institution (including colleges or departmhéntkidea
listing of KPIs for use in the institution, and benchmarks selected for performant
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De<cription of process for preparation of report on this standard.

Report on subsections of the standard

Special Note Evidence to support conclusions should be clearly stated and disc
This evidence should include specific Key Performance Inalisaincluding those
identified by the NCAAA and others selected by the institution for its planning
purposes. In each case the indicator should be stated and results achieved cor
with what was planned for, and future performance targets set wigopegpte.
Evidence should include internal benchmarks (comparisons across the institutig
over time) and external comparisons with other comparable institutions.

Institutional Commitment to Quality Improvement

Scope of Quality Improvement Processe

Administration of Quality Assurance Processes

Use of Indicators and Benchmarks

2.5 Independent Verification of Standards

Overall Evaluatiorof Managemenof Quality Assurance and Improvement. Refer
evidence obtained and provide a report based on that evidence and including a
summary of particular strengths, areas requiring improvement, and priorities for,
action.
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4. Learning and TeachindgOverall Rating Stars)

The institution must have an effective system for ensuring that all programs me
high standards of learning and teaching through initial approvals, monitoring of
performance, and provision of institutiomvide support service

In all programs student learning outcomes must be clearly specified, consistent
the National Qualifications Framework and (for professional prograins
requirementsfor employment or professional practice. Standards of learning mu
be assessed aneénified through appropriate processes and benchmarked againg
demanding and relevant external reference points. Teachstaff mustbe
appropriately qualified and experienced for their particular teaching
responsibilities, use teaching strategies appreypei for different kinds of learning
outcomes, and patrticipate in activities to improve their teaching effectiveness.
Teaching quality and the effectiveness of programs must be evaluated through
student assessments and graduate and employer surveys,eeitibick used as a
basis for plans for improvement.

Description of process for investigation and preparation of report on this standa

Report on subsections of the standard

Special Note Evidence to support conclusions should be clearly statddliscusseo
This evidence should include specific Key Performance Indicators, including thd
identified by the NCAAA and others selected by the institution for its planning
purposes. In each case the indicator should be stated and results aobhimepaced
with what was planned for, and future performance targets set where appropriat
Evidence should include internal benchmarks (comparisons across the institutig
over time) and external comparisons with other comparable institutions.

(In subsection 4.1 a description should be given of the institutions processes for
oversight of quality of learning and teaching. In each other subsection include &
explanatory statement describing what is done throughout the institution.. If cor
proceduresire not followed this should be indicated and an explanation given of
major variations and how the institution as a whole monitors quality of performa
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Institutional Oversight of Quality of Learning and Teaching

Student Learning Outcomes

Progam Development Processes

Program Evaluation and Review Processes

Student Assessment

Educational Assistance for Students

Quiality of Teaching

4.7 Support for Improvements in Quality of Teaching

4.8 Qualifications and ExperienoéTeaching Staff

4.9 Field Experience Activities
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4.10 Partnership Arrangements with Other Institutions (If applicable)

Overall Evaluatiorof Quality of Learning and Teaching. Refer to evidence obtain
and provide a report based on that evidence about the extent to which the
requirements of the standard of learning are met throughout the institution. The
evidence of performance should be provideds(onmarized and referred to in othe
documents) including KPIs, survey reports and other relevant sources of eviden
general conclusion should be drawn that includes a summary of particular stren
areas requiring improvement, and priorities foti@n.

5. Student Administration and Support Services (Overall Rating Stars

Administration of admissions and student record systems must be reliable and
responsive, with confidentiality of records maintained in keeping with stated
policies.St udent s6 ri ght s @dadearlydefinguands i bi |
understood, with transparent and fair procedures available for discipline and
appeals. Mechanisms for academic advice, counselling and support services m
be accessible and responsivestadent needs. Support services for studentsst
go beyond formal academic requirements and include extracurricular provisions
for religious, cultural, sporting, and other activities relevant to the needs of the
student body.

Explanatory note about stent administration arrangements and support services
including functions carried out centrally and those managed in colleges or
departments. For those managed in departments or colleges refer to any relevz:
institutionwide policies or regulations amtkscribe the processes used by the
institution to monitor how effectively local services are provided.

Description of process for preparation of report on this standard.

Report on subsections of the standard

Special Note Evidence to support conclusions should be clearly stated and disc
This evidence should include specific Key Performance Indicators, including thc
identified by the NCAAA and others selected by the institution for its planning

purposes. In eadtase the indicator should be stated and results achieved comp
with what was planned for, and future performance targets set where appropriat
Evidence should include internal benchmarks (comparisons across the institutig
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over time) and externabmparisons with other comparable institutions.

Student Admissions

Student Records

Student Management

Planning and Evaluation of Student Services

Medical and Counseling Services

Extra-Curricular Activities for Students

Overall Evaluatiorof Quality of Student Administration and Support Services. Re
to evidence obtained and provide a report based on that evidenicelindés a
summary of particular strengths, areas requiring improvement, and priorities for,
action.

6. Learning Resources (Overall Rating Stars)

Learning resources including libraries and provisions for access to electronic an
other reference material must be planned to meet the particular requirements of
i nstituti on 0 svidedraibag adaqoese leseh dibraryrand associated
facilities must be accessible at times to support independent learning, with
assistance provided in finding material required. Facilities must be provided for,
individual and group study in an envirament conducive to effective investigations
and research. The services must be evaluated and improved in response to
systematic feedback from teaching staff and students
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Explanatory note about provision of learning resources within the institution. Th
should include information about the extent to which library services are provide
centrally or within collegeslf they are provided in different locations, descriptions
should be given of any overall institutional coordination and performance monitc

Data should be provided about the extent of resource collecian8¢oks and
periodicals and website resources, and information provided about the use of th
resources by students and staff in a central location and in different locations if
are provided.

Description of process for investigation and preparation of report on this standa
library services are provided in different locations this investigation should deal
provisions throughout the institution and draw conclusaiymut overall performance
and variations between different locations)

Report on subsections of the standard

Special Note Evidence to support conclusions should be clearly stated and disc
This evidence should include specific Key Performdndecators, including those
identified by the NCAAA and others selected by the institution for its planning
purposes. In each case the indicator should be stated and results achieved cor
with what was planned for, and future performance targetsrssevappropriate.
Evidence should include internal benchmarks (comparisons across the institutig
over time) and external comparisons with other comparable institutions.

Planning and Evaluation

Organization

Support for Users

Resources and Hétes

Overall Evaluation of Learning Resource Provision. Refer to evidence and prov

Ver. 2.0 Page245 of 257
July 2011



National Commission for Academic Accreditation & Assessment

report based on that evidence that includes a summary of particular strengths, 4
requiring improvement, and priorities for action

7. Facilitiesand Equipment (Overall Rating Stars)

Facilities must be designed or adapted to meet the particular requirements for
teaching and learning in the programs offered by the institution, and offer a safe
and healthy environment for high quality edudan. Use of facilities must be
monitored and user surveys used to assist in planning for improvement. Adequ
provision must be made for classrooms and laboratories, use of computer
technology and research equipment by faculty and student and appragriat
provision made for associated services such as food services, extracurricular
activities, and where relevant, student accommodation.

Explanatory note about administration of arrangements for planning, developms
maintenance of facilities and equmipnt. This should include cross references to
other more detailed facilities planning documents.

Description of process for investigation and preparation of report on this standa

Report on subsections of the standard

Special Note Evidence to support conclusions should be clearly stated and disc
This evidence should include specific Key Performance Indicators, including thc
identified by the NCAAA and others selected by the institution for its planning
purposes. In eadtase the indicator should be stated and results achieved comp
with what was planned for, and future performance targets set where appropriat
Evidence should include internal benchmarks (comparisons across the institutig
over time) and externabmparisons with other comparable institutions.

Policy and Planning
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Quality and Adequacy of Facilities and Equipment

Management and Administration

Information Technology

Student Residences

Overall Evaluation of Provision of Facilities aeduipment. This report should refe
to evidence and relevant benchmarks, and include a summary of particular stre
areas requiring improvement, and priorities for action

8. Financial Planning and Management (Overall Rating Stars)

Financial resources must be adequate for the programs and services offered an
efficiently managed in keeping with program requirements and institutional
priorities. Effective systems must be used for budgeting and for financial
delegations and accountalitiy providing local flexibility, institutional oversight and
effective risk management.

Explanatory note describing budgeting and financial planning and funding subm
processes and arrangements for audit. The explanation should includ# a list
financialreports that are prepared. Information should be given about levels of
financial delegation within the institution with reference to other documents that
out institutional policies and regulations relating to these delegations. .

Descriptionof process for investigation and preparation of report on this standar

Ver. 2.0 Page247of 257
July 2011



National Commission for Academic Accreditation & Assessment

Report on subsections of the standard

Special Note Evidence to support conclusions should be clearly stated and disc
This evidence should include specific Key Performance Indicators, including thc
identified by the NCAAA and others selected by the institution for its planning
purposes. In eaatase the indicator should be stated and results achieved comp
with what was planned for, and future performance targets set where appropriat
Evidence should include internal benchmarks (comparisons across the institutig
over time) and externabmparisons with other comparable institutions.

Financial Planning

Financial Management

Auditing and Risk Management

Overall Evaluation of Financial Management and Planning Processes. The rep
should refer to relevant evidence and benchmanmkisinclude a summary comment
indicating particular strengths, areas requiring improvement, and priorities for a(

9. Employment Processes (Overall Rating Stars)

Teaching and other staff must have the qualifications and experience for effecti
exercise of their responsibilities and professional development strategies must |
followed toensure continuing improvement in faculty and staff expertise.

Performance ofall faculty and staff must be evaluated, with outstanding

performance recognized and support provided for improvement where required
Effective, fair, and transparent processes must be available for the resolution of
conflicts and disputes involving facty and or staff.
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Explanatory note about processes for employment and professional developme
teaching and other staff. The explanation should include a description of how
colleges and departments are involved in the selection of teaching stad€riptiten
of institutional policies on staff development and promotion, and indicators use
monitoring the quality of staff management processes throughout the institution

Description of process for preparation of report on this standard.

Report on subsections of the standard

Special Note: Evidence to support conclusions should be clearly stated and

discussed. This evidence should include specific Key Performance Indicators,
including those identified by the NCAAA and others selectethbynstitution for its
planning purposes. In each case the indicator should be stated and results ach
compared with what was planned for, and future performance targets set where
appropriate. Evidence should include internal benchmarks (compaais@ss the
institution or over time) and external comparisons with other comparable institut

Policy and Administration

Recruitment

Personal and Career Development

Discipline, Complaints and Dispute Resolution

Overall Evaluation ofnstitutional Employment Processes. The report should refe
relevant evidence and benchmarks and include a summary comment indicating
particular strengths, areas requiring improvement, and priorities for action.
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10. Research (Overall Rating Stars)

All staff teaching higher education programs must be involved in sufficient
appropriate scholarly activities to ensure they remain up to date with developme
in their field, and those developments should be reflected in their teachingff St
teaching in post graduate programs or supervising higher degree research stud
must be actively involved in research in their field. Adequate facilities and
equipment must be available to support the research activities of teaching staff
post gaduate students to meet these requirements. In universities and other
institutions with research responsibility, teaching staff must be encouraged to
pursue research interests and to publish the results of that research. Their
research contributions musbe recognized and reflected in evaluation and
promotion criteria. The research output of the institution must be monitored ang
benchmarked against that of other similar institutions. Clear and equitable polid
must be established for ownership andnemercialization of intellectual property.

Explanatory note describing the nature and extent of research involvement of th
institution and of teaching staff within it. The explanation should include a brief
description of organizational arrangementsdeveloping and monitoring research
activity across the institution including any research centers and activities to

encourage research by individual staff members. Indicators used for monitoring
research performance should be listed.

Description of proess for preparation of report on this standard.

Report on subsections of the standard

Special Note Evidence to support conclusions should be clearly stated and disc
This evidence should include specific Key Performance Indicators, incltithag
identified by the NCAAA and others selected by the institution for its planning
purposes. In each case the indicator should be stated and results achieved cor
with what was planned for, and future performance targets set where appropriat
Evidence should include internal benchmarks (comparisons across the institutig
over time) and external comparisons with other comparable institutions.

Institutional Research Policies
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Faculty and Student Involvement in Research

Commercialization oResearch

10.4 Facilities and Equipment

Overall Evaluation of Research Performance. For a university the report shoul
include statistical data on the extent and quality of research activity including
competitive grants, publications aailations and other relevant information
benchmarked against appropriate institutional benchmarks. For a college this
information can be included but the report must include data on professional or
scholarly activities that ensure teaching staff are wgate with developments in the
teaching field. The report should include summary comment indicating particulz
strengths, areas requiring improvement, and priorities for action.

11. Institutional Relationships with the Community (Overall Ratin Stars)

Contributing to the community must be recognized as an important institutional
responsibility. Facilities and services are made available to assist with commur|
developments, teaching arather staffmust be encouraged to be involved in the
community and information about the institution and its activities made known.
Community perceptions of the institution must be monitored and appropriate
strategies adopted to improve understanding and enhanceefisitation.

Explanatory note about institutional policies for community service activities ang
media or other contacts to develop community understanding and support. The
explanation should include information about how contributions to the commuai
recognized within the institution.

Description of process for preparation of report on this standard.
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Report on subsections of the standard

Special Note Evidenceto support conclusions should be clearly stated and discu
This evidence shodlinclude specific Key Performance Indicators, including thos
identified by the NCAAA and others selected by the institution for its planning

purposes. In each case the indicator should be stated and results achieved cor
with what was planned forpd future performance targets set where appropriate.
Evidence should include internal benchmarks (comparisons across the institutig
over time) and external comparisons with other comparable institutions.

Institutional Policies on Community Relatidngs

Interactions with the Community

11.3 Institutional Reputation

Overall Evaluatiorof InstitutionalRelationships with the Community. The report
should include relevant statistical and survey data and indicate particular streng
areagequiring improvement, and priorities for action
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| Independent Evaluations

Describe the process used to obtain independent comment on the self study.
Processes may include a review of documentation by experienced and indepen
persons familiar with similar institutions and who could comment on relative
standards, consultancg\ace or a report by a review panel, or even the results of
accreditation review by an independent agency. An independent evaluation ma
conducted in relation to the total settidy, or involve a number of separate
comments by different people offfdrent issues.

Summary of matters raised by independent evaluator(s)

Comment on matters raised by independent evaluator(s) (Agree, disagree, furt
consideration required, action proposed, etc.)
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J Conclusions

1. List and briefly describe institutional activities that are particularly successful
that demonstrate high quality.

2. List and briefly describe institutional activities that are less than satisfactory &
that need to be improved.

K Action Recommendations

These should be based on the matters identified earlier in the report for further
improvements or to overcome problems or weaknesses identified indicate specific
actions proposed to deal with the most imporgaidrities for action identified in those
sections. Matters of greatest urgency or highest priority should be identified. For each
action proposed recommendations should be made on who should be responsible for the
action, timelines specified, and anycessary resources required.
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Action Recommendati on 1

[N

Person (s) responsible

Time

lines (For total initiative and for major stages of development)

Resources Required

Act

i on Recommendation 2¢é.

Person(s) responsible

Time

lines

Reso

urces Required

Act

i on Recommendati on 3é.

Person(s) responsible

Timelines

Reso

urces Required
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Action Recommendation 46¢é.

Person(s) responsible

Timelines

Resources Required

Continue for further actiorecommendations

The Institutional Self Study Report should be on A4 paper, unbound, printed on one side,
page numbered, and with a table of contents for easy reference.

Attachments

Membership and terms of reference for-salnmittees and workingapties
Reference list of key reports and other documents cited in the report
Glossary of acronyms and abbreviations used in the report

Copy of report(s) by independent evaluator(s)

In addition to the selétudy report the following documents shouldpbevided:

Selfi evaluation Scales for Higher Education Institutions. The completed scales should
include star ratings, independent comments and indications of priorities for improvement
as requested in the document, and should be accompanied by a idesofitite

processes used in investigating and making evaluations.

A copy of the institution's strategic plan

A copy of the institution's strategic plan for quality improvement (which may be included
within the broader institutional strategic plan)

Currentstudent catalogue, prospectus, bulletim@ndbook includinglescriptions of the
curriculum, admissions requirements, degree completion requirements, and related
information
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The following documents should be available for the review panel duringsihe
Members of the panel may ask for some of it to be sent to them in advance.

Faculty handbook or similar document with information about staffing policies,

professional development policies and procedures and related information

Administrative andihancial policies manual or similar document including the
institutionds byl aws and regul ations, roles
academic officers and major committees, and an explanation of the institutions

governance and administrativielsture.

Quiality assurance manual or description of procedures including information about the
institutions system of assessing programs an
center and systems for gathering and analyzing data on qughiéyfofmance and

planning for improvement.

Current data on faculty and other teaching staff including tables with numbers by

academic rank, by highest qualification, teaching staff/student ratios for each department

and college, and for the institution as/ole For a university (optional for a college)

information should be provided on research output for each department, college and for

the institution as a whole. Current teaching staff CVs should be on file and available for

the review panel if requicke
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