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This section of the Quality Assurance Manual [QAM] provides background 

information about the College, including its history, goals, and core beliefs. This 

information provides the context for which its quality systems have been 

designed. 

 

1.1 A brief history of the College 

 

The college started in 1993 as Nizwa Technical and Industrial College. The 

college started with 102 students on its first academic year. The number of 

academic staff was 22 and 12 administrative staff. The academic program for two 

years was taught in Arabic.  

 

In 1995, the college produced 88 graduates as its first batch of graduates to finish 

their respective degrees. And in the same year the college started to apply a three-

year program called General National Vocational Qualification (GNVQ). The 

language of instruction was in English and one year was added as a foundation 

year.  

 

In 1999, the General National Vocational Qualification (GNVQ) program was 

replaced by an Omani National Diploma Program (OND). The language of 

instruction was in English with one year foundation program. The OND was 

offered for two years in specialization and one year foundation for English 

language, Computer and Mathematics, 

 

In 2003, the Omani National Diploma Program (OND) was replaced with a new 

credit hour program. The program is implemented and regulated by a college 

Bylaws issued in 2004 by a Ministerial Decision (72/2004), (refer to chapter 4) of 

this book. Provisions were made in this program; in the foundation year, the 

student has to pass an in-house TOEFL in order to join a specialization and the 

student has to pass enhancement and on-the job training before graduation. 

 

In 2004, specializations were offered in Engineering, Information Technology, 

and Business Studies. Specializations are based on the existing demand from the 

private and public sectors.  

 

As of May 2007, the College has a total number of 2,338 students; 143 academic 

staff, 5% is Omanis and 95% are expatriates; and 57 administrative staff in which 

96% are Omanis and 4 % are expatriates 
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1.2 College vision 
 

Nizwa College of Technology intends to become the ñCollege of Choiceò for 

students and for the industry by providing demonstratively high quality teaching, 

learning, and research that make significant contribution to ongoing national 

economic development. 

 

1.3 College mission statement 
 

Our mission is to achieve and sustain a strong reputation for excellence in 

teaching and learning.  The College is dedicated to the delivery of high quality 

technological education. It aims to produce graduates who have the professional 

and personal skills to enter employment with confidence, contributing effectively 

to the Sultanateôs ongoing economic development. 

 

1.4 College values 
 

In pursuing its mission, the Collegeôs Core values are: 

 

¶ Professionalism ï personal commitment to contribute through hard work to 

the delivery of high quality student centered technological education. 

 

¶ Integrity ï honesty, fairness and openness to constructive criticism. 

 

¶ Accountability ï recognition of the staff about their collective responsibility 

towards Omani Society. 

 

¶ Flexibility ï willingness to learn, to develop new skills, and to take on new 

responsibilities. 

 

¶ Creativity ï full recognition of the value innovation in all areas of the College 

work. 

 

¶ Tolerance and Teamwork ï readiness to work effectively with others, 

regardless of background, and to recognize and welcome cultural diversity. 

 

¶ Communication ï commitment to the effective exchange of information 

(inside and outside the College) to foster goodwill and to support efficiency. 

 

1.5 Strategic planning 

 

1.5.1 The College operates within the parameters of a Strategic Plan 

approved by the Ministry. 
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1.5.2 The Strategic Plan sets out in detail the Collegeôs goals and 

objectives, and provides clear guidance to the College in the short- 

and medium-term. 

 

1.5.3 Performance indicators and other evidence provide senior College 

staff, the Ministry and all other stakeholders with the means to 

measure College performance. 

 

1.5.4 The College is committed to improving quality continuously (year-

on-year) across the whole range of its activities. Departments are 

required to produce action plans (ówork plansô) derived from the 

Strategic Plan. 

 

1.5.5 College planning and operation always takes place within the 

context of full compliance with the latest edition of the document 

Bylaws of the Colleges of Technology. 

 

1.6 The meaning of óqualityô 
 

       1.6.1 High quality organisations do things well. A high quality educational 

institution must  

 

¶ have clear statements of mission, goals and objectives, and be able to 

communicate these to the staff; 

¶ provide excellent teaching and learning support to students; 

¶ establish a strong local and regional reputation among the general 

public and engage actively with the community; 

¶ ensure the welfare of all staff, reward hard work and creative thinking, 

and offer opportunities for professional development and promotion; 

¶ support academic staff who engage in consultancy or other forms of 

scholarly activity; 

¶ manage all resources efficiently and deploy them effectively; 

¶ operate with a high level of integrity, honesty and commitment to the 

well-being of all stakeholders; 

¶ formulate general policies and specific procedures to support the high 

quality operation of all its activities; 

¶ operate an annual cycle of self-review and action planning to foster 

continuous improvement of its performance; 

¶ be open to external advice and ideas and keep itself informed of new 

trends and developments in education. 

 

1.6.2 A high quality College must also ensure that the standards of student 

achievement associated with particular awards (such as certificate, 

diploma, higher diploma or BTech) are in line with standards of student 

achievement in other reputable institutions, nationally and internationally. 
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1.6.3 Overall, quality is about fitness for purpose. The College will strive to 

ensure that all its services and activities are fit for the purposes that they 

serve. 
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2.1 The Collegeôs quality philosophy 
 

 2.1.1 Quality is a vital part of Nizwa College of Technologyôs mission. 

 

 2.1.2 Effective planning and careful implementation of plans are of course,  

 essential to the creation of a high quality institution, as processes of 

monitoring and review. However, equally important is the commitment of 

each member of staff to understand the Collegeôs purpose and future 

ambitions, to see his or her role in relation to institutional goals, and to do 

his or her job well and with enthusiasm. 

 

 2.1.3  Quality must be the responsibility of everyone who works in the College. 

 

2.1.4  Specifically, quality is of great importance to the College because 

 

¶ there is a need to show that government money is being spent wisely 

and that high quality outcomes are being achieved; 

¶ the Collegeôs reputation and the professional satisfaction of its staff 
both derive from knowing, and being able to demonstrate, that students 

are learning effectively and achieving high levels of performance in all 

programmes; 

¶ the College exists in order to provide the nation with a skilled 

workforce. 

 

2.1.5 The College is guided by Ministerial decree No 14 / 2006 which 

emphasises: 

 

¶ full compliance with the Bylaws of the Colleges of Technology; 

¶ College-level planning consistent with the overall Strategic Plan (see     

1.5.1 and 1.5.2 above); 

¶ constant monitoring of College departments to assess progress in 

implementing action plans (ówork plansô); 

¶ careful monitoring of course and programme delivery across the 

curriculum, including On-Job Training; 

¶ data collection on College graduates to ascertain the effectiveness of 

the education and training they have received; 

¶ rigorous self-assessment across all Colleges, taking into account 

mission, goals and objectives. 

 

2.1.6 The Collegeôs stakeholders include, but are not limited to, students, staff, 

the Ministry, private and public sector employers, parents of students, and 

the wider community as a whole. The College will at all times seek formal 

feedback from these stakeholders and see to it that College activities and 

services meet their needs. 
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2.2 The scope and purpose of the Quality Assurance Manual (QAM) 
 

2.2.1 This manual sets out in detail the Collegeôs quality assurance philosophy 

and how this translates into day to day practice. The College: 

 

¶ values excellence in the day to day work of the College in all areas of 

activity; 

¶ places emphasis on monitoring the quality of service provided to 

students and prospective students; 

¶ recognizes the importance of self-evaluation, action planning and 

constant improvement; 

¶ recognizes that benchmarking with other institutions is an important 

tool in the monitoring and improvement of educational quality. 

 

2.2.2 The QAM will be updated every two years through changes or additions 

approved in the minutes of the College Quality Assurance Committee. 

Over time the procedures contained in this manual will be improved, 

expanded and fine-tuned so that they fully meet the needs of the College 

and all its stakeholders. 

 

2.3  The Collegeôs annual quality cycle  
 

2.3.1 The Collegeôs quality enhancement strategy is driven by an annual quality 

cycle in which all areas of activity are reviewed and are subject to a 

process of action planning and plan implementation. This is illustrated in 

Figure 2. 

 

2.3.2 The College bases its quality cycle on the ADRI (Approach-Deployment-

Results-Improvement) Model (see Figure 1), advocated by the Australian 

Universities Quality Agency (AUQA) and the Oman Accreditation Board. 

The College has chosen to base its cycle on ADRI for two reasons. Firstly, 

it reflects the philosophy of planning, implementation, review and 

improvement which already exists in the College. Secondly, in adopting 

an ADRI-based quality cycle, the College positions itself in relation to 

quality assurance and enhancement developments in the Sultanate as a 

whole. 

 

2.3.3 The Collegeôs óapproachô is set out in its Strategic Plan, and annual 

College Action Plans show how this will be put into practice. College 

Action Plans are drawn up by the Dean and Assistant Deans annually 

every June and July. 

 

2.3.4 In the second phase (óDeploymentô) College Action Plans are 

implemented at Department level. This phase begins in September of each 

year as the new academic year gets under way. 
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2.3.5 During the óResultsô phase (January to March) the College evaluates the 

effectiveness of deployment. Through Departmental meetings, student 

feedback, and feedback from other stakeholders it examines critically 

whether the College Action Plan has been properly implemented, to what 

extent recent changes in practice have been beneficial, and  what further 

improvements need to be made. The Quality Assurance Committee 

monitors the process of evaluation. 

 

2.3.6 The óImprovementô phase takes place during April and May.  Drawing on 

the results of evaluation, each Head of Department produces a 

standardized annual report for the Dean (see Appendix One).  These 

reports outline the major events affecting each Departmentôs work during 

the year under review, and conclude with recommendations for 

improvement. 

 

2.3.7 The annual reports of the departments ï and particularly their 

recommendations for improvement ï form the basis of a new College 

Action Plan drawn up by the Dean and Assistant Deans, and a new cycle 

begins. 
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Figure 1: The Collegeôs Quality Cycle 
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2.5 Management responsibilities 

 

 The responsibilities of the following post-holders are set out in the Bylaws of the 

Colleges of Technology, from article 9 (page 17) onwards. 

 

¶ Dean (Article 9) 

¶ Assistant Dean for Academic Affairs (Article 11) 

¶ Assistant Dean for Student Affairs (Article 12) 

¶ Assistant Dean for Administration and Financial Affairs (Article 13) 

¶ Head of the Educational Technology Centre (Article 18) 

¶ Head of the English Language Centre (Article 20) 

¶ Heads of Academic Departments (Article 22) 

¶ Head of Admissions and Registration (Article 26A) 

¶ Head of On-Job Training (Article 26B) 

¶ Head of Guidance, Counselling and Graduate Follow-Up (Article 26C) 

¶ Head of Housing and Student Activities (Article 26D) 

¶ Head of Administrative Affairs (Article 27A) 

¶ Head of Financial Affairs (Article 27B) 

¶ Head of Human Resources (Article 27C) 

¶ Head of Educational Services (Article 19A) 

¶ Head of Computer Services (Article 19B) 

¶ Head Librarian (Article 19C) 

 

Heads of Department will at all times strive to ensure: 

 

¶ Good communication between themselves and their staff 

¶ Good communication between themselves and the Dean and Assistant Deans 

¶ Comprehensive and up to date departmental policies and procedures 

¶ Departmental planning and operation consistent with the College Strategic 

Plan 

 

2.6 College Council 

 

2.6.1 Membership 

 

   Membership of the College Council is set out in the Bylaws, Article 14.  

 

2.6.2 Responsibilities 

 

The main responsibilities of the College Council are set out in the Bylaws, 

Article 16. 
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2.6.3 Regulations 

 

The regulations which apply to the College Council are to be found in the 

Bylaws at Article 15. 

 

2.7 College Committees 

 

¶ The College Council has the authority to recommend the formation of new 

College committees and to stipulate their membership, chairmanship and 

responsibilities. 

 

¶ These committees will normally be sub-committees of the College Council 

and will submit their minutes to the Council. 

 

¶ When no action is required on the basis of these minutes, the College Council 

may simply note the receipt of the minutes without further comment. 

 

¶ When a sub-committee makes recommendations to the College Council, the 

Chair of the sub-committee must draw the Deanôs attention to these 

recommendations before the Council meeting, and the recommendations must 

be discussed at the Council. They can then be rejected, approved, or approved 

with specified amendments. 

 

¶ For staff-student programme committees see 4.10 below. All committees 

listed in the current section (2.7) are at College level 

 

2.7.1 Quality Assurance Committee 

 

The membership of the Quality Assurance Committee will be as stipulated 

in Ministerial Decree No 14/2006. 

 

  Dean (Chair) 

  Assistant Dean for Academic Affairs 

Assistant Dean for Administration & Finance 

Assistant Dean for Student Affairs  

 

The duties and operation of the QAC, including those of its Executive 

Committee, are set out in the same Decree. 

 

2.7.2 Student Discipline Committee 

 

For membership and duties of the Student Discipline Committee see 

Articles 76 to 91 of the Bylaws. 
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2.7.3 Examinations Committee 

 

An Examinations Committee will be convened according to Article 68 of 

the Bylaws. 

 

2.7.4 Health & Safety Committee 

The Health and Safety Committee will have the following membership: 

 

  Assistant Dean for Administration & Financial Affairs (Chair) 

  Head of Housing & Student Activities 

  Head of Human Resources 

Head of Computer Services 

One representative of academic staff 

One student representative 

 

The Health & Safety Committee will be responsible for the following matters: 

¶ to ensure that the procedures in the Quality Sub-Manual  (laboratories 

and workshops ) are understood and followed by all 

¶ to advise the Dean on questions of health and safety policy 

¶ to ensure that reasonable steps are being taken to promote the safety of 

staff, students and other persons on College premises 

¶ to review implementation of the College's safety policy, especially in 

workshops and laboratories 

¶ to produce an annual report (for College Council) on health and safety 

in the College, including recommendations for change 

¶ to promote health and safety consciousness among staff and students 

¶ to organize regular first aid training sessions in the College 

¶ to maintain, and discuss at each meeting, a complete record of 

accidents in the College 

¶ to maintain contact with national and regional organizations concerned 

with health and safety 

See also 3.6.2 below. 

2.7.5 Research & Consultancy Committee 

 

The Research and Consultancy Committee will be chaired by the Dean. Its 

membership will be chosen by the Dean in such a way as to reflect the 

range of academic specialisations in the College. 

 

All members will have voting rights. In the event of a tied vote the Chair 

will have the casting vote. The meeting will be quorate when at least half 

the members are present. 
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The main responsibilities of the Research and Consultancy Committee 

will be as follows: 

 

¶ Formulating and periodically reviewing the College research and 

consultancy policy and procedures (to form part of the Quality 

Assurance Manual) 

¶ Actively seeking consultancy opportunities for College staff. 

¶ Overseeing groups of staff with specific research interests 

¶ Supporting scholarly activity by staff, whether this be action research, 

academic research, or consultancy 

¶ Organising College events involving outside speakers on academic 

topics. 

¶ Producing an annual report on scholarly activity 

¶ Overseeing the production of College publications, including 

collections of working papers 

 

The Research & Consultancy Committee will meet regularly, and at least 

twice per semester.  
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Section Three - Management and 

Operation of the College 

 
3.1 Management of the College: Overview 

 3.1.1  Ethical requirements for senior staff in the College 

3.1.2  Role of the College 

3.1.3  Role and responsibilities of the Ministry of   

          Manpower 

3.1.4  Role of the Ministryôs Quality Assurance   

          Department [QAD] 

3.2 Financial management of the College 

 3.2.1 Budget setting 

 3.2.2  Budget control 

3.3 Policy and procedures for maintenance and repair of 

equipment and facilities 

3.4 Policy and procedures for specialist laboratories and  

          workshops 

3.5 Policy on ancillary services of the College 

3.6 Health and safety policy 

3.7 Health and safety procedures 

3.8 Policy on community engagement 

3.9 Policy on media relations 

3.10 Policy on inter-institutional relations 
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3.1 Management of the College: Overview 

 

3.1.1 Ethical requirements for senior staff in the College 

 

The College requires and expects the highest ethical standards from its 

entire senior staff, and especially from the Dean and Assistant Deans. The 

mission of Nizwa College of Technology relates strongly to the future of 

the country and to nurture the youth of the Sultanate. This is an important 

task and it must be carried out in the most efficient and committed way. 

 

In short, senior College staffs are expected to provide an example to 

students and staff of the high ethical standards and to work diligently and 

productively at all times.  

 

3.1.2 Role of the College 

 

Nizwa College of Technology with the representation of the Dean wil l 

take responsibility for the quality of College performance, including the 

quality of the student experience, and the maintenance of appropriate 

standards for academic awards (such as Certificate, Diploma, Higher 

Diploma and Degree). The Dean will also take responsibility for the 

proper operation of a College Council, meeting regularly, with a full 

agenda, and with attendees from the private sector. 

 

Heads of Departments will be responsible for ensuring that planning and 

operation at departmental level are consistent with the Collegeôs Strategic 

Plan and the annual College Action Plan. 

 

3.1.3 Role and responsibilities of the Ministry of Manpower 

 

The Ministry of Manpower oversees the operation of Nizwa College of 

Technology and it is the final arbiter on any matters relating to them. 

 

The Ministry, through the Directorate of Technological Education, has a 

right and a responsibility to ask for any information, at any time, that it 

considers is necessary to establish that a College or Colleges are working 

well. 

 

The Ministry also has a responsibility to respond promptly to any 

reasonable requests received from Colleges. This includes requests for 

additional staff or resources, once these have been officially approved. 

 

The Ministry and the Colleges will jointly ensure that channels of 

communication between them operate efficiently at all times. 
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3.1.4 Role of the Ministryôs Quality Assurance Department (QAD) 

 

The Ministry, through its QAD, will provide support and advice wherever 

necessary on matters relating to academic quality and the overall quality 

of College services.  

 

  The QAD will:  

 

¶ work closely with the Colleges to develop internal quality systems, 

through self-evaluation and other strategies; 

¶ conduct workshops in the Colleges, according to the need; 

¶ monitor the Collegesô performance and compliance with the QAM, 
Bylaws and other Ministry directives; 

¶ assess progress of the College in implementing the Strategic Plan; 

¶ conduct quality audits at regular intervals in all Colleges; 

¶ produce reports for each College identifying strengths and making 

recommendations for change in areas of relative weakness. 
 

3.2 Financial Management of the College 

 

3.2.1 Budget setting 

 

  The Ministry is responsible for controlling expenditure at all Colleges. 

 

Once the College budget has been allocated, the Dean, Assistant Deans, 

and the Head of Financial Affairs will meet to decide how the overall 

amount will be allocated to specific budget heads. 

 

Budget setting will at all times be carried out in the light of the Collegeôs 

mission, goals and responsibility to wider Omani society. 

 

The budget will go to College Council for formal approval once agreed by 

the officers mentioned above. 

 

3.2.2 Budget control 

 

The College will control its monetary resources according to procedures 

set out below. 

 

3.3 Policy and procedures for maintenance and repair of equipment and 

facilities 

 

3.3.1 Efficient procedures for the maintenance repair and upgrading of College 

equipment and facilities are essential to the Collegeôs smooth operation. 
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3.3.2 The Assistant Dean for Administration and Financial Affairs will report to 

the Dean on this aspect of College performance. 

  

3.3.3 Details of all hi-tech equipment, machinery and guarantees/warranties in 

the College will be kept on file according to detailed guidance given in the 

Quality Sub-Manual for Laboratories and Workshops. This will include: 

 

¶ Operating manual 

¶ Manufacturer and model 

¶ Serial number 

¶ Price when purchased 

¶ Date of purchase 

¶ Contact details for servicing 

¶ Servicing contract 

¶ Location in the College 

¶ Staff member responsible for day to day checking 

 

3.3.4 The Head of Administrative Affairs (and his staff) will be responsible for 

ensuring that all hi-tech equipment and machinery is serviced on or before 

the due date. 

 

3.3.5 When a piece of equipment, or fixtures, fittings or buildings, require 

repair, this will be reported in writing to the Head of Administrative 

Affairs. 

 

3.4 Policy and procedures for specialist laboratories and workshops 

 

These matters are covered in detail in the Quality Sub-Manual for Laboratories 

and Workshops. Please refer to the comprehensive set of standard operating 

procedures to be found there, whose overall purpose is to ensure safety, efficiency 

and uniformity of operation in relation to laboratories, workshops and hi-tech 

equipment. 

 

3.5 Policy on ancillary services of the College 

 

3.5.1 The term óancillary servicesô ( see Glossary) is used here to mean all non-

core services (such as restaurants, shops, clinics, and College security) that 

support the main activities of teaching and learning but do not contribute 

directly to them. 

 

3.5.2 The range and nature of ancillary services, together with contractual 

arrangements, vary from College to College. 

 

3.5.3 The College undertakes to: 

 

¶ Ensure that all ancillary services are delivered efficiently; 
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¶ Seek cost-effective solutions wherever possible. 

¶ Maintain good record-keeping in relation to ancillary services so that 

arrangements can always be investigated whenever this needed; 

¶ Produce standard operating procedures (SOPs) for all technical 

equipment used in providing ancillary services. 

 

3.5.4 It is the responsibility of the Assistant Dean for Financial and 

Administrative Affairs (reporting to the Dean) to ensure that ancillary 

services are provided appropriately. 

 

3.6 Health and safety policy  

 

3.6.1 General remarks 

 

It is the policy of the College to ensure the health, safety and welfare of its 

staff-members as far as this is reasonably possible. The College also 

accepts its responsibility for visitors to its premises and other sites under 

its control, and to all those who may be affected by its work activities.  

The College will take all necessary steps to ensure that its legal duties 

(relating to health and safety legislation) are met at all times.  

3.6.2  Role of the Health & Safety Committee 

The Health & Safety Committee (see also 2.7.4 above) is responsible for 

the following: 

¶ Provision and maintenance of facilities, equipment, systems and 

working conditions which are safe and without risk to the health of 

students, staff-members, visitors, contractors and the general public  

¶ Maintenance of the College in a safe condition and without risks to 

health, and provision and maintenance of safe means of access and 

egress  

¶ Ensuring that arrangements are in place for the safe transport, 

handling, storage and disposal of articles and substances that may be 

hazardous to health  

¶ Providing information, instruction, training and supervision to all staff-

members to enable them to carry out their work activities in a safe 

manner  

¶ Ensuring that students and staff-members are able to raise health and 

safety issues to management and have them resolved effectively.  
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3.6.3 Responsibility of staff 

In addition to the above, all members of staff have a duty to take 

reasonable care of their own health and safety and of the health and safety 

of others who may be affected by their working activities. They are also 

required to follow all relevant procedures, codes of practice and guidelines 

and report to management any matter likely to present a danger to health 

and safety.  See also Bylaws, Article 25 (E). 

Each new member of staff will be acquainted with this policy statement 

during induction (see 8.4 below) and will be informed of the Council's 

organisation and arrangements for health and safety management.  

The successful implementation of this policy requires the co-operation and 

commitment of everyone within the College.  

3.6.4 Updating the health and safety policy 

This policy will be regularly monitored to ensure that its objectives are 

being met and will be reviewed and revised, if necessary, in the light of 

legislative or organisational changes 

 

3.7  Health and safety procedures 

 

The Collegeôs health and safety procedures are set out in the Quality Sub-Manual 

for Laboratories and Workshops. They cover, among other matters: 

 

¶ Health education 

¶ First aid in the College 

¶ Medical emergencies 

¶ Safety procedures ï general 

¶ Safety procedures ï laboratories and workshops 

 

3.8 Policy on community engagement 

 

3.8.1 The College recognises the important of maintaining close relations with 

the local and regional community. Community engagement means, among 

other things, that 

 

¶ Locally and regionally people feel they know and trust the College 

¶ The College is able to enhance its profile and reputation 

¶ The College becomes a community centre for other activities (sports, 

debates, cultural and religious events) besides teaching and learning 
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3.8.2 The College will conduct community engagement activities through a 

variety of means including: 

 

¶ Involvement of the wider community in its graduation ceremonies 

¶ School visits by staff and students 

¶ Visits by school staff and students to the College 

¶ College events such as public lectures to which outside guests are 

invited 

¶ Use of College facilities by outside groups 

 

3.8.3 The College has established a working group of staff to look at community 

engagement and how it can best be carried out. The recommendations of 

this working group will be considered by the Dean and, where appropriate, 

incorporated in the QAM. 

 

3.9 Policy on media relations 

 

3.9.1 The College understands the importance to its status and profile of 

managing its appearance in the print and broadcast media. 

 

3.9.2 Whenever a noteworthy event occurs in the College or a member of staff 

or of the student body performs a newsworthy act, this will be released to 

the media through a well-drafted press release, approved by the Dean. 

   

3.9.3 Strong contacts will be maintained with both print and broadcast media 

(Arabic and English language) and selected journalists or radio/TV crews 

will be invited to the College whenever the Dean decides that there is 

something for the College to draw to the attention of the wider public. 

 

3.9.4 Within the Administrative and Financial Affairs section a small ómedia 

relations unitô will be set up to manage this area of College activity. 

 

3.10 Policy on inter-institutional relations 

 

3.10.1 The College recognises that it does not exist in isolation and that it is to its 

benefit as an institution to foster and maintain links and contacts with 

other educational institutions in Oman, across the Gulf region, and 

internationally. 

 

3.10.2 The potential benefits from such links and contacts are: 

 

¶ Gaining information about the practices of other schools, colleges and 

universities and, where appropriate, adapting this to the Collegeôs 

needs 

¶ Inviting outside speakers to the College 
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¶ Building up inter-institutional links leading to sporting and cultural co-

operation 

¶ Signing of Memoranda of Understanding (MoUs) to formalise co-

operation on specific issues such as exchange of staff, exchange of 

students, and co-institutional forums on teaching and learning, or 

research 

 

3.10.3 The College will continue to seek formal and informal links with 

appropriate institutions in the coming years. 

 

3.10.4 In the medium term, the College will reach agreement with a range of 

institutions on the exchange of data relevant to its performance indicators 

(such as data on students, staff and learning resources). This will be used 

for benchmarking purposes as an aid to ongoing improvement. 

 

3.11 Policy on relations with the private sector and governmental organisations 

 

3.11.1 As an institution aiming to provide its students with skills which will be 

relevant to employment, the College places great value on its links with 

the private sector and with all forms of governmental organisations. 

 

3.11.2 In order to maintain and improve contacts with the private and public 

sector and government bodies such as Ministries, the College will: 

 

¶ actively seek to build up personal and professional contacts in private 

and public sector organisations; 

¶ keep accurate records of official meetings with such organisations; 

¶ invite individuals from such organisations to visit the College; 

¶ maintain private sector representation on the College Board. 

 

3.11.3 The College will devise detailed procedures for putting these policies into 

practice and will designate an individual or a small unit to take 

responsibility for promoting relations with the private sector and public 

organisations, and for keeping a database of contacts and all other related 

records in good order. 
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Section Four - Teaching & Learning 

 

 

4.1 Teaching and learning strategy 

 4.1.1  The basis of the strategy 

 4.1.2  Skills needed by graduates 

 4.1.3  Cognitive skills 

 4.1.4  Interpersonal skills 

 4.1.5  IT skills  

 4.1.6  General and subject-specific skills 

 4.1.7 Class-based and independent learning 

4.2 Course Delivery 

4.2.1  Lectures 

4.2.2  Seminars 

4.2.3  Tutorials 

4.2.4  Practical work 

4.2.5  Independent learning 

4.3 The quality of teaching 

4.4 Learning resources strategy 

4.5 Policy and procedures for On-Job Training (OJT) 

4.6 The structure of academic programmes 

4.7 Approval of courses and programmes 

  4.7.1 Programme approval  

 4.7.2 Course approval 

4.8 Monitoring of courses and programmes 

4.9 Review of courses and programmes 

4.10 Staff-Student Programme Committees 
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4.1 Teaching and learning strategy 

 

4.1.1  The basis of the strategy 

 

The Collegeôs teaching and learning strategy is based on an assessment of 

work skills and competences needed in the modern world and an 

awareness of recent research on the effectiveness of teaching and learning.  

The College recognizes that learning arises in many ways, and that each 

individual student has his/her own learning style. There is therefore a 

strong rationale for well-balanced programme delivery methods, allowing 

all students a variety of settings in which to learn. The College aims to 

achieve a ratio of 60-70% practical work versus 30-40% theoretical work 

in the delivery of its teaching and learning strategy, as this balance best 

serves the needs of employers and the students themselves. 

 

4.1.2  Skills needed by graduates 

 

The College believes that its graduates will be best suited to the demands 

of the modern world if they are able to develop cognitive, interpersonal 

and information technology skills to international standards. 

  

4.1.3  Cognitive skills 

 

The College seeks to develop in its students cognitive skills such as the 

ability to evaluate and analyse. In addition, students must be assisted in 

developing the ability to identify what is important or relevant to a given 

problem in large amounts of statistical data and/or text; to think critically; 

to evaluate; and to find solutions to both practical and theoretical 

problems. 

 

4.1.4  Interpersonal skills 

 

The Collegeôs prioritises the following interpersonal skills: the ability to 

communicate effectively in both spoken and written Arabic and English; 

the ability to function as a team-member or as a team-leader; and the 

ability to work harmoniously alongside people of all backgrounds. 

 

4.1.5  IT skills 

 

Information technology skills are paramount in the modern age. Graduates 

need to possess full confidence and capability in using a wide range of 

software packages effectively. 

 

 

 

 



Nizwa College of Technology                                                    Quality Assurance Manual 

 26 

4.1.6  General and subject-specific skills 

 

These three areas of skills acquisition (cognitive, interpersonal and IT) are 

supported through the varied suite of teaching and learning methods 

adopted by the College. These skills will be acquired by students 

alongside, and in conjunction with, the skills specific to their chosen 

discipline. 

 

4.1.7 Class-based and independent learning 

 

The Collegeôs curriculum is delivered through a carefully calibrated mix 

of lectures, seminars, tutorials and practical work, including On-Job 

Training (OJT). Students are also actively encouraged to work on their 

own, building the foundations of the independent learning that will be 

essential in later life. Lecturers reflect on their performance and are 

committed to excellence in teaching, taking into account the particular 

needs of College students. 
 

4.2 Course delivery 

 

4.2.1 Lectures  

 

Lectures are defined as tutor-led sessions in which students are expected 

to listen and take notes. Lectures will always be supported by well-written 

and well-designed handouts from tutors. 

 

The College recognises the challenge to students of learning through the 

medium of a second language (English). It therefore trains its tutors 

(through induction and mentoring) to explain complex subjects carefully 

and incrementally. There are also plenty of opportunities for students to 

ask for further explanation or repetition of anything that has not been fully 

understood. 

 

Lectures are not simply the óstand and deliverô experience that might have 

been seen in the past at traditional universities and colleges. Instead they 

incorporate small ótasksô for students to attempt at various points in the 

lecture. These tasks serve several functions: first, they break up a long 

lecture and help to maintain the studentsô concentration and interest; 

second, they help the tutor to see to what extent the students have 

understood what has been said; and third they offer an opportunity for 

enjoyment, personal contact and interaction between the tutor and the 

students. 
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4.2.2 Seminars 

 

The College uses the term óseminarô to mean a gathering smaller than a 

lecture, in which students have a greater opportunity to ask questions and 

discuss with the tutor. 

 

Seminars can also offer an opportunity for students to work in pairs or 

small groups, or for student presentations to be made to both the tutor and 

classmates. 

 

Seminars allow students to test their understanding of what has been 

covered in lectures. They have the opportunity to check their 

understanding both with a tutor and with fellow students. 

 

4.2.3 Tutorials 

 

Tutorials are formally timetabled (or on demand) sessions in which a 

course tutor meets with a student or a small group of students in order to 

discuss or explain something.  

 

Tutorials are particularly helpful when either a topic recently dealt with 

has not been fully understood by students, or when an assignment has 

been set or returned to students. 

 

Tutorials provide a more intimate forum in which quieter students may 

feel more comfortable, and more able to raise questions that in the full 

ópublicô forum of lectures or seminars they might be too shy to raise. 

 

All College tutors have timetabled óoffice hoursô when they are available 

to students who want to visit them. In addition, students are told from their 

first day in the College that they can always gain access to individual 

tutors, provided that they approach them politely and agree an 

appointment. 

 

4.2.4 Practical work 

 

The term ópractical workô covers any supervised tasks undertaken by 

students in College workshops or laboratories and involves the use of 

specialist equipment.  It does not include On-Job Training (OJT), which is 

dealt with at 4.9 below. 

 

General examples of practical work include using equipment in an 

engineering workshop to carry out a task set by a tutor within prescribed 

levels of tolerance, or conducting a procedure in the laboratory and 

recording the results in a table or graph. 
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In all cases, practical work will be carried out with appropriate supervision 

and technical/academic support. 

 

The purpose of practical work is to enhance technical skills that 

complement and interconnect with academic knowledge and are essential 

to success in employment. 

 

  Students also gain greater understanding of practical issues through: 

 

¶ Case studies prepared by academic staff, using real world 

situations relevant to commerce and industry in the Gulf region; 

¶ Industrial visits arranged by the College, and guest lectures given 

by         practising professionals from local and regional commerce 

and industry; 

¶ Role-playing scenarios and business games in which students have 

the chance to test out theoretical knowledge in a safe but 

challenging environment; 

¶ Micro research projects in which studentôs gain further 

understanding of the links between theory and practice. 

 

4.2.5 Independent learning 

 

It will be seen that the range of teaching and learning forums (lectures, 

seminars, tutorials and practical classes) allows the student a variety of 

opportunities to acquire knowledge and/or skills and then to check or test 

whether learning is complete. However, it is essential that students also 

become self-reliant. They must not simply expect óanswersô to be provided 

by tutors or to be available, without the need for further thought, on the 

Internet. 

 

Accordingly, the College has a Learning Resources Centre (LRC). The 

LRC includes the library, but adds to it in two important ways: 

 

Firstly, the staff of the library are recruited and trained to support student 

learning.  

 

Secondly, the Learning Resources Centre provides a modern and 

supportive environment for students. This, coupled with the emphasis on 

independent study in the curriculum, means that students are actively 

supported towards greater intellectual self-reliance. 

 

College tutors recognize the importance of independent study, and 

increasingly require students to read, think and formulate ideas in their 

own study time as they progress onwards from Diploma level. Students 

are expected to use the resources in the LRC, such as internet access and 

the availability of a wide range of books to support their learning. 
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4.3 The quality of teaching 

 

4.3.1 The quality of teaching is clearly a factor in the success of all programmes 

in providing students with the skills they need to succeed in the modern 

world. 

 

4.3.2 The Ministry seeks at all times to recruit teaching staff that are suited by 

both personality and qualifications to handle the challenges of delivering 

the curriculum through the medium of English. 

 

4.3.3 Once academic staff arrives in College they are assisted in settling in 

quickly, and in preparing themselves for the task in hand, by 

comprehensive processes of induction and mentoring (see 8.4 and 8.5 

below). 

 

4.3.4 Appraisal procedures for academic staff (see 8.7 and Appendix 3A below) 

provide an opportunity for feedback and reflection on professional 

practice for each academic staff member. 

 

4.3.5 The College understands the importance of excellent teaching and actively 

encourages all its Departments to promote sharing of good ideas and best 

practice among staff. 

 

4.4 Learning resources strategy 

 

4.4.1 The College learning resources strategy is strongly based on the belief that 

an institution whose prime focus is on teaching and learning in the field of 

technology can only be successful when learning resources are adequate in 

number, and sufficiently up to date, to prepare students for the national 

and international job market. 

 

4.4.2 At the present time the College reviews the state of its learning resources 

on an ongoing basis, but upgrades and replaces learning resources by 

permission of the Ministry of Manpower. This state of affairs is likely to 

persist. 

 

4.4.3 The Collegeôs learning resources strategy is based on the need to increase 

annually the quality and number of learning resources available to 

students, in order to improve learning opportunities and the quality of 

learning generally. 

 

4.4.4 In practical terms this has the following implications: 

 

¶ The College seeks to maintain, and where possible increase, the PC to 

student ratio, even as student numbers rise; 
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¶ The College seeks to maintain, and where possible increase, the ratio 

of library books, CDs, VCDs and hard copy journals per student; 

¶ The College at all times endeavours to improve workshop and 

laboratory provision in line with increases in student numbers; 

¶ The College endeavours to maintain and upgrade the level of all hi-

tech equipment that supports teaching and learning on a year-to-year 

basis. 

 

4.4.5 The belief of the College is that it can only truly fulfil its mission when it 

is able constantly to improve the quality of its learning resources. 

 

4.4.6 The College further believes that educational quality can often be 

improved without additional spending on resources. The more efficient 

and imaginative use of existing resources can also contribute. 

 

4.5 Policy and procedures for On-Job Training (OJT)  

 

4.5.1 The definition of On-Job Training (OJT) is any period of supervised and 

assessed work carried out by students, with the approval of the College, in 

a company or other employer setting. 

 

4.5.2 The purpose of OJT is to provide students with appropriate opportunities 

to develop work skills and put into practice knowledge in an authentic 

setting, and to further develop their understanding of the pressures and 

responsibilities associated with employment in their chosen field of 

specialisation. 

 

4.5.3 Full objectives and procedures for OJT, including the requirements for 

both employers and students, and the means of assessing student 

performance, are set out in the booklet óColleges of Technology On-Job 

Training Student Log Bookô. 

 

4.6 The structure of academic programmes 

 

4.6.1 For general information about the structure of College programmes, see 

the Bylaws from Article 40 onwards. 

 

4.6.2 The structure of each programme, including a full list of courses, will be 

made available to students on the programme in a student handbook (see 

8.3.2 below). 

 

4.6.3 The structure of all academic programmes run by the College is available 

at Appendix Five. This includes 

 

¶ Engineering, Business, and IT specialisations; 
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¶ The structure all programmes (Certificate, Diploma, and Higher Diploma) 

run by the College for each of these specialisations; 

¶ The structure of the Foundation Programme;  

¶ The structure of any other programmes regularly runs by the College. 

 

4.7 Approval of courses and programmes  

 

The approval, monitoring and review of courses and programmes is of vital 

importance in maintaining and improving academic quality in the College. 

 

4.7.1 Programme approval 

 

At present, academic programmes that run in the College are approved by 

the Ministry of Manpower and by the Ministry of Higher Education. 

 

 

4.7.2 Course approval 

 

At present courses within academic programmes are approved by the 

Ministry of Manpower. 

 

4.8 Monitoring of courses and programmes 

 

4.8.1 The term ómonitoringô refers to ongoing scrutiny of the quality of course 

and programme delivery. It is achieved in all institutions through a variety 

of formal and informal channels. 

 

4.8.2 In the College, feedback is sought from students towards the end of each 

course, and at the end of each year of programme study. This feedback is 

collected through questionnaires made available to students on paper 

and/or through the College intranet. Feedback is given anonymously by 

students. 

 

4.8.3 College questionnaires include both óclosedô and óopenô items. In other 

words students give their feedback via both items that require them to 

indicate a point on a scale of satisfaction, and items that allow them to 

express their particular reactions in their own words. Data from the 

questionnaires is collected and goes to Department Heads. It is discussed 

in Department staff meetings, when feedback from staff also contributes, 

and all data contributes to the annual report submitted to the Dean (see 

section 2.3.6 above). 

 

4.8.4 Feedback from the private sector is collected by academic departments 

and also emerges from employersô comments on graduate quality. 
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4.9 Review of courses and programmes 

 

Specialised programme-area committees (representing all Colleges) exist in order 

to review the content and assessment of individual courses and programmes. 

Proposed changes can be forwarded to the Ministry for comment and/or approval. 

 

4.10 Staff-Student Programme Committees 

 

4.10.1 Each academic programme has a Staff-Student Committee with the 

following membership: 

 

  Head of Department (Chair)  

  One other member of academic staff 

  Two student representatives (one male, one female) 

 

4.10.2 Staff-Student Programme Committees meet once per semester, when 

students are free to raise any issues they have about course and 

programme delivery, course and programme assessment, and learning 

resources. In this way these committees play an important role in both the 

monitoring and review of the Collegeôs programmes. 
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Section Five - Assessment 
 

5.1 The Collegeôs responsibilities in relation to assessment 

5.2 Assessment strategy 

5.3 Moderation procedures 
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5.1 The Collegeôs responsibilities in relation to assessment 

 

5.1.1 The College has a responsibility to ensure that: 

 

¶ assessment practices are fair and accurate; 

¶ lecturers mark work promptly and, wherever possible, provide detailed 

feedback to students; 

¶ grades are published on time and advice is given to students on any 

progression or probation issues; and 

¶ any instances of student malpractice in relation to assessment are fairly 

and fully investigated 

 

5.1.2 The College recognises that its assessment practices and the processes 

through which it awards grades are extremely important and must always 

be handled with great care and professionalism. 

 

5.2 Assessment strategy 

 

5.2.1 The Collegeôs assessment strategy is fully integrated with methods of 

delivering the curriculum. As has been seen in 4.1 above, the collegeôs 

teaching and learning strategy puts the emphasis on interactive learning, 

practical tasks and the nurturing of critical thinking and independent 

study. This emphasis is reflected in the Collegeôs assessment strategy. 

 

5.2.2 The College seeks to use a varied suite of assessment methods, tailoring 

these to suit the needs of particular courses. It also seeks to train all 

academic staff in the principles of assessment design so that they can 

make effective decisions when assessing students. 

 

5.2.3 The main modes of student assessment used by the College are: final 

examinations, mid-term examinations, assignments, oral presentations, 

practical tests, forms of continuous assessment, and project work. In 

addition, the College uses the following assessment methods: 

 

¶ Monitoring and evaluation of student attendance 

¶ Monitoring and evaluation of student participation in class 

¶ Case studies, role playing and micro research works to assist student 

creativity 

 

5.2.4 Examinations remain essential in higher education. They test the studentôs 

ability to think carefully and express him clearly under time pressure, a 

situation that is likely to be replicated later in the individualôs working 

life.  
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5.2.5 Carefully designed assignments offer students the opportunity to work on 

their own outside class-time to answer questions or discuss issues of 

relevance to the courseôs learning outcomes. Tasks for assignments are 

designed in such a way as to maximise the possibility for students to 

display their individuality and creative thinking. 

 

5.2.6 Oral presentations constitute an important assessment method in an 

environment where students are operating in a second language. Many 

students may be more confident in their spoken English than in their 

written English. Offering them the chance to demonstrate their 

achievement of course learning outcomes orally, therefore, is wholly 

positive. Furthermore oral presentations sharpen interpersonal skills and 

allow students to consolidate and extend their skills with overhead 

projectors and PowerPoint. 

 

5.2.7 Practical tests are an essential component of assessment in courses where 

students learn practical skills such as those in areas such as IT, science and 

engineering. Knowledge may be tested by other means, but performance is 

best tested through practical assessment. 

 

5.2.8 Normally assessment for a course consists of several complementary 

elements. For example, there might be an assignment, an in-class test and 

an examination for a largely theory-based course, or a practical test and an 

examination for a more hands-on course. This assessment diet is 

supplemented by small quizzes which provide the opportunity to check 

student progress. See also Bylaws, Article 62. 

 

5.2.9 At all times the College sees the assessment process as having a formative 

as well as a summative function. For this reason student work is returned 

promptly and with clear and full feedback. Furthermore the tutorial system 

offers another avenue for students to learn from completed assessment. 

 

5.2.10 All College courses have standard course descriptions which stipulate 

course content, learning outcomes and assessment pattern. The assessment 

pattern is closely linked to the learning outcomes to be achieved. 

Assessment must offer the student the opportunity to demonstrate that he 

or she has achieved the learning outcomes. 

 

5.2.11 Learning outcomes are set out explicitly so as to leave no doubt as to what 

learning must be achieved and to what level. They also reflect student 

progression from introductory courses (at level one) to courses whose 

content requires mature thinking, reflection, analysis and evaluation (at 

level four). 
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5.3 Moderation procedures 

 

5.3.1 Wherever possible student work is marked and then moderated. If the 

moderator finds inconsistency in the marking, the two markers will 

discuss and reach a final verdict. 

 

5.3.2 In cases where there is disagreement about final grades to be awarded, the 

Head of section will adjudicate. The judgement of the Head of Department 

will be final in such cases. 
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Section Six: Academic Standards 
 

6.0 The definition of academic standards 

6.1 The importance of academic standards 

6.2 Responsibility for academic standards 

6.3 Underpinning academic standards 
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6.0 A definition of academic standards 

 

The term óacademic standardsô is used here to define the specification of 

knowledge and skills required by a student in order to pass a course, complete a 

programme or be granted a particular academic award (such as Certificate, 

Diploma or Higher Diploma). 

 

The main elements that contribute to the maintenance of appropriate academic 

standards are: 

 

¶ The stipulation of course and programme content so that this generally 

conforms with similar courses and programmes nationally, regionally and 

internationally; 

¶ The explicit specification of appropriate aims and learning outcomes for 

courses and programmes; 

¶ Methods of assigning grades based on assessment criteria that are 

consistent across the institution; and 

¶ Forms of cross-checking (such as double-marking and the use of External 

Examiners) to ensure fairness, consistency and inter-institutional 

comparability in marking and grading. 

 

In setting and maintaining academic standards for all subject areas in the 

curriculum, the Colleges will pay particular attention to the definition of ólevelsô, 

so that Certificate, Diploma and Higher Diploma courses and programmes show a 

definite step up in levels of achievement from one to the next, and are linked 

coherently so that each levelôs study builds on the level below. 

 

6.1 The importance of academic standards 

 

Nizwa College of Technology aims to produce graduates who meet the needs of 

the labour market and are fully capable of entering employment in Oman or 

elsewhere. If this is to be achieved, employers must be confident that such 

graduates have achieved a standard in technological understanding and skills that 

is guaranteed by the certificate they have been awarded. 

 

Wide variation in knowledge and skills by holders of the same College award will 

lead employers to doubt the credibility of such awards. They will in future treat 

College awards such as Certificate, Diploma and Higher Diploma with 

scepticism, as untrustworthy indicators of an individualôs professional worth. 

 

In addition, if academic standards are not carefully maintained, the Collegeôs 

wider reputation will suffer. It will not take long for stakeholders and the public at 

large to revise their opinions and to talk about the College in negative terms. 

 

It is therefore extremely important, both for the College itself, and for the 

community it serves, that courses and programmes should be designed and 
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delivered according to high standards, and that those students who are certified as 

having passed them should genuinely have achieved the relevant learning 

outcomes. 

 

6.2 Responsibility for academic standards 

 

At College level the responsibility for academic standards rests finally with the 

Dean. However, the Dean relies heavily on the Assistant Dean for Academic 

Affairs, who has an obligation to ensure that all courses and programmes are 

properly designed and assessed, and that certificates and diplomas are awarded 

only to those who have unquestionably met the relevant learning outcomes. 

 

For Nizwa College of Technology, the Specialised Committees have a 

responsibility to ensure that within specific discipline areas programmes and 

courses are well designed, meet national and international standards and 

expectations, and are in line with the needs of the labour market. 

 

6.3 Underpinning academic standards 

 

Academic standards in the Colleges of Technology are assured through a coherent 

set of processes and procedures which cover programme and course design, 

programme and course review, marking and grading procedures, and approval of 

grades. The recruitment and retention of excellent academic and administrative 

staff ensures that these processes and procedures run smoothly and are carried out 

professionally and with accuracy and fairness. 

 

These matters are dealt with elsewhere in the Quality Assurance Manual and in 

the Bylaws. Specifically: 

 

Programme and course design See QAM 4.7 to 4.9 above  

 

Programme and course review See QAM 4.7 to 4.9 above 

 

Marking and grading procedures See Bylaws, Article 48 onwards 

 

Approval of grades   See Bylaws, Part Seven 

 

Recruitment of staff   See QAM 9.1 below 

 

In addition to the above, Nizwa College of  Technology is committed of putting in 

place a network of External Examiners with suitable expertise by September 

2008. The role and responsibilities of External Examiners will be specified at a 

later date, but these will be in line with national, regional and international best 

practice. In general External Examiners will use their awareness of academic 

standards in similar institutions in the Gulf and elsewhere to monitor and report 
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annually on the activities of the Nizwa College of Technology listed above, 

masking recommendations for change where appropriate. 
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Section Seven ï Assessment & 

Examination Standards 

 

 

7.1 Examinations 

 7.1.1  The role and responsibilities of invigilators 

 7.1.2  Examination procedures 

 7.1.3  Action by invigilators on discovery of malpractice 

 7.1.4  Action by invigilators in the event of illness 

7.1.5  Action by invigilators in the event of an emergency 

7.2 Extenuating circumstances 

7.3 Submission of coursework 

7.4 Examination Meetings 

7.5 Reporting of results 

7.6 Progression regulations 

7.7 Regulations governing repeat of a course, or a semester of 

study 

7.8 Exclusion of a student on academic grounds 

7.9 Assessment offences 

 7.9.1  Definitions 

 7.9.2  Steps to be taken 

 7.9.3  Student appeals 
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7.1 Examinations 

 

7.1.1 The roles and responsibilities of invigilators 

 

Invigilators for all examinations are appointed by the Head of Registration 

and Admissions, according to Article 26A of the Bylaws. 

 

The responsibilities of invigilators are:  

 

¶ to ensure that examinations are conducted properly, without undue 

noise or other interruptions;  

¶ to ensure that no cheating of any kind takes place in the examination;  

¶ to ensure that students receive all appropriate support during the 

examination;  

¶ to ensure that all answer scripts and any other paperwork or 

examination artefacts are properly and securely collected and stored as 

necessary at the end of the exam. 

 

7.1.2 Examination procedures 

 

A set of regulations for the conduct of examinations will be issued, and 

updated regularly. This will be carried out by staff reporting to the 

Assistant Dean for Academic Affairs. It will cover: 

 

¶ the role and responsibilities of invigilators 

¶ a list of invigilators and examinations  

¶ the contents and layout of examination halls 

¶ special procedures for exams held in computer laboratories or 

workshops 

¶ rules for student behaviour in examinations (including entering and 

leaving the examination room, cell phones, calculators and other 

electronic aids) 

 

7.1.3 Action by invigilators on discovery of malpractice 

 

When an invigilator discovers malpractice of any kind by a student in an 

examination, he or she will deal with the matter according to Articles 80 

and 81 of the Bylaws. 

 

7.1.4 Action by invigilators in the event of illness  

 

When a student in an examination complains of illness, he or she should 

be escorted from the room by one of the invigilators and taken to the 

clinic. He or she will be notified that a doctorôs note will be required in 

order for him or her to re-take the exam at a later date. 
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The illness of the student will be reported in writing to the member of 

academic staff responsible for the exam. 

 

7.1.5 Action by invigilators in the event of emergency 

 

In the event of an emergency, such as a fire, or in the event of 

unsatisfactory circumstances, such as a failure of lighting or air-

conditioning, the invigilator may terminate the examination and ask all 

students to leave. 

 

If this is done part-way through the exam, the invigilators will (if possible) 

collect all student scripts. 

 

The invigilators will report the emergency or unsatisfactory circumstances 

to the Dean, who is authorised to take whatever action he considers to be 

appropriate, including a re-sit with a new examination paper at a later date, 

or the marking of the partially completed papers from the original, 

disrupted examination. 

 

7.2 Extenuating circumstances 

 

7.2.1 When a student wishes to claim extenuating circumstances (such as 

personal illness or a death in the family) in relation to an examination or 

other assessment, he or she does so in writing to the College Council. See 

By Laws, Article 70. 

 

7.3 Coursework 

 

7.3.1 The College is committed to consistency of academic standards. 

Therefore: 

 

¶ the late handing in of coursework is covered by a standard set of 

procedures, understood and implemented by all staff 

¶ cases of plagiarism (see Glossary) are also dealt with according to a 

standard set of procedures 

 

7.3.2 When submitting coursework (such as assignments, homework and 

projects) students will be required to meet the declared deadline. 

 

7.3.3 The óweightingô of coursework for each course is indicated in course 

documentation and is made clear to students. It is normally 30%. 

 

7.3.4  If the deadline is not met and there are no extenuating circumstances (see 

7.2 above) the work will only be eligible to receive (as a maximum) a bare 

pass grade. 
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7.3.5 All coursework which is handed in to the tutor must have a standard cover 

sheet on which is recorded the studentôs name and the title of the course. 

The student will also sign a standard statement, provided by the College, 

to indicate that s/he has not committed any act of plagiarism. 

 

7.4 Examination Meetings 

 

7.4.1 Examination Meetings will normally be chaired by the relevant Head of 

Department.  

 

7.4.2 The purpose of the Examination Meeting will be to finally approve all 

grades for the semester. 

 

7.4.3 Examination Meetings will normally take place at the end of each 

semester. 

 

7.4.4 The Examination Meeting must produce minutes, noting all cases where 

 

¶ the pass rate in a course is unusually high or unusually low 

¶ the spread of grades shows óbunchingô (low standard deviation) 

¶ the spread of grades is very wide (very high standard deviation) 

¶ a large number of students perform poorly in a particular course, 

despite performing well in most other courses 

 

7.4.5 All the above matters should be reported in writing to the College Council. 

 

7.5 The reporting of results 
 

7.5.1 It is the responsibility of the College to report all examination results and 

the results of other assessment, promptly, accurately, and in writing. 

 

7.5.2 When results are given to students orally (for example, by telephone) it 

will be made clear that only the written form of results is fully accurate 

and valid. 

 

7.5.3 It will be the responsibility of the student to see his or her results in a 

written form (on the notice-boards, in the form of a letter) and not of the 

College to check that the student has seen the results. 

 

7.6 Progression regulations 

 

The regulations governing progression of students from one ólevelô to the next 

(such as Certificate to Diploma to Higher Diploma to Degree) are available in the 

Bylaws at Article 41. 
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7.7 Regulations governing repeat of a course, and academic probation 

 

The regulations governing repeat of a course, and academic probation are 

available in the Bylaws at Articles 51, 52 and 53. 

 

7.8 Exclusion of a student on academic grounds 

 

The regulations on excluding a student from the College on academic grounds are 

available in the Bylaws at Article 72. 

 

7.9 Assessment offences 

 

7.9.1 Cheating and plagiarism 

 

  Please refer to Article 77 of the Bylaws. 

 

The general term ócheatingô is used to mean an attempt to complete any 

form of assessment by a means that the College considers to be unfair. 

 

The specific term óplagiarismô is used by the College to mean the act of 

claiming that academic work is oneôs own , when in fact it is taken 

directly from other sources (published work or another personôs work) 

without this fact being stated. 

 

7.9.2 Steps to be taken 

 

  Please refer to the Bylaws, Articles 80, 82, 83 and 84. 

 

7.9.3 Student appeals 

 

Student appeals in regard to examination results are dealt with in the 

Bylaws at Article 68. 

 

Appeals in relation to decisions of the Student Discipline Committee are 

dealt with according to Article 87 of the Bylaws. 
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Section Eight ï Student Guidance & 

Support 
 

8.1 Student recruitment 

8.2 Student admissions 

8.3 Student guidance 

 8.3.1 Academic advice 

 8.3.3  Student counselling 

 8.3.4  Role of the Head of Guidance and Counselling 

 8.3.5  Career advice 

8.4 Policy on students with disabilities 

8.5 Student discipline procedures 

8.6 Student complaints procedures 

8.7 Policy on student feedback 

8.8 Graduate follow-up 
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8.1 Student recruitment 

 

8.1.1 Student recruitment will normally be carried out according to the wishes 

of the Ministry of Manpower, and within agreed quotas. See Bylaws, 

Article 28. 

 

8.2 Student admissions 

 

8.2.1 Students are normally admitted into the Foundation Programme see 

Bylaws, Articles 29 and 30. At this stage a personal file is opened for each 

student. The student is also issued with a College ID card. 

 

8.2.2 Students who are eligible to be admitted directly to Certificate level are 

advised on the range of academic programmes which are available to 

them. See Bylaws at Article 31. 

 

8.2.3 Once a given student has reached an informed decision about the 

programme of study he or she wishes to pursue, the student is registered 

according to standard procedures. 

 

8.2.4 Students transferring from another college or university will be dealt with 

according to Bylaws, Article 32. 

 

8.2.5 For policy and procedures on admitting students with disabilities and 

special educational needs, see 7.4 below. 

 

8.3 Student guidance 

 

8.3.1 Academic advice 

 

The College believes that it is imperative that all students have ready 

access to full and helpful academic advice at all times. It therefore 

operates a system under which academic advisors guide students in regard 

to the diet of courses that they should follow in any given semester. Refer 

to Bylaws, Article 25A for further details. 

  

Students will also be advised about terms such as óprobationô, ótransferô, 

ódismissalô, ówithdrawalô and ópostponementô and their meaning in 

practice. See also Bylaws, Article 51 and following. 

  

8.3.2 Student handbooks 

 

It is the policy of the College to issue handbooks to all students, 

containing information essential to successful study. All programmes will 

issue handbooks to students at the beginning of their first semester of 

study.  
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These will normally contain: 

 

¶ A College calendar of events 

¶ A guide to learning resources in the College 

¶ Dress code and other guidance to students on behaviour in the 

College 

¶ A list of members of staff and how to contact them 

¶ A clear statement of programme goals and objectives 

¶ Information on the structure of the programme, including a full list 

of courses 

¶ Clear information on compulsory and elective courses 

¶ Guidance on the types of assessment used in the programme 

¶ A definition of plagiarism, guidance on how to avoid plagiarism, 

and details of penalties for those committing plagiarism 

¶ Information on employment prospects after completing the 

programme 

 

Handbooks will normally be made available in English, but where possible a 

single volume will contain both English and Arabic versions of the same 

information. 

 

8.3.3 Student counselling 

 

The term óstudent counsellingô refers to advice and support given to 

students on non-academic matters. This would include advice given on 

personal or family difficulties, and all advice and information about 

College life that does not relate to study. See Bylaws, Article 26C. 

 

The Head of Counselling and Graduate Follow-Up will be responsible for 

offering support and advice to students during induction. This is a stressful 

time for students, and it is essential that a dependable and resourceful 

person is available to students who may feel disorientated, homesick or at 

a loss. See also Bylaws, Article 26C. 

 

The Head of Counselling and Graduate Follow-Up will make himself or 

herself known to students during the induction period and ensure that all 

students know how he or she can be contacted at any time during a 

studentôs stay in the College. 

 

There will always be trained members of staff of both genders available to 

offer counselling at any time. 

 

8.3.4 Career guidance 

 

Career guidance is offered by the Head Counselling and Graduate Follow-

Up and associated staff. See also Bylaws at Article 26C. 
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The College understands the importance of providing excellent career 

guidance to its students and regards the employment rate of its graduates 

as an important measure of institutional success. 

 

Career guidance will also be given with the help of academic staff of the 

College, and through special events in the College using outside speakers. 
 

8.4 Policy on students with disabilities 

 

8.4.1 The College is committed to offering educational opportunities to all 

students who meet its entrance requirements, regardless of disability or 

special educational needs. This is in keeping with the Sultanateôs policy of 

widening participation in further and higher education. 

 

8.4.2 Wherever possible, the College will identify the special learning needs of 

students during the admissions process. For example, students will have 

the opportunity to declare specific physical or cognitive problems on 

admission forms, including partial sightedness, hearing deficiencies, 

mobility problems and so on. 

 

8.4.3 In cases approved by the Dean, examination papers will be read aloud to 

the student and the studentôs attention will be drawn to any optionality in 

the questions to be answered and to parts of questions. 

 

8.4.4 Finally, an amanuensis (a writing assistant) can be appointed for students 

who have severe difficulties with writing, perhaps due to medical 

conditions which cause involuntary shaking of the limbs. The amanuensis 

will write faithfully to the studentôs dictation and will also amend the draft 

at his/her instruction if time allows. 

 

8.4.5 The amanuensis must be an individual who has no prior relationship with 

the student concerned, and he or she must be approved as an amanuensis 

by the College Dean. 

 

8.4.6 Where students have substantial deficits in hearing or sight, special 

arrangements will be made for their learning and assessment, as suggested 

by academic staff and agreed by the Dean. 

 

8.4.7 As a matter of policy, College buildings will have wheelchair access and 

lifts. Classes including wheel-chair users will, whenever possible, be 

allocated to ground-floor rooms. 

 

8.4.8 Specific procedures for identifying and assisting students with special 

educational needs will be written by each College. 
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8.5 Student discipline procedures 

 

8.5.1 See 2.7.2 above. 

 

8.6 Student complaints procedures 

 

8.6.1 For student academic appeals, see Article 68 of the Bylaws. 

 

8.6.2 When a student has a complaint about matters such as the structure of a 

programme or course, the way a course or programme is assessed, or the 

learning resources for a particular course or programme, this can be raised 

(through student representatives) at the Staff-Student Programme 

Committee (see 4.10 above). 

 

8.6.3 Complaints about individual lecturers are addressed to the Head of 

Section. 

 

8.6.4 Where a student complaint is not academic in nature, he or she should 

seek advice from the Head of Guidance, Counselling and Graduate 

Follow-Up about the most appropriate means to raise the complaint. 

 

8.6.5 If at any time a student is dissatisfied with the response to a complaint that 

has been formally raised, he or she may seek an interview with the Dean 

as a final resort. 

 

8.7 Policy on student feedback 

 

8.7.1 The College recognizes that formal means of collecting student feedback 

are essential in a quality culture. 

 

8.7.2 Consequently, the College will at all times seek to collect feedback from 

students on all aspects of College activity, to collate this data, and to see to 

it that the collated data is formally discussed and acted on via College 

committees. 

 

8.7.3 Feedback is collected from students via regular questionnaires and, where 

possible, through student representation on College committees. 
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8.8 Graduate follow-up 

 

8.8.1 The College recognises the importance of its graduates as a source of 

information and support. Thus: 

 

¶ the College tracks its graduates so that it has information on 

employment rates, and on the types of employment gained by its 

graduates. 

 

¶ graduates are requested to provide information on the extent to which 

their College education prepared them for the world of work.  

 

¶ graduates are asked to identify skills which were not developed 

sufficiently in College. 

 

¶ graduates are invited to return to College events, including subsequent 

graduation ceremonies 

 

¶ graduates serve as role models for students still in the College and are 

invited to give presentations or to meet groups of students informally. 

 

8.8.2 In these ways, College graduates have an important contribution to make 

to the quality of education and training offered by the College. The 

College maintains an extensive database of College alumni.  

 

8.8.3 In maintaining contact with its graduates, the College also keeps contact 

with their employers. This is important so that 

  

¶ the College can get employer feedback on the quality of its graduates 

¶ the College can adjust its course and programmes in reaction to 

employer feedback 

¶ continuous improvements can be made to College processes and 

procedures 

 

 

 

 

 

 

 

 

 

 

 

 

 



Nizwa College of Technology                                                    Quality Assurance Manual 

 52 

 

QAM Section Nine ï Human 

Resource Development 
 

 

9.1 Policy and procedures for recruitment of academic staff 

9.2 Policy and procedures for recruitment of administrative staff 

9.3 Policy on induction, mentoring and development of College 

staff 

9.4 Procedures for induction of College staff 

9.5 Procedures for the mentoring of College staff 

9.6 The development of College staff 

9.7 Staff appraisal 
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9.1 Policy and procedures for recruitment of academic staff 

 

9.1.1 The Ministry of Manpower and any agencies with which it enters into 

contractual arrangements take responsibility for recruiting new academic 

staff for the Colleges. 

 

9.1.2 The College identifies academic staff shortages and reports these in 

writing to the Ministry.  

 

9.1.3 Staff is then recruited by the Ministry or its appointed agents through 

 

¶ Placing advertisements in appropriate national or international 

newspapers, or by advertising on web sites 

¶ Scrutinising application forms and/or curricula vitae 

¶ Conducting panel interviews 

 

9.1.4 The College selects Heads of Department according to the criteria and 

procedures set out below.  

 

  Criteria:  

 

1. Academic achievement such as degrees earned, employment 

record and experience in education. 

2. Administrative and managerial capacity and experience. 

3.  Industrial links and experience. 

4. Awareness of quality assurance issues. 

5. Personality, character, conduct and other personal factors. 

 

  Procedure: 

 

  Procedure 1: 

  

Head of department position can be decided from within the department 

council and faculty through a ballot. This process is to take place every 

two years or whenever it is necessary to do so (resignation, end of service 

etc). 

The department then passes the name of elected Head of Department to 

the assistant Dean for Academic Affairs for approval. 

   

  Procedure 2: 

  

Head of the Department can be nominated by the Assistant Dean for 

Academic Affairs.  

 

Regardless of the Procedure, the nominee to get the approval of the 

college council and the authorities at the Ministry. 
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9.2 Policy and procedures for recruitment of administrative staff 

 

9.2.1 At present the responsibility for recruiting administrative staff for the 

College rests largely with the Ministry of Manpower and any agencies 

with which it enters into contractual arrangements. This state of affairs is 

likely to persist. 

 

9.2.2 Nizwa College of Technology contributes to the recruitment process by 

identifying administrative staff shortages and reporting these in writing to 

the Ministry.  

 

9.2.3 The Ministry or its appointed agents then recruit staff by 

 

¶ Placing advertisements in appropriate national or international 

newspapers, or by advertising on web sites 

¶ Scrutinising application forms and/or curricula vitae 

¶ Conducting panel interviews 

 

9.3 Policy on induction, mentoring and development of College staff 

 

9.3.1 The induction, mentoring and development of staff are all vital elements in 

the assurance and enhancement of quality in a College. 

 

9.3.2 Induction is used here to mean the process through which a new staff 

member is welcomed and quickly assimilated into the College 

organisation. Mentoring is the process (here normally overseen by the 

Head of Department) through which the staff member can seek 

information and advice over the first three months of work. Development 

is the process through which a staff member extends his/her professional 

skills, knowledge and awareness through internal and external training 

sessions, conferences, workshops and courses. 

 

9.3.3 The College places great emphasis on the effective induction, mentoring 

and development of its entire staff. All three processes (as defined in 6.3.2 

above) play a critical role in supporting the quality of College 

performance. 

 

9.3.4 Effective staff induction, mentoring and development procedures help to 

support staff morale and job satisfaction. They encourage individuals to 

stay in post longer, growing in competence and efficiency year on year. 

 

9.3.5 A quality organisation is one in which all staff know their roles and can 

perform them to a high level. Staff induction, mentoring and development 

play an important role in creating a high quality organisation. 
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9.3.6 The College will therefore endeavour at all times to follow its procedures 

for staff induction, mentoring and development meticulously and with 

enthusiasm. 

 

9.4 Induction of College staff 

 

9.4.1 The term óinductionô is used to mean the process of welcoming and 

briefing new staff so that they immediately feel at home in the work 

environment, and begin to operate in their role with effectiveness from an 

early stage. 

 

  The induction of a new staff member will normally include: 

 

¶ Introduction to the College Dean and Assistant Deans 

¶ A guided tour of the College and its facilities 

¶ A social gathering (such as a coffee break or buffet lunch) at which the 

new staff member can meet others with whom he or she will be 

working 

¶ Briefing about the duties of the post-holder, College work practices 

and work priorities 

¶ Briefing from a colleague at a similar level of seniority on day to day 

operations 

¶ Briefing on the Collegeôs Quality Assurance Manual (QAM) and the 

Bylaws 

¶ Briefing on the College Strategic Plan and the College calendar 

¶ Briefing on staff rights, staff code of conduct, and dress code 

 

9.5 Procedures for the mentoring of College staff 

 

9.5.1 The term ómentoringô is used to mean the ongoing counselling and 

guidance provided by a longer-established colleague (such as a Head of 

Section or Head of Department) to a newly-arrived colleague. Mentoring 

is a widely accepted practice internationally, and is held to be of benefit to 

both mentor and mentee. 

9.5.2 Mentoring will normally be available to a newly arrived member of staff 

for the first three months of service. 

 

9.6 The development of College staff 

 

9.6.1 Staff development is the responsibility of the Dean, Assistant Deans and 

Heads of Department. 

 

9.6.2 General staff development opportunities will be available through 

 

¶ Workshops, training sessions and seminars in the College involving 

outside speakers or trainers 
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¶ Workshops, training sessions and seminars in the College led by 

College staff 

¶ College-organised visits to conferences, workshops, training sessions 

or seminars elsewhere in the Sultanate 

 

9.6.3  Staff development opportunities may be initiated either by the Head of 

Department (in order to address a weakness noted in staff appraisal) or by 

the individual staff-member. 

 

9.6.4 Staff development will be a key issue to be addressed in annual College 

Action Plans. A section of the plan should address the training needs of 

staff and indicate ways in which these will be met. Progress on 

implementing this section of the plan will be investigated by the Quality 

Assurance Committee. 

 

9.6.5 Provision for administrative staff development will be at a lower per 

capita rate than that for academic staff development, reflecting the 

Collegeôs commitment to excellence in teaching and learning. In addition 

the development of administrative staff can often be achieved in-house. 

  

9.6.6 Specifically in order to promote the professional development of 

administrative staff, the College will 

 

¶ Maintain links with other institutions and professional associations so 

as to have access to training specialists in areas such as librarianship, 

record-keeping, book-keeping, accountancy, financial management, 

word-processing and spreadsheet work, software design and other 

specialisations 

¶ Maintain awareness of visits to Oman of óexpertsô in various fields, so 

as to invite them to visit the College 

¶ Maintain contact with colleagues in neighbouring countries so as to be 

aware of regional conferences and other professional gatherings 

 

9.6.7 When a member of academic staff is nominated to attend a conference or 

other event (in Oman or outside) he or she is required to give a 

presentation to colleagues on return to the College. If possible, printed 

materials or other information from the event should be collected and 

distributed. 

 

9.6.8 The college will seek at all times to encourage its academic staff, and 

particularly young Omanis, to pursue further studies (such as a Masters 

degree or doctorate) and to make use of available support from the 

Ministry. 
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9.7 Staff appraisal 

 

9.7.1 The College believes that rigorous procedures for staff appraisal are an 

important component of an effective system of quality assurance and 

improvement in a college. Staff appraisal should be linked to staff 

development, with any comparative weaknesses in a staff memberôs 

performance indicating a staff training need. Staff appraisal should not 

therefore be seen by the individual as threatening. Rather it should be seen 

as a means of assessing how skills can be improved. 

 

9.7.2 The appraisal systems for the various categories of staff are different, 

reflecting the differing characteristics of the roles. 

 

9.7.3 Staff appraisal system: academic staff 

 

  See Appendix 3a. 

 

9.7.4 Staff appraisal system: administrative staff 

 

See Appendix 3b.  

 

9.7.5 Staff appraisal system: support staff 

 

See Appendix 3c.  The term ósupport staffô includes technicians. 
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Section Ten ï Research and 

Consultancy  

 
10.1 Research and consultancy policy 

10.2 Support for research 

10.3 Support for consultancy 
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10.1 Research and consultancy policy 

 

10.1.1 Nizwa College of Technology is an institution whose primary focus is on 

teaching and learning. Effective teaching depends to a large extent on 

tutors who keep up to date with developments in their field of 

specialisation. It is also essential for tutors in the College to maintain 

contacts with relevant sectors of commerce and industry. For these 

reasons, the College supports, within limits, academic staff who wish to 

pursue research and consultancy. 

 

10.1.2 The term óresearchô is used to mean any individual or collective endeavour 

that results in a measurable academic outcome such as a conference 

presentation, or a published book or article of clear benefit to the 

Collegeôs profile and reputation. 

 

10.1.3 In the context of the Collegeôs mission and goals, applied research, 

focusing squarely on the needs and concerns of commerce and industry, is 

seen by the College as an important activity, contributing strongly to the 

Collegeôs reputation, the professional skills of staff, and the good of the 

nation. 

 

10.1.4 The term óconsultancyô refers to any work, carried out with the Deanôs 

written approval, that involves liaison with, and advice to, a company or 

other commercial or government organisation. An example would be 

where a local company requests a marketing lecturer to advise it on its 

marketing strategy. 

 

10.2 Support for research  

 

10.2.1 In many cases, research will be carried out by an individual staff member 

in his or her own time, using personal resources, and driven by the staff 

memberôs own motivation and professional ambition. 

 

10.2.2 In other cases, however, a staff member or a group of staff may identify a 

research project with potential benefit for the Collegeôs reputation and the 

wider community. 

 

10.2.3 The College and the Ministry will endeavour to provide support for a staff 

member or a group of staff (a óresearch teamô) who can demonstrate, in 

writing, that the proposed research project 

 

¶ Is of benefit to the people of Oman 

¶ Can feasibly be completed in a time period no longer than one year 

¶ Will lead to publications in refereed academic journals, or 

presentations at internationally recognised conferences 

¶ Can be completed within an affordably small budget 
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10.2.4 The research team or individual should first approach the Chair of the 

Research and Consultancy Committee (see section 2.7.5 above). 

 

10.2.5 The Chair of the Research and Consultancy Committee will then raise the 

matter with the Dean, who will decide, on the basis of the criteria listed in 

9.2.3 above  

 

¶ Whether the College is in a position to offer any support 

¶ Whether the Ministry should be approached as a potential source of 

support 

 

10.2.6 In this context the term ósupportô can mean 

 

¶ A small monetary grant, to be held by the College Dean and used for 

research project expenses with his written permission 

¶ Written permission from the Ministry for a lecturer or lecturers to be 

given teaching remission (that is to teach 25%, 50% or 75% of the 

normal teaching load) for a specified period of time 

¶ Written permission from the Ministry for a lecturer or lecturers to take 

either paid or unpaid leave from the College for a specified period of 

time 

¶ The provision of academic books, stationery, or other paper-based 

resources needed by the researcher or research team 

 

10.3 Support for consultancy  

 

10.3.1 The College actively supports staff who wants to engage in consultancy, 

as long as 

 

¶ The consultancy project will help to update professional knowledge 

and thus enhance teaching 

¶ Consultancy can be carried out in the staff memberôs spare time or in 
holiday periods 

 

10.3.2 When an opportunity arises for a staff member or members to engage in 

consultancy, details must first go to the Research and Consultancy 

Committee. 

  

10.3.3 Once this body has provisionally approved the consultancy proposal 

according to the criteria in 10.3.1 above, the proposal goes to the Dean, 

who has the right to approve or reject it. 

 

10.3.4 If consultancy work attracts payment, the member of staff is required to 

declare this to the Dean. 
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QAM Section Eleven: Quality Audit 

 

11.1 Procedures for internal quality audits 
 

11.2 Procedures for external quality audits 
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11.1 Procedures for internal quality audits 

 

11.1.1 Senior staff in the College (Dean, Assistant Deans) will ensure internally 

that College processes and procedures comply fully with the Bylaws, the 

QAM and Ministry decrees. The Collegeôs Quality Assurance Committee 

(QAC) will be the main forum for discussion of any non-compliance 

issues.  

 

11.1.2 The Dean, in consultation with his Assistant Deans, will from time to time 

identify a particular College department for a óspot auditô, This will be 

carried out without notification and will involve a small team of two or 

three senior staff checking that documents and work practices accurately 

reflect the Bylaws, QAM, College Strategic Plan, and departmental action 

plan. 

 

11.2 Procedures for external quality audits 

 

11.2.1 The College will make itself available for quality audits by the Ministry 

Quality Assurance Department (QAD) at regular intervals. It will be the 

responsibility of the Dean and the College Quality Assurance Committee 

to make sure that the College is properly prepared for such visits. 

 

11.2.2 QADôs audits will cover the following main areas: 

 

¶ Compliance with the Bylaws, the QAM and Ministry No 14/2006 

¶ Progress in implementing the Strategic Plan 

¶ Progress in self-assessment 

¶ Implementation of internal quality audits 

¶ Graduate follow-up and graduate quality 

¶ Staff appraisal system 

¶ College Action Plan and department work plans 

 

11.2.3 A report, addressed to the Dean, will contain ócommendationsô (in relation 

to College activities which are being carried out with particular efficiency) 

and óareas for attentionô (citing aspects of College performance which 

appear to   need further improvement). 
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Appendix One ï College Strategic 

Plan 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 
Appendix One: College Strategic Plan 

 

Foreword 
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This document is the result of consultation with the Colleges of Technology. It has been 

re-drafted in the light of constructive suggestions received from the Colleges, and will 

continue to be revised and updated as circumstances change. Approved versions of this 

document provide guidance to Colleges in drawing up their quality plans, putting in place 

or upgrading systems of quality assurance, and carrying out their day to day operations.  
 

Definitions 
 

Access and Equity: Important principles in education which must be evident in an 

institutionôs policies and procedures to ensure that the diverse needs of all clients are met 

and that such groups as female students, students from remote areas, and students with 

disabilities are welcomed and supported 

 
Accreditation: Accreditation is a public endorsement of status and quality that is 

granted to an institution (such as a college) when it can demonstrate that it has met the 

requirements of an official body, such as a government department.  

  
Benchmarking: In respect of academic standards, benchmarking means the comparing 

of processes and data relating to standards (e.g. programmes approval processes and 

assessment criteria) in the interests of comparability and self improvement. 

 
Course: A discrete unit of study approved as a component of one or more programmes. 

 
Credit:  A currency for learning based on the idea that learning can be broadly 

quantified in terms of credit points representing the quantity of student work (see level, 

level descriptors and standards). Credit is based on an estimation of the notional time it 

would take the average higher education student to achieve particular learning outcomes. 

A credit-rating is assigned to higher education qualifications and to learning achieved 

elsewhere.  

 
Goals: Institution outcomes to be achieved and they are closely related to the mission 

and used primarily to guide planning and decision-making.  

 
Human Resource Development: Strategic policies and practices of an organisation 

that relate to the effective development and retention of staff. 

 
Learning outcomes: Precise and clearly articulated expressions of the learning 

expected to result from successful completion of modules, units or programmes of study. 

Learning outcomes are often formulated in terms of what a student will know, understand 

and be able to do. Learning  

outcomes are designed to make the learning associated with particular modules, units and 

programmes more accessible to students, employers and any other interested parties.  
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Mission Statement: A plan to be implemented by an institution which is realistic in 

relation to the institutionôs capacity. It states the steps to be taken by the institution for 

effective development and improvement (for example in planning, evaluation and 

resource allocation) and is used as a basis for decision making in the institutionôs 

strategic plan. 

 
Objectives: Are demanding, achievable and consistent with mission to which they are 

linked through the strategic planning process. These include performance indicators and 

target levels that are to be achieved.  

 
Performance Indicators: Quantitative and qualitative measures used as evidence 

when assessing performance against objectives. 

 
Programme: The approved set of compulsory and optional courses to be taken by 

students attempting to gain a particular College award, such as a specific Certificate or 

Diploma. 

 
Quality:  The extent to which processes and activities in an institution are fit for purpose 

and meet the requirements of all stakeholders. 

 
Quality Assurance: Planned and systematic mechanisms to ensure that responsibility 

for quality and standards are properly discharged and that all processes and activities are 

fit for their stated purposes. 

 
Quality Assurance Department (QAD): The department in charge of working 

with the colleges of Technology to promote and develop the quality of Technology 

education in Oman in a way that realize international standards at quality and enables the 

colleges to graduate occupationally competent outcomes. 

 
Quality Assurance Manual (QAM): A document, available in hard and soft copy, 

which sets out the Collegeôs approach to quality assurance and enhancement, and 

specifies how this translates into practice through a rigorous set of policies, procedures, 

guidelines, forms and regulations.  

 
Quality  Audit:  An independent, document-based, critical review of the way quality 

management systems operate in an institution, focusing on the extent to which the 

mechanisms genuinely support the fulfilment of an institutionôs mission, goals and 

objectives. 

 
Quality Enhancement or Quality Improvement: A commitment to improve 

the quality of activities and services, put into practice through forms of regular scrutiny 

leading to immediate action by named individuals or bodies.  
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Quality Management System: A system that is designed to ensure that the 

programmes and services provided by an institution are of a good standard, are consistent 

with its goals and objectives, and are subject to continuous improvement. 

 
Research: High-level academic endeavour by individuals or groups leading to such 

outcomes as commissioned research reports, articles in refereed journals or books 

published by reputable academic publishers. 

 
Risk Management:  Identification of risk factors likely to cause disruption or damage 

to an organisation, and contingency planning (through policies and procedures) to 

minimise the impact of these 

 
Scholarly Activity:  Academic endeavour by teachers/lecturers that supports their 

teaching and keeps them up to date with developments in their field of specialisation, 

such as publishing book reviews and original work in reputable conferences and journals, 

giving presentations at local workshops, or undertaking consultancy work.  

 
Self-Assessment: A systematic process through which an institution reaches an honest 

and transparent appraisal of its strengths and weaknesses. Self-assessment is often 

achieved through guidelines supplied by a national body, and its results provide an 

opportunity for institutional reflection, planning and improvement. 

 
Standards of Academic Awards: Predetermined and explicitly stated levels of 

achievement required from students before particular academic awards (such as B.Tech, 

higher diploma, diploma and certificate) can be granted. 

 
Strategic Planning: An approach to institutional planning that takes into account 

current position and performance and compares these with the mission statement. 

Strategic thinking and planning focuses on actions to be taken in both the short- and long-

term. 
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Standards  College 

Goals 

Sub-Goals Strategies Implementation 

Steps 

Achieved 

By 

Responsibility Indicators/Evidence 

Standard 2: 
Governance 

and 

Administration 

ñachieve 

excellence in 

governance and 

administrationò 

2.1 Achieve 

efficient operation 

of the College 

Board 

2.1.1 Ensure that the 

College Board meets 

regularly 

Regular College Board 

meetings in the 2006-

2007 academic year 

 Dean ü College Board 

minutes  

 

ü Outcomes of the 

meeting 

 

   2.1.2 Identify three 

committed 

individuals from the 

private sector to join 

the College Board 

Three private sector 

representatives  with 

appropriate expertise 

approved by the 

Ministry and appointed 

 Ministry/Dean ü Documented 

recommendation from 

the representatives 

  2.2  Roles and 

responsibilities of 

individual staff in 

the College clearly 

set out 

2.2.1 Provide an 

organization chart 

for each department, 

setting out line 

management 

responsibilities 

Clear and 

comprehensive 

organization chart 

available in the Quality 

Assurance Manual 

(QAM), along with 

staff roles and 

responsibilities  

 Dean,  

Assistant Deans, 

Quality Assurance 

Committee 

ü Up to date and 

comprehensive chart 

in QAM 

 
ü Staff roles and 

responsibilities 

for each 

department set out 

in the QAM 

  2.3  Establish an 

annual cycle of 

review, formal 

discussion and 

action planning to 

improve quality 

2.3.1 Require an 

annual self-

assessment report  

from 

units/departments 

covering all areas of 

College activity 

Reports received by the 

Dean, discussed in the 

College Board, and 

action plans written  

 Dean,  

Assistant Deans, 

Heads of all 

departments, Quality 

Assurance 

Committee 

ü Discussion of 

the reports in 

College Board 

minutes 

ü Action Plan based on 

reports 

 

 

 

 

 

Standards  College 

Goals 

Sub-Goals Strategies Implementation 

Steps 

Achieved 

By 

Responsibility Indicators/Evidence 

  2.4 Ensure that 

information is 

accessible for all 

College 

stakeholders 

2.4.1 Make all plans, 

regulations and 

policies available on 

the College intranet 

College intranet site 

provides user-friendly 

access to all relevant 

documents 

 Dean,  

Assistant Deans, 

Head of the  

Educational 

Technologies 

Center  

ü Well designed 

intranet site  

 

ü Relevant 

documents 

accessible 

 

ü Feedback from 

stakeholders 

 

 

COLLEGE STRATEGIC PLAN 2005 -2007 
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Standards  College Goals Sub-Goals Strategies Implementation 

Steps 

Achieved 

By 

Responsibility Indicators/Evidence 

Standard 

3: Learning 

& Teaching 

ñOffer to all students 

high quality teaching 

and learning 

opportunities in line 

with the 

requirements of the 

labour market, so as 

to provide society 

with graduates who 

are skilled, 

knowledgeable, 

confident and 

capable problem-

solversò 

 

3.1 Promote and 

reward 

excellent 

teaching 

3.1.1 Hold in-

College events to 

stimulate sharing 

of best practice in  

teaching, learning 

and assessment and 

ensure that 

excellent teaching 

is one avenue to 

promotion 

Several events held 

in each academic 

year 

 

Student feedback 

and other evidence 

of teaching 

excellence is taken 

into account and 

appropriate action 

taken 

 Assistant Dean for 

Academic Affairs 

ü Handouts, 

PowerPoint slides 

and other visual aids 

from the events 

 

ü Student feedback and 

other evidence of 

teaching quality held 

on file for each 

lecturer 

 

ü Analysis of results 

showing outcome-

wise Performance of 

students 

   3.1.2 Put in place a 

system of feedback 

on teaching  

Teaching feedback 

procedures fully  

operational  

From Sept 

2007 

 

 

Assistant Dean for 

Academic Affairs 

ü Documentary 

evidence of feedback 

on teaching    
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Standards  College Goals Sub-Goals Strategies Implementation 

Steps 

Achieved 

By 

Responsibility Indicators/Evidence 

Standard 3: 
Learning & 

Teaching 

ñOffer to all its 

students high quality 

teaching and learning 

opportunities in line 

with the requirements 

of the labour market, 

so as to provide 

society with 

graduates who are 

skilled, 

knowledgeable, 

confident and capable 

problem-solversò 

 

3.2  Improve the 

quality of 

academic staff 

recruited to the 

College 

3.2.1  Set 

recruitment 

targets annually; 

support newly-

recruited staff 

through 

induction 

Academic quality of 

specialist teaching 

staff is improved 

annually, and an 

induction 

programme helps 

new staff to do their 

jobs effectively from 

an early stage 

 

 

 

 

 

 

Dean,  

Assistant Dean 

for Academic 

Affairs 

Heads of  

Academic 

Departments 

ü Calculated 

percentage of 

academic staff with 

relevant Masters 

degree or above 

 

ü Staff induction 

procedures in QAM 

 

ü Evidence of 

induction 

programmes in all 

departments  

 

  3.3 Put in place 

mechanisms for  

programme 

development 

and review, with 

annual action 

planning 

3.3.1 Review 

the curriculum 

annually in the 

light of market 

needs and 

produce 

recommendation

s on new 

programmes to 

be validated and 

on amendments 

to existing 

programmes  

 

Continuous review 

and improvement of 

the College 

curriculum 

 

 

 

 

Assistant Dean 

for Academic 

Affairs, Heads of 

Academic 

Departments 

ü Annual review 

report by the 

Assistant Dean 

for Academic 

Affairs in 

collaboration with 

HoDs 

ü Minutes of  

College Board at 

which the report 

was discussed, 

with action points 

   3.3.2 Review 

course 

documents 

annually 

 

Course descriptions 

include clear 

learning outcomes 

 Assistant Dean 

for Academic 

Affairs, HsoDs 

(Academic)  

 

ü Course descriptions 
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Standards  College Goals Sub-

Goals 

Strategies Implementation 

Steps 

 

Achieved 

By 

Responsibility Indicators/Evidence 

Standard 

3: Learning 

& Teaching 

ñOffer to all its 

students high 

quality teaching 

and learning 

opportunities in 

line with the 

requirements of 

the labour market, 

so as to provide 

society with 

graduates who are 

skilled, 

knowledgeable, 

confident and 

capable problem-

solversò 

 

 3.3.3 Actively support 

student learning and 

systematically collect 

student feedback on 

the quality of the 

learning experience 

Put into practice a system 

of tutorials and academic 

counselling to monitor 

and support each 

studentôs learning 

 

Design and put into 

practice a questionnaire 

for student feedback on 

courses, programmes and 

learning resources 

 

 

 

Assistant Dean  

for Academic 

Affairs 

ü Tutorial system in 

operation 

 

ü Percentage of students 

attending  tutorials 

 

ü Student survey available 

and up to date 

 

ü Data collated, discussed in 

committees and acted on 

 

ü Feedback scores 

 

 

   3.3.4 Collect 

employer feedback on 

the quality of 

graduates, and track 

students after 

graduation 

 

Design and put into 

practice a questionnaire 

for employer feedback on 

graduates they employ 

(skills, knowledge) 

 Assistant Dean  

for Academic 

Affairs, Assistant 

Dean for Student 

Affairs 

ü Employer survey 

available 

 

ü Data collated, 

discussed in College 

committees and acted 

on 

 

ü Feedback scores 

 

   3.3.5 Benchmark 

learning quality with 

other similar 

institutions in the 

region 

 

Data exchange on 

teaching/learning agreed 

with at least one similar 

institution 

 

 

 

Dean ü Memorandum 

of 

Understanding 

with the 

institution 

concerned 
 

 

 

 

 

 

 
 

 

Standards  College 

Goals 

Sub-Goals Strategies Implementation 

Steps 

 

Achieved 

By 

Responsibility Indicators/Evidence 

Standard 

4: Student 

Services 

ñProvide 

first-rate 

services to 

studentsò 

4.1 Set up effective 

channels of 

communication 

between students 

and the Student 

Affairs Office, and 

keep students fully 

informed 

4.1.1 Provide a monthly 

opportunity for students 

to raise issues on 

matters such as 

accommodation, student 

discipline and so on 

Timetable a one-hour 

session (once a month) 

for students to visit the 

Student Affairs Office 

 

 

 

 

 

Assistant Dean for 

Student Affairs 

ü College timetable 
 

ü Minutes and action 

points noted at the 

monthly meetings 
 

ü Measures of 

student satisfaction 

   4.1.2 Produce a  

comprehensive Student 
Update and make 

available the Student 

 

 

Assistant Dean  for 

Student Affairs 

ü Handbook 

available, 
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Handbook giving full 

details on registration, 

disciplinary matters, 

medical services, health 

and safety, student 

counselling, social matters, 

sports, and all other 

student-related matters 

Handbook in time for 

each new academic year 

 

 

 

 

 

 

Head of the 

English Language 

Center   

comprehensive, up 

to date and given to 

all students 

ü Outcomes of 

student discipline 

cases 

ü Number of student 

appeals 

  4.2  Regularly 

review and improve 

student services 

4.2.1 Ensure that student 

services are reviewed 

annually and that 

students contribute ideas 

and feedback to 

stimulate improvements 

Design and put into 

practice a questionnaire 

for student feedback on 

all student services 

 

 

 

Assistant Dean for 

Student Affairs 

Head of the 

Educational 

Technologies 

Center   

ü Annual student 

survey carried out  
 

ü Data collated, 

discussed in 

committees and 

acted on  

   4.2.2  Put into practice 

procedures for an annual 

cycle of review and 

improvement 

Ensure that a clear and 

comprehensive annual self-

assessment report on 

student services is 

compiled, discussed at 

College Board and actions 

identified 

 Dean,  

College Board 

ü Self-assessment 

report 
 

ü Board minutes 
 

ü Action plan 

   4.2.3 Well qualified 

staff deliver services 

Professional counsellor 

and nurse appointed 

 Dean, College Board, 

Assistant Dean of 
Student Affairs  

ü Qualifications of 

specialist staff  

 

 

 
Standards  College 

Goals 

Sub-Goals Strategies Implementation Steps 

 

Achieved 

By 

Responsibility Indicators/Evidence 

Standard 

5: 

Learning 

Resources 

ñProvide 

excellent 

learning 

resources for 

students, and 

encourage 

students to 

develop their 

skillsò 

5.1 Maintain, 

and constantly 

update and 

improve, 

resources 

supporting 

learning of 

transferable 

skills 

5.1.1 Foster 

excellent IT 

skills and 

awareness 

among students 

Annual improvement in the 

student : PC ratio  

in the College 

provide high-speed internet 

access  

 

 

 

 

 

 

Dean,  

Head of the 

Educational 

Technologies Centre  

ü Calculated ratio of 

PCs per student 

 

ü Survey evidence of 

student satisfaction 

with IT resources 

 

ü Internet speed (Kbps) 

and accessibility 

 

   5.1.2 

Transform the 

College library 

into a Learning 

Resources 

Centre 

Annual improvement in 

volumes/titles  in the library; 

annual improvement in digital 

resources (such as CD ROMs) 

available; annual improvement 

in journals/e-journals available 

to students; learning resources 

available on the College intranet 

 

 

 

 

 

 

 

Dean, Head of the 

Educational 

Technologies Centre 

Head of Library  

ü Calculated ratio of 

books (volumes and 

titles) per student 

 

ü Catalogue of journals 

and e-journals 

 

ü Survey evidence of 

student satisfaction 

with Learning 

Resources Centre 

 

   5.1.3 Ensure 

students have 

The Learning Resources Centre 

and computer labs are available 

 

 

Assistant Deans of 

Academic & 

ü Opening times for 

Learning Resources 
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maximum 

access to 

learning  

resources 

 

to students both inside and 

outside normal teaching hours 

 Students Affairs, 

Head of the 

Educational 

Technologies Centre 

Centre and computer 

labs 

   5.1.4 Ensure 

learning 

resources meet 

learner needs 

Staff-Student Committee meets 

regularly to discuss and upgrade 

 Assistant Dean of 

Academic Affairs 

ü Minutes of the Staff-

Student Committee 

 

ü Surveys 
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Standards  College Goals Sub-Goals Strategies Implementation 

Steps 

Achieved 

By 

Responsibility  Indicators/Evidence 

Standard 

5: 

Learning 

Resources 

ñProvide 

excellent learning 

resources for 

students, and 

encourage 

students to 

develop their 

academic, 

vocational and 

social skillsò 

 

 

 5.1.4 Ensure that 

staff in  the Learning 

Resources Centre 

and computer labs 

are qualified to 

assist students 

Recruit qualified staff and 

provide appropriate 

training to ensure active 

support is given to students 

 

 

 

 

 

Assistant Deans of 

Academic Affairs & 

Student Affairs  

ü Professionally 

qualified librarians 

and IT staff 

appointed 

 

ü These staff have 

received training in 

learning support 

  5.2 Ensure that 

the Learning 

Resources 

Centre is 

efficiently run 

and maintained 

 

5.2.1 Put in place 

efficient systems for 

the cataloguing and 

search/retrieval of 

learning resources 

An appropriate and up to 

date library management 

information system is in 

place and is operated by 

staff who have received 

training 

 

 

 

 Assistant Deans 

Head of the 

Educational 

Technologies 

Centre  

ü MIS in place and 

fully operational 

 

ü Staff have received 

training 

 

 

 

 

 

 

 

 

 

 

 

 

 
Standards  College 

Goals 

Sub-Goals Strategies Implementation 

Steps 

Achieved 

By 

Responsibility Indicators/Evidence 




