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1.0 General remarks
This section of 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
Nizwa College of Technology (NCT) is one of seven colleges of technology in the Sultanate of
Oman operating under the auspices of the Ministry of Manpower (MoM). The other six colleges
are located in Ibra, Ibri, Musanna, Salalah, Shinas, and Muscat. Currently, bachelor degrees are
only offered in Muscat, which is incidentally the only higher college of technology from the seven
colleges. The remaining six colleges offer up to high diploma degrees.
Nizwa College of Technology is located on the eastern side of the town of Nizwa, twelve
kilometers from its city centre and about 180 kilometers northwest of Muscat. It started in 1993
as Nizwa Technical and Industrial College as one of four vocational training institutes upgraded
by the MoM. It was renamed Nizwa College of Technology in 2001 through Ministerial Decision
No. 174/2001.

Although NCT started its operations with vocational training facilities, over the years, new
buildings were constructed and equipment upgraded. The college started with 102 students
served by 22 academic and 12 administrative staff with Arabic as the medium of instruction. In
1996, it started offering General National Vocational Qualifications (GNVQ), a three year program
with one “Foundation” year, and English was used as the medium of instruction. In 2000, GNVQ
was replaced with the Omani National Diploma (OND) program which still utilized the vocational
training scheme of GNVQ but giving more focus to academically oriented courses. Similar with
GNVQ, the OND program also has three years duration.

In 2003, a new credit hour system was introduced which is still being used today. This program
allows four levels of graduates; Certificate, Diploma, Higher Diploma and B Tech. As mentioned
previously, NCT only offers the first three levels.

The college is run and regulated by the College Bylaws issued through Ministerial Decision
72/2004 in 2004. Students join NCT after successfully completing twelve years of general
education. During the foundation year, they have to pass an in-house TOEFL to be able to join a
specialization. Furthermore, they have to complete an on-job-training and enhancement training
before they can graduate.

Currently there are 2,595 students with 160 academic staff, 69 support staff and 46
administrative staff. Admission is open to all Omani students who have achieved a General
Secondary School Certificate and meet the eligibility criteria set by the Higher Education
Admissions Centre (HEAC). There are three academic departments in the College: Engineering,
Information Technology and Business Studies. After the certificate year, the Business Studies
Department offers specializations in Office Management, Human Resources, E-Commerce and
Certified Accounting Technician. The Engineering Department offers specializations in
Mechanical, Electrical Power, Electronics and Communications, Computer, Oil and Gas, and
Mechatronics Engineering. The Information Technology Department provides General IT study
2

up to the diploma level and specialization in the higher diploma level in Database, Software
Engineering, Networking, and Internet and e-Security.
1.2 College vision

We will be a leading technological institution providing high-quality teaching and learning to prepare
and empower the Omani professionals of the future to contribute to national socio-economic
development.
1.3 College mission
To deliver high-quality student-centered education that produces competitive graduates who enter the
labor market with confidence, strong technological and personal skills, prepared for a life of
contribution and success.
1.4 College core values
In pursuing its mission, the college core values are:
•
•
•
•
•
•

Professionalism – Hard work, commitment, accountability and transparency.
Integrity – Honesty and fairness
Flexibility – A willingness to learn, develop new skills and take on new responsibilities.
Teamwork and Tolerance - Transparency, diversity, acceptance, openness to constructive
criticism and ethical behavior.
Creativity and Innovation – Imagination and originality.
Communication – Commitment to the effective exchange of information.

1.5 Strategic planning
1.5.1 The College operates within the parameters of a Strategic Plan approved by the Ministry
of Manpower.
1.5.2 The Strategic Plan sets out in detail the college goals and objectives, and provides clear
guidance to the college in the short- and medium-term.
1.5.3 Key Performance Indicators (KPIs) 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 operational plans
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 Bylaws of the Colleges of Technology.
1.6 The meaning of ‘quality’
1.6.1 High quality organizations do things well. A high quality educational institution should:
3

•
•
•
•
•
•
•
•
•
•

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.
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 College quality philosophy
2.1.1 Quality is a vital part of Nizwa College of Technology 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 staff member to understand the college’s
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 college 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 emphasizes:
• full compliance with the Bylaws of Colleges of Technology;
• college-level planning consistent with the overall Strategic Plan (see sections 1.5.1 and
1.5.2 of this document);
• constant monitoring of college departments to assess progress in implementing
operational plans;
• careful monitoring of course and programme delivery across the curriculum, including
On-the-Job Training (OJT);
• data collection on college graduates to ascertain the effectiveness of education and
training they received;
• rigorous self-assessment across all departments, taking into account mission, goals and
objectives.
2.1.6 The college 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.
2.2 The scope and purpose of Quality Assurance Manual (QAM)
2.2.1 This manual sets out in detail the college 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
6

•
•

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 college annual quality cycle
2.3.1 The college quality assurance and 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-ResultsImprovement) Model (see Figure 1), advocated by the Australian Universities Quality
Agency (AUQA) and the Oman Accreditation Council. 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 college approach is set out in its Strategic Plan. Annual centre/department
Operational Plans show how this will be put into practice. Department Operational Plans
are drawn up by the College Dean, Assistant Deans, Heads of Center, and Heads of
Departments annually every June and July.
2.3.4 In the second phase (Deployment) Centre/Department Operational Plans are implemented
at department level. This phase begins in September of each year as the new academic
year gets under way.
2.3.5 During the Results 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 Operational Plans have been properly
implemented, to what extent recent changes in practice have been beneficial, and what
further improvements need to be made. The Quality Assurance Follow-up Unit monitors
the process of evaluation.
2.3.6 The Improvement phase takes place during April and May. Drawing on the results of
evaluation, each Head of Department produces a standardized annual report for the
College Dean (see Appendix 1). These reports outline the major events affecting each
department’s work during the year under review, and conclude with recommendations for
improvement.
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2.3.7 The annual reports of the departments – and particularly their recommendations for
improvement – form the basis of a new Operational Plan drawn up by the College Dean,
Assistant Deans, and Heads of Centers and Departments, and a new cycle begins.

Figure 1: The College’s 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.
•
•
•
•
•
•
•
•
•
•
•
•
•
•
•
•
•

College 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, Counseling 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:
o Good communication between themselves and their staff
o Good communication between themselves and the College Dean and Assistant
Deans
o Smooth implementation of comprehensive and up to date departmental policies
and procedures
o Regular and continuous 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 of Colleges of Technology,
Article 14.
2.6.2 Responsibilities
The main responsibilities of the College Council are set out in the Bylaws of Colleges of
Technology, 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 of
Colleges of Technology, 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 College 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 subcommittee must draw the College Dean’s attention to these recommendations before the
College Council meeting, and the recommendations must be discussed at the College Council.
They can then be rejected, approved, or approved with specified amendments.
For staff-student programme committees see Section 4.10 of this document. 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.
College 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 of Colleges of Technology.
2.7.3 Examinations Committee
An Examinations Committee will be convened according to Article 68 of the Bylaws of
Colleges of Technology.
2.7.4 Health & Safety Committee
The Health and Safety Committee will have the following membership:
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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 College Dean on issues regarding health and safety policy of the college
• to ensure that reasonable steps are being taken to promote the safety of staff, students
and other persons inside college premises
• to review implementation of the college 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 during 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 section 3.6.2 below)
2.7.5 Research & Consultancy Committee
The Research and Consultancy Committee will be chaired by the College 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 Chairman will have the
deciding vote. The meeting will have a quorum when at least half the members are present.
The main responsibilities of the Research and Consultancy Committee are 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
Organizing 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 every semester.
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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,
especially the College 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 staff are expected to provide example to students and staff on 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 College Dean, will take
responsibility for the quality of college performance, including the quality of student
experience, and maintenance of appropriate standards for academic awards (e.g. Certificate,
Diploma, Higher Diploma and Degree). The College Dean will also take responsibility for the
proper operation of the College Council, meeting regularly with full agenda, and with attendees
from the private sector.
Heads of Department will be responsible for ensuring that planning and operation at
departmental level are consistent with the college Strategic Plan and the annual college
Operational Plan.
3.1.3 Role and responsibilities of the Ministry of Manpower
The Ministry of Manpower (MoM) oversees the operation of Nizwa College of Technology and
it is the final arbiter on any matters relating to it.
The MoM, through the Directorate of Technological Education, has the right and the
responsibility to ask for any information, at any time that it considers is necessary, to establish
that the college is working well.
The MoM also has the responsibility to respond promptly to any reasonable requests received
from the college. This includes requests for additional staff or resources, once these have been
officially approved.
The MoM and the college will jointly ensure that channels of communication between them
operate efficiently at all times.
3.1.4 Role of the Ministry’s 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 college to develop internal quality systems, through selfevaluation and other strategies;
14

•
•
•
•
•

conduct workshops in the college according to needs;
monitor the college’s performance and compliance with the QAM, College Bylaws and
other MoM directives;
assess progress of the college in implementing the Strategic Plan;
conduct quality audits at regular intervals in the college;
produce reports for the 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 supervising and controlling the expenditures of the college.
Once the college budget has been allocated, the College Dean, Assistant Deans, and the
Head of Financial Affairs will meet to decide how the overall amount will be allocated to
specific budget heads.
The budget setting will at all times be carried out in the light of college 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 in the
following sections.
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 college’s smooth operation.
3.3.2 The Assistant Dean for Administration and Financial Affairs will report to the College 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
15

•
•
•

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 hitech equipment and machinery is serviced on or before the due date in coordination with
staff responsible for these equipment and machinery in each center/department.
3.3.5 When a piece of equipment, 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 ancillary services (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;
Seek cost-effective solutions wherever possible;
Maintain good record-keeping in relation to ancillary services so that arrangements can
always be investigated whenever this is 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 College Dean) to ensure that ancillary services are provided appropriately.
3.6 Policy and procedures on health and safety
3.6.1 General remarks
It is the policy of the college to ensure the health, safety and welfare of its staff and students as
far as this is reasonably possible.
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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 Health & Safety Committee

The Health & Safety Committee (see also 2.7.4 above) is responsible for the following:
•
•
•
•
•

3.6.3

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.

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 of Colleges of Technology, Article 25 (E).
Each new member of staff will be acquainted with this policy statement during induction
(see section 8.4 of this document) and will be informed of the committee’s organization and
arrangements for health and safety management.
The successful implementation of this policy requires the co-operation and commitment of
everyone in 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 organizational changes.

3.6.5

Health and safety procedures
The college health and safety procedures are set out in the Quality Sub-Manual for
Laboratories and Workshops. They cover, among other matters:
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•
•
•
•
•

Health Education
First aid in the college
Medical emergencies
Safety procedures – general
Safety procedures – laboratories and workshops

3.7 Policy on community engagement
3.7.1 The college recognizes 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

3.7.2 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

3.7.3 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 College Dean and, where appropriate, incorporated in the QAM.
3.8 Policy on media relations
3.8.1 The college understands the importance of managing its status and profile in the print and
broadcast media.
3.8.2 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 College Dean.
3.8.3 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 College Dean decides that there is something in the college to draw the attention of the
wider public.
3.8.4 A Media and Marketing Unit will be set up to manage this area of college activity.
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3.9 Policy on inter-institutional relations
3.9.1 The college recognizes that it does not exist in isolation and that it is to its benefit as an
institution to foster and maintain mutual relationships and contacts with other educational
institutions in Oman, across the Gulf region, and internationally.
3.9.2 The potential benefits from such links and contacts are:
• Sharing information about the practices of other schools, colleges and universities and,
where appropriate, adapting this to the college needs
• Inviting outside speakers to the college
• Building up inter-institutional links leading to sporting and cultural cooperation
• Signing of Memoranda of Understanding (MoUs) or Memoranda of Agreement (MoAs)
to formalize cooperation on specific issues such as exchange of staff, visits students,
exchange of students, and co-institutional forums on teaching and learning, or research
3.9.3 The college will continue to seek formal and informal links with appropriate institutions in
the coming years.
3.9.4 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.
3.10 Policy on relations with the private sector and governmental organizations
3.10.1 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 organizations.
3.10.2 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
organizations;
• keep accurate records of official meetings with such organizations;
• invite individuals from such organizations to visit the college;
• maintain private sector representation on the College Board.
3.10.3 The college will devise detailed procedures for putting these policies into practice and will
designate an individual or a small unit (e.g. Marketing Unit) to take responsibility for
promoting relations with the private sector and public organizations, and for keeping a
database of contacts and all other related records in good order.
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4.1 Teaching and learning strategy
4.1.1 The basis of the strategy
The college 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.
The college pedagogical framework provides details of the college learning philosophy, as well
as more specific pedagogical strategies and tactics as implemented in various centers and
departments. (see Appendix )
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. Moreover, as the college is a technological college, the college ensures
that its graduates are equipped with practical skills on new technologies in the workplace,
whether they are hardware and software. As such, the college sees to it that relevant and timely
technologies are inculcated and developed in its students, and this is supplemented by adequate
immersion of students in the real work environment in the form of training, before they
graduate.
4.1.3 Cognitive skills
The college seeks to develop in its students cognitive skills such as the ability to evaluate and
analyze. 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 college understands that the development of competent graduates does not rely on
equipping them with hard skills only. The college realizes that equal development of students’
soft skills is important. As such, the college prioritizes the development of the following
interpersonal skills in its students: ability to communicate effectively in both spoken and
written Arabic and English; ability to function as a team-member or as a team-leader; and
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.
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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 (including e-learning)
The college curriculum is delivered through a carefully calibrated mix of lectures, seminars,
tutorials, e-learning 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 recognizes 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 “stand and deliver” experience that might have been seen in the past
at traditional universities and colleges. Instead they incorporate small tasks for students to
attempt at various points in the lecture. These tasks serve several functions: first, they break up
a long lecture and help maintain students 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.
4.2.2 Seminars
The college uses the term “seminar” 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.
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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 public forum of lectures or seminars they might
be too shy to raise.
As it is also the role of all course tutors to be academic advisors of a set of students, all college
tutors have timetabled office hours 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 on an appointment.
4.2.4 Practical work
The term “practical work” covers any supervised tasks undertaken by students in college
workshops or laboratories and involves the use of specialist equipment. It does not include Onthe-Job Training (OJT), which is dealt with at Section 4.9 of this document.
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 a graph.
In all cases, practical work will be carried out with appropriate supervision and technical and/or
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 practicing
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 students gain further understanding of the links
between theory and practice.
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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 answers to be provided by
tutors or to be available without the need for further thought.
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. Moreover, supplemental activities and discussion forums in the elearning portal are set-up so that students and tutors will have extended times interacting with
each other and thereby giving students other alternative forms of learner –centered learning.
Furthermore, students are expected to use the resources in the LRC, such as internet access
and digital library, and the availability of a wide range of books to support their learning.
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 skills they need to succeed in the modern world.
4.3.2 The MoM seeks at all times to recruit teaching staff that are suited by both personality and
qualifications to handle the challenges of delivering the curriculum using English as the
medium of instruction.
4.3.3 Once academic staff arrives in college, they are assisted in settling in quickly, and in
preparing themselves for the task at hand, by comprehensive processes of induction and
mentoring (see Sections 8.4 and 8.5 of this document).
4.3.4 Appraisal procedures for academic staff (see Sections 8.7 and Appendix 3A of this document)
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.
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4.4 Systems for quality teaching

Quality in teaching and learning is a core value and a primary commitment of Nizwa College of
Technology. The vision, mission and goals of this college uphold quality as the most strategic
direction for all endeavors of the institution.
Based on the Bylaws of Colleges of Technology and on various benchmark factors, the college
continually strives to improve quality across the whole function of teaching and learning.
The academic administration has laid out extensive systems to ensure achievement of intended
quality standards in all teaching and learning functions. Some of the most important include:
•
•
•
•
•
•
•
•
•
•
•

Holistic Approach to teaching quality through the college pedagogical framework
Continuous improvement in quality based on regular feedback
Leveraging modern teaching technologies and other resources for enhanced quality.
Embedding self learning activities within teaching
Collaborative approach to sharing of best practices and to ensure consistency in quality.
Ethical approaches to quality achievement and improvement with adherence to academic
Integrity and Intellectual Property Rights (IPR) principles.
Preparation and maintenance of comprehensive teacher portfolios.
Involvement of students in teaching and learning through the assessment of their participations
in all areas of the process.
Implementation of team teaching and peer coaching methods to ensure knowledge sharing.
Professional approach to staff development through continuous training programs.
Implementation of quality tool (ADRI model) for self–assessment and continuous
improvement.

Quality in teaching is achieved through careful implementation of the approaches listed above.
4.4.1 The Pedagogical Framework

The Bylaws of Colleges of Technology, vision of the college, and the quality system of ADRI
set out the broad approach to quality standards in the college. Based on the guiding principles
offered by the above, the college has designed a general pedagogical framework to be
implemented by academic departments after customizing to suit the specializations offered. The
framework provides the broad quality philosophy and standards to be practiced in all teaching
and learning functions of the departments.
The course tutors develop their course delivery and assessment plan using the framework.
4.4.2 Continuous feedback based teaching and learning process
Quality is continuously monitored and ensured through the process of persistent feedback in
every stage of the teaching function. Holistic approach to feedback ensures that all direct
stakeholders to the teaching process have an opportunity to offer feedback in order to ensure
that the commitment to quality is fulfilled. Feedback on teaching quality of a course tutor is
received from students, heads of sections, heads of departments, academic administrators and
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peers. The results of feedback are used for improvements and other quality related decision
making.
As part of the evaluation and appraisal procedure, visits are made by officials to classes. Also,
teaching quality feed back is collected from students for all staff every semester. In addition, a
peer is invited for a class visit in order to provide feedback on the teaching methodology. As
part of performance appraisal, the Head of Section and the Head of Department make a formal
feedback covering all aspects of the teacher annually.
4.4.3 Application of technology for better quality
Technologies that support and enhance teaching quality are also utilized. The e-learning
systems of the college support the face-to-face discussions in the classroom. Course tutors
apply e-learning systems in the area of course delivery, student participation and academic
assessments, as well as in knowledge sharing.
4.4.4 Collaborative approach to teaching
In an effort to constantly keep the methodologies updated with the international standards and
achieve consistency in inputs and methodologies, the college offers various platforms for
sharing of best practices and ideas like inter-college and intra-college academic and cultural
competitions, seminars, conferences and symposiums. In addition, the college has established
systems such as exclusive electronic discussion forum for teaching and learning, team teaching,
peer coaching and peer feedback systems. These systems and platforms lead to consistency in
teaching quality.
There is a close coordination among staff in supporting teaching quality in the college. The
delivery plan of each course is reviewed and feedback given by Heads of Section and Course
Coordinators. All assessment questions for all courses undergo the process of moderation by
peer review method. In addition, students are given opportunities in Students Club to assume
and practice the role of teachers and leaders.
4.4.5 Academic Integrity-an important element of teaching quality
All activities that ensure teaching quality are chiefly governed by the principles of high moral
and ethical standards. Integrity is an integral part of the teaching and learning process.
4.4.6 ADRI model of self-assessment in teaching practices
The college follows an ADRI model for self-assessment of teaching and learning. The model
provides guidance for all academic staff to assess their work in order to continuously improve
the quality of teaching.
The quality model which encompasses the cycle of Approach, Deployment, Results and
Improvement is adhered to by tutors in the academic departments. In conformation to the
model, the tutors carefully plan out the approaches to be adopted in all the process of offering a
course followed by careful deployment and analysis of results for further improvements. The
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course outcomes provided by the ministry and the college identified graduate attributes offer the
broad guidance in making the most appropriate approaches to course delivery and assessments.
The ADRI model in teaching and learning provides staff with efficient ongoing tool for
professional growth. Each course tutor prepares and maintains course portfolios which contain
records of all the approaches, deployment steps, records of results and points for further
improvement for every course that they are in charge of.
4.4.7 Continuous quality improvements
The college works with the sprit of continuous improvement to teaching quality. Feedback
gathered from all stakeholders, and the results and outcomes of all teaching and learning
processes are used as inputs for further quality improvements. The college motivates quality
improvements through use of incentives: Identifying and rewarding the “employee of the
month”, reward for effective implementation of ADRI assessment in the teaching process,
awarding of certificates for conducting and attending staff development programs are some of
the reward systems designed for overall quality improvement in teaching and learning process
in the college.
The following are some of the steps adopted to ensure continuous improvement in teaching
quality:
•

Adherence to ADRI model ensures linking of objectives, outcomes and results to further
design better approaches.

•

Course materials are reviewed regularly and the improved course materials are kept in the
department/section library.

•

The performance appraisal system for teaching staff includes review of response to earlier
appraisal results

•

Conducting continuous staff development programs towards improvement in specific areas
such as new pedagogies, professional development, implementation of ADRI, self
assessment, administration of teacher portfolios, sharing of best practices, etc.

•

Creating and managing a well functioning e-forum exclusively for teaching and learning.

Thus at Nizwa College of Technology, continuous teaching quality improvement, is a core
aspect of the responsibilities of teachers, supervisors, technology support staff and college
administrators.
4.5 Graduate Attributes and Student Learning Objectives

NCT aims to produce graduates with ten essential attributes (given below). These attributes are for
ensuring the students’ professional and personal growth after graduation for them to contribute to
national development.
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At NCT the inculcation of these attributes in students takes place very smoothly in their study by
means of various courses, course related activities and through extracurricular activities. In all
course delivery plans, the graduate attributes that are addressed by the course are mentioned. In
short, the attainment of attributes is an indirect effect to the students while achieving the course
outcomes. Because of these, the assessment system that is followed ensures the achievement of
outcomes as well as attributes.
Following are the details of attributes and how they are achieved,
4.5.1 The college aims to produce graduates who are discerning and disciplined individuals acting
at all times according to ethical and moral principles.
There is a general course called "Business Ethics" which is taught to all the students in the
college which teaches them about the ethics related to various aspects of work. In addition,
strict implementation of college rules and associated counseling at various stages (whenever
the student commits a mistake) by lecturers, advisors and all related staff imparts the
importance of self discipline and moral values to students. Moreover, in the college
assessment system, the college gives due importance to the behavior and discipline through
class participation marks.
4.5.2 The college aims to produce graduates who are able
skills they have acquired in the work environment.

to

apply

the

knowledge

and

During the final year project and in OJT and EPT as well, students are given a chance to
apply the knowledge and skills they have acquired in a simulated /real work environment
with a supervisor monitoring and helping during the process. The proposed simulation center
will also contribute for imparting this attribute in the future.

4.5.3 The college aims to produce graduates who are able to think critically, analyze and solve
problems.
All mathematics courses, all problem-based courses, and a common course called "Formal
Logic" are all contributing to the development of this attribute in students. In addition, the
final year project provides them ample avenues for critical thinking, analysis and problem
solving. Likewise, basic IT courses also develop “logic formulation” in students which is
essential in the development of this attribute.
4.5.4 The college aims to produce graduates who have a high degree of competence in using
information technology.
From the students’ foundation year until graduation, courses like "keyboard skills”,
"information system & multimedia" and other computer related courses ensure the
inculcation of this attribute. In addition, the usage of computer software in meeting certain
course objectives and submission of assignments etc., are contributing immensely. Also,
most specializations have a basic programming course which is also essential in today’s
work environment.
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4.5.5 The college aims to produce graduates who are professionally competent and up-to-date
in their field of specialization in a changing global environment.
All the specialization oriented courses in various departments are developing this attribute.
Moreover, specialization courses are supplemented with locally-conducted and external
seminar-workshops to further update the skills and knowledge of students.
4.5.6 The college aims to produce graduates who can communicate effectively in written and
spoken English.
Foundation level English language courses, post foundation English courses in addition to
the general medium of instruction (i.e. English) are all infusing this attribute in students.
4.5.7 The college aims to produce graduates who demonstrate good interpersonal skills in team
work and leadership roles.
"Final year project", group activities assigned in some courses, club activities and other
extracurricular activities ensure the installation of this attribute to students’ personality.
4.5.8 The college aims to produce graduates who recognize the importance of lifelong learning and
are committed to self-development.
E-learning environment, the importance given to self-learning by staff through assignments,
and motivation provided in classroom lectures on self development contribute to the
development of this attribute. There are also learning communities developed by both staff
and students in several courses that instill in students the value and importance of lifelong
learning.
4.5.9 The college aims to produce graduates who are socially responsible citizens aware of
contemporary issues in contributing to national development.
Time and again, by reminding this attribute through various means such as in students’
induction meetings, notices etc., NCT students are made aware of their responsibilities
towards the nation and its development. In addition, the college provides opportunity
through its students through scout membership for interested students to serve the society.
Moreover society-oriented final year projects are given importance in students’ final year
project selection.
4.5.10 The college aims to produce graduates who are able to demonstrate and apply their
entrepreneurial skills.
Though this attribute and the previous one are not directly instilled by means of any course,
supporting activities and infrastructure such as the proposed simulation center, proposed
incubator, student EPT and invited lectures are all contributing to the development of these
attributes.
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4.5.11 Assessment of Attributes
Popular belief is that the assessment of graduate attributes is a continuous process of
assessing one's engagement and experience in related areas. At NCT, the extent of
attainment of attributes by a graduate is generally reflected by the overall CGPA scored by
that graduate. In addition, NCT plans to conduct an online “Employability Test" after OJT
to find out any lacunae which can be subsequently corrected in the following EPT.
4.6 Learning resources strategy
4.6.1 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.
4.6.2 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.
4.6.3 The college learning resources strategy is based on the need to increase annually the quality
and the number of learning resources available to students, in order to improve learning
opportunities and the quality of learning generally.
4.6.4 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;
The college seeks to maintain, and where possible increase, the ratio of library books,
CDs, DVDs and hard copy of journals and technical magazines per student;
The college endeavors at all times to improve workshop and laboratory provisions in
line with increases in student numbers;
The college endeavors to maintain and upgrade the level of all hi-tech equipment that
supports teaching and learning on a year-on-year basis.

4.6.5 The belief of the college is that it can only truly fulfill its mission when it is constantly able to
improve the quality of its learning resources.
4.7 Policy and procedures for On-the-Job Training (OJT)
4.7.1 The definition of On-the-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.
4.7.2 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 specialization.
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4.7.3 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 On-the-Job
Training Policy and Procedure Manual.
4.7.4 The OJT Information System is web-enabled application software that is used to manage all
information about NCT (Nizwa College of Technology) OJT Students. It can facilitate the
monitoring of Student Registration Record, College Assessor Visit Schedule, Assessment for
OJT Remarks, and printing of needed reports needed by the MoM.
Following are the functions of OJT Information System:
Utilizing OJT Student Deployment such as assigning of Organization and Assessor.
Managing of the Company/Organization information where OJT Students conduct their
training.
o Monitoring of Assessors’ Students and Organizations Visit Details and Schedule.
o Posting of OJT Student Performance such as remarks and attendance.
o Managing of Assessor Visit Dates/Schedules.
o Summarizing of OJT Students Statistics such as OJT Completion Status.
o Search Module that caters a rapid way in searching data (Students, Assessor,
Organization)
o Capability to Filer students records according to Status and Department.
o Caters to the printing of reports needed for OJT Program
o
o

4.8 Policy and procedures for Enhancement Practical Training (EPT)
4.8.1 Enhancement Practical Training (EPT) is an internal training that is required for students
before they are allowed to graduate in their current level. It is envisaged to enhance the
practical skills acquired by students from their previous courses to better prepare them for
the technical requirements of the workplace where they will go very shortly.
4.8.2 The college realizes the importance of equipping students with the necessary hard and soft
skills required in the modern workplace. As such, departments provide enhancement training
to their students before they are allowed to graduate in their current level (whether
certificate, diploma, or high diploma).
4.8.3 Coordinators from different departments prepare the training program, and in some cases
request the assistance of other units of the college (e.g. ETC, Library, Student Affairs, etc) in
conducting the training for their students. Aside from workshops and tutorial formats, EPT
students are also immersed in the actual work done in these units so that they would have a
“feel” of the actual work environment and be prepared when they work outside.
4.8.4 Full objectives and procedures for EPT, as well as other requirements can be found in the
Policy and Procedures Manual of each individual center/department, as well as in the OJT
Department Manual.
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4.9 The structure of academic programmes
4.9.1 For general information about the structure of college programmes, see the Bylaws of
Colleges of Technology, Article 40 onwards.
4.9.2 The structure of each programme, including a full list of courses, is made available to
students on the programme in the Student Handbook (see Section 8.3.2 of this document).
4.9.3 The structure of all academic programmes run by the college is available in Appendix Five.
This includes:
•
•
•
•

Engineering, Business, and IT specializations;
The structure all programmes (Certificate, Diploma, and Higher Diploma) run by the
college for each of these specializations;
The structure of the General Foundation Programme;
The structure of any other programmes that are regularly run by the college.

4.9.4 The academic programmes’ degree audit is also accessible through the college website. Staff
and students can download them.
4.10 Approval of courses and programmes
The approval, monitoring and review of courses and programmes are of vital importance in
maintaining and improving academic quality in the college.
4.10.1 Programme approval
At present, academic programmes that are offered in the college are approved by the Ministry
of Manpower and the Ministry of Higher Education.
4.10.2 Course approval
At present courses within academic programmes are approved by the Ministry of Manpower.
4.11 Monitoring of courses and programmes
4.11.1 The term “monitoring” 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.
4.11.2 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.
4.11.3 College questionnaires include both “closed” and “open” 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
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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 College Dean (see Section 2.3.6 of this document).
4.11.4 Feedback from the private sector is collected by academic departments and also emerges
from employers’ comments on graduate quality.

4.12 Review of courses and programmes
Specialized programme-area committees or “Specialization 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 MoM for comments and/or approval.
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Section Five - Assessment
5.1 The college responsibilities in relation to assessment
5.2 Assessment strategy
5.3 Moderation procedures
5.4 Assessment Manual
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5.1 The college responsibilities in relation to assessment
5.1.1 The college has a responsibility to ensure that:
•
•
•
•

assessment practices are fair and accurate;
academic staff mark student 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 recognizes 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.
5.1.3 In order to ensure consistent implementation of assessment rules, the “Student Assessment
Handbook” is developed to be used by all academic staff of the college.
5.2 Assessment strategy
5.2.1 The college assessment strategy is fully integrated with methods of delivering the curriculum.
As seen in Section 4.1 of this document, the college teaching and learning strategy puts
emphasis on interactive learning, practical tasks, and the nurturing of critical thinking and
independent study. This emphasis is reflected in the college 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, projects and micro research works to assist student creativity
5.2.4 Examinations remain essential in higher education. They test the student’s ability to think
carefully and express himself clearly under time pressure, a situation that is likely to be
replicated later in the individual’s working life.
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 course learning
outcomes. Tasks for assignments are designed in such a way as to maximize the possibility
for students to display their individuality and creative thinking.
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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 presentation software.
5.2.7 Practical tests are an essential component of assessment in courses where students learn
practical skills such as those in areas of IT, sciences and engineering. Knowledge may be
tested by other means, but performance is best tested through practical assessment.
5.2.8 Participation in online discussion forums, as well as other online learning activities or tasks
also constitute an important part in the assessment of students. In this case, students are
given more options on participating in class which can enhance their learning experiences.
5.2.9 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 of Colleges of Technology, Article 62.
5.2.10 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.
5.2.11 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.
5.2.12 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).
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 judgment of the Head of Department will be final in such cases.
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6.0 A definition of academic standards
The term “academic standards” 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 (e.g. 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 college
will pay particular attention to the definition of “levels”, 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 level of 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 labor 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 skepticism, as untrustworthy indicators of an individual’s
professional worth.
In addition, if academic standards are not carefully maintained, the college’s 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 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 ultimately rests with the College Dean.
However, the College Dean relies heavily on the Assistant Dean for Academic Affairs, who has an
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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 and graduate attributes.
For Nizwa College of Technology, Specialization 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 labor 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 this Quality Assurance Manual and in the Bylaws of
Colleges of Technology. Specifically,
Programme and course design

See QAM Sections 4.7 to 4.9

Programme and course review

See QAM Sections 4.7 to 4.9

Marking and grading procedures

See Bylaws of Colleges of Technology, Art. 48 onwards

Approval of grades

See Bylaws of Colleges of Technology, Part Seven

Recruitment of staff

See QAM Section 9.1

In addition to the above, Nizwa College of Technology has put in place a network of External
Examiners with suitable expertise. The role and responsibilities of External Examiners are currently
being reviewed, taking into account new developments in 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 annually on the activities of the Nizwa
College of Technology, making recommendations for change where appropriate.
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7.1 Examinations
7.1.1 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 of Colleges of Technology. 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
the examinations timetable with corresponding invigilators
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, mobile 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 of Colleges of
Technology.
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 college clinic. If the diagnosis is such that he or
she should take the exam at a later date, he or she will be notified that a doctor’s note will be
required in order for him or her to re-take the exam at a later date.
The illness of the student will be reported in writing to the member of academic staff
responsible for the exam.
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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 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 College Dean,
who is authorized 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 of Colleges of Technology, Article 70.
7.3 Coursework
7.3.1 The college is committed to the consistency of academic standards. Therefore:
•
•

the late handing in of coursework is covered by a standard set of procedures (Late
Submission Policy), understood and implemented by all staff
cases of plagiarism (see Glossary) are also dealt with according to the Policy on Academic
Integrity and Plagiarism and a standard set of procedures related to it. Guidelines on
handling plagiarism cases are also developed, and should be known to all staff

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 “weighting” 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 barely pass grade.

7.3.5 All coursework which is handed in to the tutor must have a standard cover sheet on which is
recorded the student 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.
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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 “bunching” (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 collect his transcript from his advisor 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 level to the next (such as Certificate to
Diploma to Higher Diploma to Degree) are available in the Bylaws of Colleges of Technology,
Article 41.
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
of Colleges of Technology, 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 of Colleges of Technology, Article 72.
7.9 Assessment offenses
7.9.1 Cheating and plagiarism
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Please refer to Article 77 of the Bylaws of Colleges of Technology, as well as the college policy
on Academic Integrity and Plagiarism.
The general term “cheating” is used to mean an attempt to complete any form of assessment
through means that the college considers to be unfair.
The specific term “plagiarism” is used by the college to mean the act of claiming that an
academic work is one’s own, when in fact it is taken directly from other sources (published
work or another person’s work) without this fact being stated.
7.9.2 Steps to be taken
Please refer to the Bylaws of Colleges of Technology, Articles 80, 82, 83 and 84, as well as the
college Policy on Academic Integrity and Plagiarism and Guidelines on Handling Cases of
Plagiarism for Students.
7.9.3 Student appeals
Student appeals in regard to examination results are dealt with in the Bylaws of Colleges of
Technology, Article 68.
Appeals in relation to decisions of the Student Discipline Committee are dealt with according to
Article 87 of the Bylaws of Colleges of Technology.
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8.1 Student annual intake to the college
8.1.1 Student intakes will normally be carried out according to the guidelines of the Ministry of
Manpower in conformance to the eligibility criteria provided by the Higher Education
Admission Council (HEAC), through consultation with the college, and within agreed
quotas. See Bylaws of Colleges of Technology, Article 28.
8.2 Student admissions
8.2.1 Students are normally admitted into the General Foundation Programme (see Bylaws of
Colleges of Technology, 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 of Colleges of
Technology, 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 of Colleges of Technology, Article 32.
8.2.5 For policy and procedures on admitting students with disabilities and special educational
needs, see 8.4 below.
8.3 Student guidance
8.3.1 Academic advice
The college believes that it is imperative for all students to 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 of Colleges of Technology, Article 25A for further details.
Students will also be advised about important terms such as “probation”, “transfer”,
“dismissal”, “withdrawal” and “postponement”, as well as their meaning in practice. See also
Bylaws of Colleges of Technology, Article 51 onwards.
8.3.2 Student handbooks
It is the policy of the college to issue handbooks to all students, containing information essential
to successful study. The Registration Department will issue handbooks to students at the
beginning of their first semester of study.
This will normally contain five chapters:
1. Introduction to the College of Technology which includes:
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a. Introduction to the colleges
b. College Goals
c. Services and Facilities in the college
2. Study system in the college
a. Foundation program
b. Study program
c. Departments
3. Examination and Assessment System
a. Registration procedure
b. Examination and assessment system
4. Regulation, rules, and guidance
a. General rules
b. Disciplinary system
5. FAQ

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 counseling
The term “student counseling” 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 do not relate to study. See Bylaws of Colleges of
Technology, Article 26C.
The Head of Counseling 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 of Colleges of Technology, Article 26C.
The Head of Counseling 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 student’s stay in the college.
There will always be trained members of staff of both genders available to offer counseling at
any time.
8.3.4 Career guidance
Career guidance is offered by the Head Counseling and Graduate Follow-Up and associated
staff. See also Bylaws of Colleges of Technology, Article 26C.
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The college understands the importance of providing excellent career guidance to its students
and also 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 Sultanate’s 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 College Dean, examination papers will be read aloud to the student
and the student’s attention will be drawn to any options in the questions to be answered and
to parts of questions.
8.4.4 Finally, an amanuensis (a writing assistant) can be appointed (if available) 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 student’s
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 (if possible) for their learning and assessment, as suggested by academic staff and
agreed to by the College 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.
8.5 Student discipline procedures
8.5.1 See Section 2.7.2 of this document.
8.6 Student complaints procedures
8.6.1 For student academic appeals, see Article 68 of the Bylaws of Colleges of Technology.
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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 Student Council.
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, Counseling 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 College 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.
8.8 Graduate follow-up
8.8.1 The college recognizes 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.
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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
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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 college.
9.1.2 The college identifies academic staff shortages and reports these in writing to the Ministry of
Manpower.
9.1.3 Staff is then recruited by the Ministry of Manpower or its appointed agents through:
•
•
•

Placing advertisements in appropriate national or international newspapers, or by
advertising on web sites
Scrutinizing 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.
Procedures:
Procedure 1:
Head of Department positions 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 of
Academic Affairs for approval.
Procedure 2:
The Head of Department can be nominated by the Assistant Dean of Academic Affairs.
Regardless of the procedure, the nominee to the HoD position could get the approval of the
college council and the authorities at the Ministry of Manpower.
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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 of Manpower.
9.2.3 The Ministry of Manpower or its appointed agents then recruits staff by:
•

Placing advertisements in appropriate national or international newspapers, or by
advertising on web sites

•

Scrutinizing 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 the 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 organization. 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 Section 6.3.2 of this document) 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 organization 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 organization.
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.
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9.4 Induction of College staff
9.4.1 The term “induction” 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 college Quality Assurance Manual (QAM) and the College Bylaws
Briefing on the college Strategic Plan and the college calendar
Briefing on staff rights, staff code of conduct, and dress code

Note: Please consult the college Policy on Staff Induction, as well as the college Procedures on
Staff Induction for details of college induction activities.
9.5 Procedures for the mentoring of college staff
9.5.1 The term “mentoring” is used to mean the ongoing counseling and guidance provided by a
longer-established colleague (such as a Head of Section or Head of Department) to a newlyarrived 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 College 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
Workshops, training sessions and seminars in the college led by college staff
College-organized 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.
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9.6.4 Staff development will be a key issue to be addressed in annual department Operational 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 Staff Development Unit of the college.
9.6.5 Provision for administrative staff development will be at a lower per capita rate than that for
academic staff development, reflecting the college’s commitment to excellence in teaching
and learning. In addition the development of administrative staff can often be achieved inhouse.
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 specializations
Maintain awareness of visits to Oman of “experts” in various fields, so as to invite them to
visit the college
Maintain contact with colleagues in neighboring 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, following the guidelines set forth in Attending Conferences Policy) 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 of Manpower.
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 the college. Staff appraisal
should be linked to staff development, with any comparative weaknesses in a staff member’s
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 various categories of staff are different, reflecting the differing
characteristics of the roles. The college, through the Staff Development Unit, implements
staff appraisal and development of staff through the college Staff Appraisal Policy.
9.7.3 Staff appraisal system: academic staff See Appendix 3a.
9.7.4 Staff appraisal system: administrative staff See Appendix 3b.
55

9.7.5 Staff appraisal system: support staff See Appendix 3c. The term “support staff” includes
technicians.
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Section Ten – 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 specialization. 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 “research” 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 college profile and reputation.
10.1.3 In the context of the college’s 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 college reputation, the professional skills of staff, and
the good of the nation.
10.1.4 The term “consultancy” refers to any work, carried out with the Dean’s written approval,
that involves liaison with, and advice to, a company or other commercial or government
organization. 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 member’s 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 college’s reputation and the wider community.
10.2.3 The college and the Ministry of Manpower will endeavour to provide support for a staff
member or a group of staff (a “research team”) 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 recognized conferences
• Can be completed within an affordably small budget
10.2.4 The research team or individual should first approach the Chair of Research and
Consultancy Committee (see Section 2.7.5 of this document).
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10.2.5 The Chair of Research and Consultancy Committee will then raise the matter with the
College Dean, who will decide, on the basis of the criteria listed in Section 9.2.3 of this
document
• Whether the college is in a position to offer any support
• Whether the Ministry of Manpower should be approached as a potential source of
support
10.2.6 In this context the term “support” 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 of Manpower 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 of Manpower 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 member’s 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 Section 10.3.1 above, the proposal goes to the College 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
College Dean.
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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 of Colleges of Technology, the QAM, and
Ministry of Manpower decrees. The college Quality Assurance Follow-up Unit (QAFU) will be
the main forum for discussion of any non-compliance issues.
11.1.2 The College Dean, in consultation with his Assistant Deans, will from time to time identify a
particular department for a “spot audit”. 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 of Colleges of Technology, the QAM, the 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 College Dean and the
College Quality Assurance Follow-up Unit (QAFU) to make sure that the college is properly
prepared for such visits.
11.2.2 The QAD’s audits will cover the following main areas:
• Compliance with the Bylaws of Colleges of Technology, the QAM, and Ministry Decree
No. 14/2006
• Progress in implementing the college Strategic Plan
• Progress in self-assessment
• Implementation of internal quality audits
• Graduate follow up and graduate quality
• Staff appraisal system
• Departmental Action Plans
11.2.3 A report, addressed to the College Dean, will contain “commendations” (in relation to college
activities which are being carried out with particular efficiency) and “areas for attention”
(citing aspects of college performance which appear to need further improvement).
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Appendix One – College Strategic
Plan

NCT 3rd Strategic Plan 2013 – 2018

Nizwa College of Technology
July 2013

Introduction
The Third Strategic Plan of NCT (2013 – 2018), is the third Strategic Plan of Colleges of Technology in
Sultanate of Oman. This plan is the latest in a series of SPs guiding the CoTs since 2006 1. The SP was
developed following a thorough and exhaustive process. The ADRI cycle format was followed in its
development.

The Process

After the lapse of the 2nd SP 2009 – 2013, at the end of the AY 2012-13, a new SP was required.
Therefore the ADRI Cycle was used to develop the 3rd SP. The 2nd SP achievement was assessed using
the SPAR Template provided by QAD.

1

st

1 SP 2006 – 2009
2 SP 2009 - 2013
nd

The process involved in developing the 3rd SP included following steps:
Step 1: Review of the 2nd SP by NCT QAC
Step 2: Conducting a SWOT analysis workshop involving all stakeholders from all units at NCT
Step 3: Preparatory brainstorming workshop for SP, involving staff from all sections of NCT.
Reviewing the Vision, Mission, Core Values, Graduate Attributes, Goals and Sub-goals of 2nd
SP
Step 4: Preparation of SP WB, SPAR and 2nd SP. Workshop for all stake holders including student
representatives to brainstorm, identify, modify and propose Vision, Mission and Values
Step 5: 2nd preparatory workshop, involving all stake holders including the College Council with
industry representatives
Step 6: 3rd preparatory workshop, involving the NCT contingent to attend the QAD SP WS in Muscat
Step 7: QAD organized workshop; Strategic Planning and Performance Management: The Third
Cycle, facilitated by Dr Josephine Palermo. All Colleges of Technology, Ministry of
Manpower, Industry and Student Representatives participated. Colleges of Technology
Vision, Mission, Goals, Core Values and Graduate Attributes developed
Step 8: Developing Strategic Plans for Colleges of Technology WS conducted by QAD facilitated by
Dr Josephine Palermo. Subgoals, Strategies, Measures, Targets etc developed by NCT
contingent
Step 9: Understanding Institutional Standards assessment WS conducted by QAD facilitated by Dr
Josephine Palermo. KPIs and standards developed by NCT contingent
Step 10: Sharing of 3rd NCT SP Draft with all NCT stakeholders, including staff, industrial
representatives done using internet and electronic medium for feedback and participation
Step 11: 3rd NCT SP Draft sent to QAD for vetting and approval prior to implementation from AY 2013
– 2014
Step 12: 3rd NCT SP Draft revised in light of QAD recommendations and consensus sought from the
College Staff and stakeholders (ver 2 sent for review to QAD)
Step 13: 3rd NCT SP Draft (ver 2) revised in light of QAD recommendations and consensus sought
from the College Staff and stakeholders (ver 3 sent for review to QAD)

Vision

We will be a leading technological institution providing high quality teaching and learning to prepare
and empower the Omani professionals of the future to contribute to national socio economic
development

Mission

To deliver high quality student centered education that produces competitive graduates who enter
the labor market with confidence, strong technological and personal skills, prepared for a life of
contribution and success

Core values

We will value:
Professionalism
Integrity
Flexibility
Teamwork and tolerance
Creativity and innovation
Communication

Graduate Attributes

Hard Work, commitment, accountability and transparency
Honesty and fairness
A willingness to learn, develop new skills and take on new
responsibilities
Transparency, diversity, acceptance, openness to constructive
criticism and ethical behavior
Imagination and originality
Commitment to the effective exchange of information

Graduates of the Colleges of Technology:
Attribute 1
Are well disciplined and committed to hard work and a high standard of productivity
Attribute 2
Are able to apply the knowledge and skills to a diverse and competitive work
environment
Attribute 3
Are able to think critically, analyse and solve problems
Attribute 4
Have a high degree of competence in using information and communication
technology
Attribute 5
Are professionally competent and up to date in their field of specialization in a
changing global environment
Attribute 6
Can gather and process knowledge from a variety of sources and communicate
effectively in written and spoken English
Attribute 7
Can effectively demonstrate and apply good interpersonal skills in team work and
leadership roles
Attribute 8
Are committed to self-development through lifelong learning
Attribute 9
Are socially responsible citizens aware of contemporary issues in contributing to
national development
Attribute 10 Are able to demonstrate and apply their entrepreneurial skills

Key Performance Indicators
Governance and Management:
KPI 1: Student and Staff Satisfaction with College Management
Quality of Teaching and Learning
KPI 2: Student and Staff Satisfaction with teaching, learning and training
Entrepreneurial Skills
KPI 3: Stakeholder (current graduates and alumni) satisfaction with the activities
Graduate Outcomes
KPI 4: Stakeholder satisfaction with the activities
Staff Development
KPI 5: Staff Satisfaction with staff development activities and reward system
Research
KPI 6: Research reports/papers published and consultancies undertaken
Stakeholder engagement
KPI 7a: Stakeholder satisfaction [all inclusive]
KPI 7b: Membership of professional bodies
Support Services
KPI 8: Student and Staff Satisfaction with the College resources, facilities and Support Services
Timeline:

Annual Survey at the end of every Academic Year

Targets:

70% or 3.5 on a 5-point Likert Scale in each KPI

NIZWA COLLEGE OF TECHNOLOGY STRATEGIC PLAN (Sept. 2013 – Aug. 2018)
Goal 1: We will provide excellent governance and administration with transparency and adherence to ethical principles
Sub-Goals
1.1. To Improve the
governance and
administration
within the college in
accordance with
established ethical
principles

Strategies
1.1.1 Establish risk management
measures according to QA
cycle
1.1.2 Conduct health and safety
audit according to QA cycle
1.1.3 Ensure more flexible budget
disbursement in coordination
with the Ministry
1.1.4 Automate the HR management
system
1.1.5 Address Staff grievance on
priority basis
1.1.6 Make collective decisions
through committees and
meetings
1.1.7 Monitor and review policies
regularly
1.1.8 Produce annual college-wide
SA report

Indicator
KPI 1: Student
and Staff
Satisfaction with
College
Management

Key Performance Indicators (KPIs)
Measure
Target

Satisfaction Level

70% satisfaction
with the college
management
(3.5 on a 5-point
Likert Scale)

Timeframe &
Responsibility
Yearly
ADAF
Heads of all units for 1.1.5
& 1.1.6

Goal 2: We will offer students high quality teaching, learning and training opportunities through continuous market analysis and curriculum
review process and using recent technology
Sub-Goals
2.1. To provide high
quality teaching,
learning and training

Strategies
2.1.1 Create an environment that
facilitates quality of teaching
and learning
2.1.2 Benchmark with other
institutions
2.1.3 Share good practices and
assessment standards

2.2. To improve
curriculum to match
the market needs

2.1.2 Provide training for staff and
students in the effective use of
technologies for teaching and
learning
2.2.1 Ensure that academic
departments review curricula
based on stakeholder
feedback and communicate to
the specialization committee

Indicator
KPI 2: Student
and Staff
Satisfaction with
teaching,
learning and
training

Key Performance Indicators (KPIs)
Measure
Target

Satisfaction Level

70% satisfaction
with the
teaching,
learning and
training

Timeframe &
Responsibility
Yearly
Dean
ADAA
HoDs & HoCs

Goal 3: We will offer quality programs that promote entrepreneurial skills and respond to the changing market needs and developments in
technology.
Sub-Goals
3.1. To develop
entrepreneurial
skills.

Strategies
3.1.1 Conduct co-curricular
activities to enhance
entrepreneurial skills
3.1.2 Ensure effective functioning
of the Business Centre

Indicator
KPI 3:
Stakeholder
(current
graduates and
alumni)
satisfaction with
the activities

Key Performance Indicators (KPIs)
Measure
Target

Satisfaction level

70% satisfaction
with the activities

Timeframe &
Responsibility
Yearly
All Asst Deans
HoDs Academic
Departments

Goal 4: We will ensure that our graduates develop into responsible citizens by enriching their values and attributes to positively affect the
socio economic development
Sub-Goals
4.1. To improve the
students’ values and
personal attributes

Strategies
4.1.1 Conduct regular value-adding
activities through courses,
training and workshops
4.1.2 Collaborate with community
for professional and academic
development through open
days

Indicator
KPI 4:
Stakeholder
satisfaction with
the activities

Key Performance Indicators (KPIs)
Measure
Target

Satisfaction level

Timeframe &
Responsibility
70% satisfaction
Yearly
with the activities Asst Deans,
conducted
HoDs of Academic Depts.
HoC ELC

Goal 5: We will develop staff by offering opportunities for professional and personal development, rewarding hard work and innovative
thinking
Sub-Goals

Strategies

5.1. To provide
continuing personal
and professional
development
programs to all
staff.

5.1.1. Link staff performance
appraisal to Staff development

5.2. To establish a system
of rewarding
exemplary
performance.

5.2.1. Set criteria (incl. staff
performance) for rewarding
staff

Indicator
KPI 5: Staff
Satisfaction with
staff
development
activities and
reward system

Key Performance Indicators (KPIs)
Measure
Target

Satisfaction level

70% satisfaction
with staff
development
activities and
reward system

Timeframe &
Responsibility
Yearly
Heads of Units

Goal 6: We will encourage opportunities for applied research and consultancy
Sub-Goals

Strategies

6.1. To encourage
applied research for
the continuous
improvement of the
college

6.1.1 Provide training for staff to
carry out applied research

6.2. To seek and
encourage
opportunities for
research and
consultancy
whenever possible

6.2.1 Carry out collaborative
research and consultancy
activities

Indicator
KPI 6: Research
reports/papers
published and
consultancies
undertaken

Key Performance Indicators (KPIs)
Measure
Target
Number of
collaborative
research and
consultancy
activities

At least 5
collaborative
research/
consultancy
activities

Timeframe &
Responsibility
Yearly
Research Committee
All Academic Units

Goal 7: We will foster mutually beneficial constructive partnerships with various public and private sector organizations, professional
bodies, and local and international communities that benefit the community at large.
Key Performance Indicators (KPIs)
Measure
Target

Sub-Goals

Strategies

7.1. To establish and
maintain
relationships with
private and public
sector organizations
and communities

7.1.1 Organize events involving
public, private sectors and the
local community

KPI 7a:
Stakeholder
satisfaction [all
inclusive]

Satisfaction level

70% satisfaction
with community
and industry
based activities

7.2 To establish linkages
with local and
international
professional bodies
and higher
educational
institutions

7.2.1 Establish relationships with
professional bodies, other HEIs
and alumni

KPI 7b:
Membership of
professional
bodies

Number of
memberships

At least
membership of
one professional
body per
department

Indicator

Timeframe &
Responsibility
Yearly
Asst. Deans & Heads of
Depts. & Centres

Goal 8: We will provide facilities and learning resources that are effectively utilized and well managed to ensure efficient student and staff
services
Sub-Goals

Strategies

8.1. To ensure the
availability of
appropriate
resources and their
effective utilization

8.1.1 Provide appropriate resources
based on prioritized needs

8.2. To ensure efficient
student and staff
services

8.2.1 Provide the required services
to staff and students

8.1.2 Manage the resources
effectively (i.e., maintenance,
upgradation/replacement, and
utilization)

Indicator
KPI 8: Student
and Staff
Satisfaction with
the College
resources,
facilities and
Support Services

Key Performance Indicators (KPIs)
Measure
Target

Satisfaction of
staff and
students

70% satisfaction
level

Timeframe &
Responsibility
Yearly
Asst. Deans
All Unit Heads

Appendix Two – Template for Annual
Reports

Annual reports should be submitted to the Dean‟s Office in accordance with the date specified by
the Dean. They should be submitted on white A4 paper in English (or in Arabic with an English
translation) and in Times New Roman font size 12.
The following information should appear on the front (cover) page of the report:
Department Name
Name of the Head of Department
Date of the Report
The following headings should appear in the report:
1. A brief account of Department activities in the year from (month, year) to (month, year)
This section of the report should summarise the main tasks undertaken by the Department during
the year in question, including routine activities and any special assignments.
2. Staff who joined during the year
Here the names and brief backgrounds (previous employer, qualifications, date of joining) should
be listed.
3. Department resources newly obtained during the year
Here new resources (such as equipment, additional space for the Department) should be listed.
4. Feedback received during the year
The Department should include here any feedback on its performance during the year. This could
include:
•
•
•
•

Memos from the Dean or Assistant Deans, drawing attention to deficiencies or praising the
Department and its staff
Student feedback minuted in any committee meetings
Staff feedback minuted in any committee meetings
Student feedback via College questionnaires

If necessary any documents can be attached to the report as an appendix.
5. Main difficulties faced by the Department
Here the Department can offer an honest and self-critical list of the major problems it faces it
carrying out its work effectively. These can be listed as 5.1, 5.2 etc
6. Recommendations for improvement
These recommendations should be linked closely to any ‘problems’ noted in the previous section.
These can be listed as 6.1, 6.2 etc so that recommendation 6.1 relates to ‘problem’ 5.1 and so on.

Appendix Three – Policies and
Procedures

Ministry of Manpower
Directorate General of Technological Education
Nizwa College of Technology

Policy Management System (PMS)
for Nizwa College of Technology (NCT)
Introduction
To function effectively and ensure quality standards, an organization should be
governed by relevant and timely policies that serve as guidance for all staff to do various
activities in the organization properly. To increase efficiency and ensure productivity in
college operations, these policies are translated into specific procedures which provide
details regarding how the aforementioned policies should be carried out based on the
different functions of the institution with regards to its overall structure, its culture, as well
as its core values. This document serves to provide Nizwa College of Technology (NCT) staff
with guidelines on how to efficiently and effectively manage and implement college policies
and procedures. It aims to provide the staff with complete information on various policies of
the college and their associated procedure(s), as well as how these are utilized, evaluated
and improved. This document is envisaged to be used in combination with the College
Policies and Procedures Manual where policies and procedures pertaining to the operations
of the college can be found.
NCT Policy Areas
The following are the areas of operational responsibilities of the college and
therefore the areas where policies (and their corresponding procedures) exist:
1.
2.
3.
4.
5.
6.
7.

Governance and Management
Teaching and Learning
Academic Support Services
Students and Student Support Services
Staff and Staff Support Services
Industry and Community Linkages
Facilities and Ancillary Services

It should be noted that the policies governing the operations of the areas mentioned
include systems and processes pertaining to, and relevant to those areas.
Policy Management Cycle
A. Drafting of college policy and associated procedure(s)
Although most of the college policies are taken from the College Bylaws and other
decrees and administrative decisions from the Ministry of Manpower, from time to
time, the college also formulates internal policies, particularly in the areas of its
operations where bylaws and related documents do not specifically provide general

rules and/or guidelines. In these cases, the College Dean together with the Asst.
Dean or HoC/HoD of concerned unit, review and evaluate the scope of college
operation that is currently without standing rules and guidelines, and
correspondingly draft internal policies based on the college experience regarding the
operation and/or function. Drafting of these new internal policies are based on the
following:
•
•
•
•
•

Moral and ethical values
National and international rules and regulations
Quality Assurance Manual and OAC Standards
Experiences of reputable higher educational institutions
College academic standards

This policy will be discussed with the staff directly concerned in the performance of
said operation and/or function, and then subsequently polished.
Once the policy is drafted and finalized, the corresponding relevant procedure will
be developed if needed. The development of procedure(s) will involve staff that are
directly concerned and/or affected by the policy. After the procedure(s) are finalized,
these, together with the policy will be forwarded to the college QA Unit for technical
review and record-keeping, and then subsequently to the college council for
formalization and approval.
It should be noted that drafting and developing associated procedures (if needed)
for policies that come from the bylaws or decrees/administrative decisions follow
the same cycle as that of the procedures for college-developed internal policies.
B. Dissemination and utilization of policy/procedure
Official policies and procedures (those that are authorized by the college
management and/or passed the approval of the college council) are disseminated to
all staff, particularly those who are directly affected, and if needed, to other college
stakeholders (students and others). To ensure distribution of copies of the
policy/procedure, it will be distributed both in hard and soft copies to the concerned
staff and other stakeholders. Concerned unit(s) will then start implementing the
policy and follow the relevant procedures. If the policy/procedure suggests changing
the normal operational routine(s) and/or activities of the unit concerned, staff from
the unit will inform their clients of the changes to the existing routine(s) and their
implementation of the new policy/procedure.
C. Evaluation of policy/procedure
It is the responsibility of the college QA Committee to design ways of getting
feedback regarding policies and procedures being implemented by the Centre,
through the cooperation of various college centers/departments. This feedback
information can be in the form of a survey instrument (e.g. questionnaire, survey

forms, etc.), or other data collection methods such as informal interviews,
observation of activities/operations, etc.
Once ample information that will provide reliable analysis of data is collected, the
college QA Committee will perform analysis of collected information so as to arrive
in an unbiased and objective evaluation of said policy and/or procedure. The group’s
recommendations based on the analysis results will be the basis for the college’s
future actions regarding said policy and/or procedure.
D. Review by authorized committee(s)
Based on the college QA Committee recommendation(s), the College Dean can
convene the College Council, or the concerned center/department regarding
important actions (such as review and improvement) on select policy/procedure. In
case of total revision of activity/routine that may be due to new decrees and/or
laws, the college may stop the implementation of policy/procedure and create a new
one.
Most of the time, however, policy and procedure(s) will just be improved (parts
replaced or changed) based on changes in the college’s operations and/or negative
feedback from users and clients. In cases like these, changes to the existing policy
may be recommended by the QA Committee (based on their data analysis) or by the
concerned Asst. Dean/HoC/HoD (based on changes in his unit’s operations due to
new strategies, new technologies and other similar events). These changes will be
evaluated similar to how the college drafts new policies and/or procedures, and
once finalized, will follow the same cycle stated above for new policy and/or
procedure.
E. Approval of the College Council
All college policies and procedures, whether new or amended, should first be
approved by the College Council prior to their actual implementation. Before the
council approval, the concerned policy/procedure should first be forwarded by the
centre/department/committee concerned to the college QA Committee for final
technical review and filing (i.e. assigning of policy/procedure number). Afterwards,
the policy/procedure will be forwarded to the College Council for approval.
F. Record-keeping of policy/procedure
The college QA Committee is responsible for keeping track and monitoring of all
college policies and procedures in regard to improvements, as well as other
associated issues (e.g. version number, application, etc). The committee is also
responsible for archiving college policy and procedure documents and records.

Final Statement
As it is important for the college to utilize relevant policies and specific procedures to
ensure optimal operation, it is suggested that this policy management document be
disseminated to all college staff to ensure their maximum awareness of the system. This
approach could also help staff become more active participants in managing and effectively
implementing college policies and procedures in all aspects.
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Policy Statement
Nizwa College of Technology is committed to design and deliver all the student
assessment tasks according to the principles of validity, reliability and fairness to
ensure the attainment of student learning outcomes in all the courses.
Assessment at Nizwa College of Technology is designed and conducted in
compliance with the Part 7, “Examinations and Assessment” of Ministerial
Decision No. 72//2004, Colleges of Technology Bylaws.
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1

Purpose

1.1

The purpose of this policy is to
a. provide a clear framework to conduct all assessment tasks uniformly
across the departments of the college.
b. ensure that the students attainment of learning outcomes are measured
by the guidelines of validity, reliability and fairness.
c. outline the procedures to carry out various assessment methods
d. encourage the teaching fraternity, to create and provide efficient and
meaningful assessment opportunities thereby improving the learning of the
students.

1.2

This policy reflects the values in the College’s Mission Statement and is
aligned
with attainment of the goals and targets mentioned in the College’s
Strategic
Plan. (2009 – 2012).

2

Scope

2.1

This Policy applies to all students currently enrolled in the College and all
the academic staff.

3

Definitions

3.1

Assessment: Any activity that measures the student’s achievement of
learning outcomes resulting in a mark or grade.

3.2

Assessment materials: Homework, Case-studies, Projects, Survey,
Laboratory reports.

3.3

Validity: It is concerned about whether the assessment undertaken
measures
what it is supposed to be measured.

3.4

Reliability: It includes both the consistency of the assessment process to
measure the skills of the students over a time and the consistency of the
2

scorer
to score the skills over a time.
3.5

Fairness: It ensures that all the students are assessed equally without any
bias and do not discriminate against members of any ethnic/racial or
gender group or against students with disabilities.

4

Forms of Assessment

4.1

Assessment may involve one or more of the following formats in Section
5.2 and will be clearly outlined in the course materials given to the students
during the commencement of the semester.

4.2

A range of assessment methods will be used to assess the students which
include, but not restricted to:
a. Quiz
b. Homework
c. Class participation assessment
d. Case studies
e. Role playing
f. Project works
g. Written exams

5

Composition of Assessment

5.1

Theoretical courses should have assessment structure as follows:
a. Course Work (30%) which includes
Class exercises, Reports- minimum of three individual reports, Home work
if possible- minimum three in number, Quizzes – minimum three in number,
Student participation assessment, Practical test, Oral test, Presentations,
Team work.
b. Mid-term Examination. (20%)
c. Final examination. (50%)

5.2

Practical courses should have the assessment structure as follows:
a. Lab / Workshop reports – minimum eight in number. (30%)
b. Interim tests – minimum two in number. (30%)
c. Final Practical Examination. (40%)
3

5.3

Mixed courses should have the assessment structure as follows:
a. Course Work (25%) which includes
Lab/Workshop Reports – minimum of six individual reports (10%), Home
work if possible - minimum two in number, Quizzes – minimum two in
number, Student participation assessment, Oral test, Presentations, Team
work (15%).
b. Mid-term Examination (20%)
c. Final Practical Examination (15%)
d. Final examination (40%)

6

Authenticity of Assessment

6.1

As honesty and integrity is highly valued at NCT, any academic misconduct
including plagiarism, cheating, fabrication and unauthorized collaboration
by
the students during an assessment will be dealt in accordance with the
Academic Integrity Policy.

7

Submission of assessment materials

7.1

The course tutor specifies the date and time of submission for all
assessment materials.

7.2

It is the responsibility of the student to submit the assessment materials
within
the due date.

7.3

The assessment materials submitted after the due date will be liable to a
penalty. Any exceptional cases deemed appropriate should have prior
approval
in writing from the course tutor.

7.4

In case of electronic submissions like assignments uploaded by the
students in
the moodle, the date and time of the file saved on the server will be taken
into
account.

7.5

The standard penalty for late submissions for an assessment material will
4

be
10% of the total marks for each day. Any submissions 10 days after the due
date shall be awarded with zero marks.

8

Examinations

8.1

The Examination periods are the two-week periods which occurs in the
middle and the end of the semester specified in the college’s academic
calendar.

8.2

Midterm and Final Examinations must be conducted in accordance with the
Examination Procedures of the college.

8.3

All other assessments are scheduled and monitored by the course tutor
under
the guidance of the Head of the Department, who will also provide any
necessary administrative support, if required.

8.4

All Examinations should be conducted for atleast one hour wherever
possible,
No examination should be of more than three hours duration.

8.5

A draft timetable shall be produced by the timetable committee formed by
the
Head of the department and publicized two weeks prior to the examination.
The
students shall have one week for their feedback to the Faculty/Department.
After one week, a final time table incorporating any changes will be
released
and publicized.

8.6

The student is responsible for knowing the schedule of his exams and
students
will not be notified individually about the examination time table.

8.7

Any changes in the Final Examination after it has been published, due to
exceptional circumstances must be notified to the concerned students and
the Head of the department has to ensure this in coordination with the time
table committee.
5

8.8

Students who do not attend the examination due to misunderstanding or
misinformation from another person are not eligible for re-sit examination at
another time or any other concession.

8.9

Preparation of the question paper in accordance with the Procedures for
ensuring Validity, Reliability and Fairness in assessment will be
ensured by the Course tutor(s), Course Coordinator, Head of the Section(s)
and Head of the Department.

8.10

The Head of the department will inspect the question paper submitted by
the
course tutor / course coordinator in accordance with the Moderation Policy
and
approve the question papers.

8.11

The security of question papers has to be ensured by the Exam Security
Policy, where the individual responsibilities of the persons involved are
outlined.

8.12

Any misconduct by the student during the course of the examination will be
dealt in accordance with the Academic Integrity Policy.

9

Student Results

9.1

The grades and marks for students in a course will be determined by the
course tutor, in consultation with the course coordinator and is later
approved by the Head of the department in accordance with the Moderation
Policy.

9.2

The College council meets at the end of the semester to approve the
results in accordance with the Procedures for Inspecting student results
and the Moderation Policy.

9.3

Results are announced in the college website and will also be sent
personally to the students through SMS.

9.4

A student can appeal in accordance with the Student Grievance Policy to
the Head of the department within a week of the announcement of the
results by the college. The student is responsible for knowing the results as
soon as it is announced and no appeal will be entertained after a weeks’
6

time.
9.5

The Assistant Dean, Academic Affairs will ensure the rationale and quality
of the student assessment results in accordance with the Procedures of the
results analysis.

10
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1. POLICIES SUPPORTED
Assessment Policy
Academic Integrity Policy
2. APPLICATION
This procedure applies to all the paper based and online exams conducted
throughout the college and to be followed by all academic staff.
3. EXCEPTIONS
International Exams like ICDL, TOEFL etc.
4. DEFINITIONS
4.1 General Examination Officer (GEO): The Assistant Dean of Academic Affairs
or a Teaching Staff of an Academic department deputed by the AD, Academic
Affairs.
4.2 Invigilators: An academic teaching or non-teaching staff designated by the HoD
4.3 Chief Invigilator: An academic teaching staff designated by the HoD
8

4.4 Course Coordinator: An Academic staff teaching a particular course designated
by the HoD to coordinate the activities of other staff teaching the same course for
different sections.
5.

PROCEDURES

5.1

Examinations of the academic departments, as well as the post foundation

courses of the English Language Center-ELC, are conducted centrally under the
supervision of the Assistant Dean of Academic Affairs (General Examination OfficerGEO).
5.2

A general meeting with the GEO and representatives from the Business, IT,

Engineering Departments and ELC is usually held two weeks before the starting date
of both Mid-Term and Final examinations to arrive a consensus on the following:
a) Date, time and allocation of common and specialization courses,
b) Announcement of exam time -table (draft copy),
c) Receiving feedback from staff and students,
d) Updating examination rules, regulations and procedures if necessary,
e) Allocation of exam halls and invigilators, and
f) Announcement of final time- table after considering feedback.

5.3

Preparation of Time- Table

5.3.1 The Head of the Registration Department prepares and distributes a clash list
of courses registered by students.
5.3.2 All examination coordinators (representatives) agree first for the allocation
and dates of common courses (post foundation courses, math courses, etc).
5.3.3 Department staff in-charge of exams shall prepare a draft time-table for their
department courses ensuring that there are no clashes (based on the clash list), i.e.
no student has two or more exams on the same day.
5.3.4 Draft time-table without invigilators’ name shall be posted on all the
department notice boards to receive feedbacks from students about the
appropriateness of the course examination order and clashes in the dates and
times of exams, if any.
5.3.5 Draft time-table shall also be circulated to teaching staff for their feedbacks.
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5.3.6 If necessary, changes can be made in the time-table by analyzing the
feedbacks received from both staff and students.
5.3.7 Then, the above time-table will be submitted to the exam coordinator
(responsibility of one representative from each department in turn) for making
a consolidated time- table with halls and names of the invigilators.
5.3.8 Students are distributed based on the capacity of the exam hall taking into
consideration that enough space (minimum of 1.5m distance) is provided
between seats. The distribution starts first with large halls then the smaller
ones.
5.3.9 More than two different sections of students are not allowed to be in the same
hall, especially in the large ones.
5.3.10 The number of invigilators is decided based on the capacity of the exam hall.
Two invigilators are allotted for rooms with (20-30) students and three/four
invigilators for large rooms with (40-60) students.
5.3.11 A column of tutors against each exam course is added in the time-table to
preclude that the tutor is not invigilator in the exam hall of his course.
5.3.12 The final time-table is sent to the A. D. Academic, one week before the start of
the exams for checking and approval for announcement.
5.3.13 The final time-table is announced to students and circulated to staff.
5.4

Setting Question Papers

5.4.1 Questions have to be set as per the prescribed norms (referring to the
assessment methods & test specification agreed in the council meeting No.2 on
25/9/2006) and submitted to the concerned Head of the Department at least three
days before the date of examination.
5.4.2 For courses with large number of sections and taught by many tutors, the
course coordinator (one of the tutors nominated by the HoD) is to be in-charge for
meeting all tutors to agree for a common exam paper. Each tutor should participate
in setting the paper taking into consideration the norms and the outcomes coverage
of all.
5.4.3 To reduce opportunities of malpractice, the course tutor/coordinator has to
prepare the question paper in two formats A and B especially for sections with large
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number of students (over 15). The differences between the two formats could include
the sequence of the questions, the order of the multi-choice answers, etc.
5.4.4 Each course tutor/coordinator has to submit a model answer to the HoD with
a clear marking scheme. This is necessary for cases of absence of the tutor and as a
reference for checking results and student appeals.
5.4.5 Every question paper should have a cover page with the course name,
duration of the exam, total marks, detailed marking statements, name of the staff,
etc.
5.4.6 HoD shall authorize HoS or any other senior staff of their department to
ensure the conformity and prescribed standard for the questions:
a) Exam format to be standard as per the norms.
b) Balanced composition of questions, i.e. to include easy, moderate and
challenging parts. Ideally, each part shall be of equal composition i.e.
33.3%. However, considering the level of the students, the challenging
part shall be of 10% - Certificate, 20% - Diploma and 33% - Higher
Diploma.
c) Marking scheme.
d) Authenticity of exams, i.e. not repeated from previous exams.
e) Coverage of the exams to the objectives and outcomes of the course.
f) Time period of the exam to fit the length and number of questions.
g) Clarity and language proof.
5.4.7 Course tutors should keep a record of the objectives and outcomes which are
covered in all exams.
5.5

Photocopying and Security of the Question Papers

5.5.1 Head of the Department shall arrange with any staff/s of his choice for
photocopying the question papers in a secure manner.
5.5.2 Staff in charge of photocopying should ensure that all the pages of the
question paper have been copied without missing any page and also the required
number of copies of the question paper is made.
5.5.3 Head of the Department shall keep the copies of the question paper along
with the list of students in a sealed envelope. The front of the envelope should bear
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the details such as course name, number of students, hall no, date of examination,
and names of the Invigilators.
5.5.4 For the mid-term exam, it is the responsibility of the HoD of the concerned
department/center to keep the sealed question papers in a highly secured place, and
to distribute it to the invigilators during the day of the exam.
5.5.5 For the final examinations, the sealed question papers are sent two days
before the exam of the particular course to the GEO to keep them in a highly
secured place- Examination Office. It is his responsibility to distribute and collect the
exam papers with the help of the chief invigilator of the day, who is nominated for
better exam control.
5.6

Conducting Theoretical Examinations

5.6.1 Departments are responsible for announcing on boards the examination rules
and regulation to students (Arabic & English copy) one week before the start of
exams. Similarly, the invigilation duties have to be distributed to all staff.
5.6.2 Departments are responsible for assigning their own staff as Invigilators.
Equal number of invigilation is ensured for each staff.
5.6.3 The required number of seats and proper seating arrangement is ensured
through the Assistant Dean of Administrative & Financial Affairs/ Service Department
with the coordination and supervision of the GEO.
5.6.4 Preparation of exam halls with regard to lighting, A/Cs etc. is also ensured
through the Assistant Dean of Administrative & Financial Affairs/ Maintenance
Department with coordination and supervision of the GEO.
5.6.5 During each day of exam, the service and maintenance staff are kept on
emergency to handle any technical problem during examinations.
5.6.6 Mid-term examinations are usually conducted while classes are running,
however to allow students to concentrate on their studies during the mid-term exams
and to relieve them of exam tension, exams are conducted early (8-9 am) and the
whole time-table of classes is shifted by one hour.
5.6.7 In case of Mid-Term Examinations, Invigilators have to collect the question
packets at least 10 minutes before the start of the examination from the HoD office
and go to the halls allotted to them.
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5.6.8 In case of Final Examinations, Invigilators have to collect the question packets
at least 20 minutes before the start of the examination from the Examination Office of
the GEO and proceed to the halls allotted to them.
5.6.9 Invigilators are requested to read carefully the invigilation duties distributed to
them and to implement it precisely to ensure smooth conduct of exams.
5.6.10 Invigilators should inform students about the exam rules and regulations
especially the ones about malpractices before the start of the exam.
5.6.11 After the exam, countercheck the number of answer books against the
attendance and keep them in the envelope and submit to the HoD in case of Mid
Term Examinations and to the GEO for Final Examination.
5.6.12 Any case of malpractice has to be reported immediately to the GEO with any
collected evidence/s and the signature of all invigilators.
5.6.13 Course tutors will collect the answer books immediately after the examination.

5.7

Conducting Practical Examinations

5.7.1 Practical exams are usually conducted during class time one week before the
theoretical exams. However for courses with large number of sections, a time-table
is prepared for the best use of the laboratories and workshops.
5.7.2 To avoid the shortage of labs/workshops and in case the same question
paper (of a course with large number of sections) is used during the day, then no
student is allowed to leave the laboratory/workshop till the time for the next section
comes.
5.8

Treating Malpractice Cases

5.8.1 Clear cases with solid evidence/s:
5.8.1.1 The invigilator who discovers the malpractice has to collect the evidence of
cheating like leaflets, ruler, calculator cover, GSM, programmable calculator, etc.
5.8.1.2 Writing on hands/clothes needs to be photographed if possible using digital
camera or the invigilator mobile phone otherwise the content need to be commented
in the report.
5.8.1.3 The student should not be stopped writing the exam except the cheating
evidence has to be collected.
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5.8.1.4 A report on the malpractice case/s has to be written with the signature of all
invigilators in the exam hall.
5.8.1.5 At the end of the exam, the report, cheating evidence/s and the answer
sheet of the malpractice case/s have to be submitted to the General Exam Officer,
GEO (Assistant Dean of Academic Affairs)..
5.8.1.6 The GEO has to pass the case/s on to the Assistant Dean of Student Affairs
to investigate the case/s and take action based on article (85) of the bylaws.
5.8.2 Cases of talking and looking at neighbor students:
5.8.2.1 The invigilator has to warn the particular student/s two times. In each time,
warning notice with signature has to be marked on the answer sheet.
5.8.2.2 The invigilator has the right to ask the student/s to shift his/her seating.
5.8.2.3 If the student tries again, then a third notice with signature on the answer
sheet has to be fixed.
5.8.2.4 After fixing the third warning, the invigilator has to stop the student from
writing and the case to be reported to the GEO.
5.8.3 Evaluation and Review of Answer Books
5.8.3.1 Course tutors should evaluate the answers as per the marking criteria.
5.8.3.2 Marking of answer sheets should not take more than three days.
5.8.3.3 It is the responsibility of the HoD/HoS to ensure that the evaluated answer
books are given to a reviewer (another staff in the specialization of the course) for
reviewing the total, any unmarked questions, and the consistency in marking. It has
to be ensured that signatures of both the course tutor and the reviewer are on the
answer scripts.
5.8.3.4 Student marks list signed by the course tutor and reviewer has to be
submitted to the HoD for approval then to the registration department for producing
the students’ results.
5.8.3.5 HoD of each department/center is responsible to call for a meeting to
discuss results moderation if necessary.

5.8.4

Students Appeal
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5.8.4.1 Students are allowed to appeal according to article (68) of bylaws for
rechecking of their answer papers through a designated form to the concerned HoD
in three days time from the date of publication of examination results.
5.8.4.2 The checking of appeals is supervised by central committee chaired by the
A.D. of student Affairs with membership of the A. D of Academic Affairs, HoD and
two section heads from each department/center.
5.8.4.3 Checking of appeals in each department/center is done by the HoD, two
section Heads and one external member from another Dept/center. The internal
checking committee of appeals should never include the course tutor of the appeal
even if he/she is the Dean, Assistant Dean, HoD or the HoS.
5.8.4.4 The internal checking committee can invite any specialization staff member
in the checking process who has good experience and taught the course of appeal.
5.8.4.5 To exclude emotional factors, the cover of the answer sheet containing the
marks and the name of the student has to be removed before checking.
5.8.4.6 Any improvement in the students’ grade shall be communicated to the
Registration Department by the HoD after the approval of the Head of the central
appeal committee. (A. D Student Affairs).

6.

RESPONSIBILITIES

6.1

COURSE TUTOR

The course tutor should
1. Conduct the final practical examination in case of mixed courses, in the week
before the final theory examinations.
2. Prepare the timetable, exam paper and the conduct the practical exam.
3. Submit the answer sheets of the practical examinations to the second marker.
4. Notify the students about the draft time-table of the theory exams when it is
released for ensuring clashes.
5. Write the exam paper individually and ensure the conformity and prescribed
standard for the questions which are set out in the Sec B, Examination procedures.
6. Ensure that the question paper is prepared well in advance so that the reviewer
gets ample time to verify the prescribed standards of the paper.
7. Ensure two sets of question papers are provided when the no of students exceeds
15 (Fifteen).
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8. Ensure approval of the Exam paper by the concerned HoS / HoD. During the
approval, the model answer should be handed to the HoD.
9. Submit the course marks to the HoD before final theory examination.
10. Ensure the confidentiality of the exam questions and refrain from discussing any
information pertaining to the contents of the question paper.
11. Include an attendance list of students enrolled in that course in the question
paper envelope. Any student who is banned to sit for the exam (after official
notification from the student affairs / Registration) should not be included in
attendance list.
12. Include the details of exam, venue and invigilators on the face of the envelope.
13. Hand over the envelope to the HoD personally or to the invigilator on the day of
the exam during Midterm exams and to the GEO in case of Final exams.
14. Be available in his/her office in case of any clarifications and discrepancies
during the conduct of his/her exam.
15. Neither visit the examination halls of his/her own exams nor invigilate his/her
own exams.
16. Collect the answer papers personally from the HoD in case of Mid term exams
and GEO in case of Final exams.
17. Evaluate all the answer papers and have it reviewed by the second marker within
three days of the exam.
18. Submit the marks of the final exam (theory + practical) to the HoD and then to
the registration department for student results. The answer sheet envelopes (final +
practical) should also be handed over to the HoD.
19. Maintain the confidentiality of the exam marks before it is officially approved by
the college council.

6.2

COURSE COORDINATOR

The course coordinator should
1. Be responsible for the preparation of timetable, writing exam papers and conduct
of the final practical examinations in coordination with other tutors.
2. be responsible for writing the exam papers of the theory exams in consultation
with the other tutors.
3. Carry out all the other duties of the course tutor set forth in section 6.1
16

6.3

INVIGILATOR

The invigilator has to
1. Collect the exam papers as well as one set of seat number cards from the exam
office at least 20 minutes before the start of the exam and return them at the end.
Note: Incase of Mid Exams, the Course tutors/coordinators have to hand over the
exam papers directly to the invigilators in the exam rooms at least 15 minutes before
the start of the exam. Then the invigilators should return the answer scripts to HoD of
the concerned department.
2. Be present in the respective exam halls 15 min before the start of the exam and
check whether the room is unlocked before entering and ensure that the number of
desks fits the number of students.
Note: During midterm, classes run after the exam and the halls are kept open. The
Invigilator should ensure that the desks are well arranged and clean without any
notes written for malpractice. The student should be informed that they bear
responsibility of any written materials on the desk.
3. Give randomly a seat number to every student entering the exam hall from the set
of cards. The student should sit in the appropriate number of the desk.
4. Ensure that all mobiles (GSM), pagers, dictionaries, programmable calculators
and any related materials are taken away from the examination place. It is advisable
to keep the GSM (switched off) down on the floor near the student’s chair.
5. Ensure that students are sitting in their seat numbers before the start of the exam.
6. Make sure the students are seated in rows with maximum possible distance
between the seats.
7. Inform the students about the examination rules especially cheating trails.
8. Distribute the exam papers with FACE DOWN then tell the students to write their
full name, ID and any other required details.
9. Distribute alternatively, if a question paper is in two different forms A and B,
10.Ensure that no student answers using pencil. Answer must be given using pens
only.
11. Circulate the attendance sheet to collect students’ signature in front of their
names. Check the college ID card of each student with his name written on the
answer paper while taking the attendance,. Note down the absence cases (with red
17

color) and the total number of student attended the exam. write their names and
sign. Attach the attendance sheet to the answer sheet envelope.
12. Check when a student without the college ID card has any other identification like
driving license/resident card, In case there no any identification and there is a
suspect of someone writing the exam instead of that student, report immediately the
case to the chief invigilator and write down a note on the answer script of that
student.
13. Disallow latecomers, 30 min after the start of the exam. Similarly, disallow any
student to leave the exam hall before 30 min from the start of the exam.
14. Inform the chief invigilator in case of any student who is late or confused about
his/her section or exam hall. Calm down the student and allow him/her to sit in your
room or a nearby room where his/her exam is there.
15. Decide in his/her discretion whether there is enough reason to shift a student
from one place to another inside the exam hall or even remove him from the exam
hall owing to cheating or disorderly conduct. Always make note of the student’s
name, registration number and the course of event/s as well as notify the chief
invigilator (or equivalent) of the occurrence/s
16. Be aware that he/she should not be an invigilator or a chief invigilator for his/her
unit. On the day of his/her unit exam, he/she should not go round the exam halls. In
case of students’ queries, he/she has to convey clarifications through the chief
invigilator.
17. Be aware that he/she is not authorized to talk to students during the
examination. He/she is not authorized to explain any doubts, ambiguities and
questions raised by students. In case there is a query by many students, he/she can
convey a message to the course tutor to do that.
18. Accompany the student and stipulate which washroom shall be used. Visits to
washroom may be taken only after permission from the invigilator and under the
condition that the invigilator’s instructions given on the particular occasion are
followed. The invigilator can ask the assistance of the chief invigilator.
19. Make suitable arrangement for proper medical attention, when a student falls ill
during the exam and is unable to complete the examination, No student shall reenter the exam hall after leaving it unless he/she was under approved supervision
during the full period of absence.
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20. Collect the seat cards before the end of the exam and arrange them in an
ascending order.
21. Announce the time left for completion during the last half an hour of the exam,
once in beginning and later before 5mins.
22. Go around collecting the answer books from the students while they are in their
seats. Do not allow any student to stand up during the last few minutes of the exam.
23. Check carefully the exact number of answer sheets and put them in the
specified envelope and submit the envelope/s to the chief invigilator/ exam officer in
the exam office.
Note: In Mid-term Examinations, the envelope should be submitted to HoD of the
concerned department or the course tutor can collect it personally in the examination
hall.
6.4

CHIEF INVIGILATOR

The Chief invigilator should
1. Be present in the exam office at least one-hour before the start of the exam to
assist the General Exam Officer (Assistant Dean of Academic Affairs) to distribute
the sealed envelopes of exam papers on the day of the exam.
2. Go round the exam rooms to make sure that invigilation is being carried out
properly and report any irregularities if any to the GEO.
3. Take immediate action to look for a substitute for absent invigilators with the help
of the HoD of the corresponding department/center.
4. Make it clear to the invigilators that cheating must be dealt with very seriously. Ask
the invigilator to collect any evidence and to write a report about the cheating case/s.
Names of dishonest students should be noted down and attached to the envelope.
5. Ensure attendance sheets for all sections with signatures of the students in front
of their names and also the names and signature of the invigilators. Remind the
invigilator to keep these sheets in the answer sheet envelope.
6. Inform invigilators to write a note in red pen on the answer script for any student
without ID, even if the student had brought a certificate.
7. Record the names & IDs of students who are not sitting their exam room and
ensure that they are writing exactly the same course they supposed to write.
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8. Have a record of absent students. Cross check the absent students with the
students who are not sitting in their respective exam rooms.
9. Make a round before the end of exam and inform the invigilators to make sure that
the number of answer books received is equal to the number of students who sat for
the exam.
10. Assist the exam officer in receiving the answer scripts along with the students’
attendance from the invigilators after the exam.
11. Assist the exam officer to hand over the answer sheets to the unit tutors.
12. Report in the examination logbook notes about the exam progress and any
problems or irregularities committed either by the invigilators or by the students.
13. The exam invigilator/s has to verify the items listed in the Appendix
7

SCHEDULE OF DOCUMENTS

7. 1

Examinations Time table - Template

7.2

Schedule of Invigilation - Template

7.3

Examination Front Page – Template

7.4

Examination Packets Cover page - Template

7.5

Report of Malpractice – Form

7.6

Checklist for Chief Invigilators – Form

1. Examinations Time table - Template

<Name> Department – <Final/Mid> Examination Schedule Semester <No> / <200X –
20XX>
Day

Course No.

Course Title

Sections

No. of Studs.

Tutors
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7.2 Schedule of Invigilation - Template

<FINAL/MID> EXAMINATION SCHEDULE SEMESTER <NO> / 200X –
20XX
Day/
Time

Course
Code

Course Title

Sections

No. of
Studs.

Tutors

Room
No

Invigilat
or

Chief
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7.3 Examination Front Page – Template
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7.4 Examination Packets Cover page - Template
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7.5 REPORT OF MALPRACTICE – Form
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7.5 CHECKLIST FOR CHIEF INVIGILATORS - Form
The Chief Invigilator/s has to verify the following:
#

Item

Task

Remarks

Attendance of invigilators
Availability of exam papers
Checking that no information and
explanation is given by invigilators to
students.
1.

Invigilation duty

Students’ attendance sheet signed by
invigilators.
Students sitting not in their proposed rooms
are writing their exact exam
Late students reported
Implementation of exam rules
Even Distribution of students

2.

Seating of
students

Enough spacing among seats
Checking cleanness of desks

3.

Exam

Working condition of ACs

Environment

Quietness and cleanness of the exam hall.
Course material outside the hall
No dictionaries and pagers

4.

Material related to

No programmable calculators

exam

GSMs down the seat on floor
Checking cleanness of students’
stationeries- malpractice
Answer using pen

5.

Following exam
rules by students

Proper distribution of question forms: A & B
Malpractice report/s
Students without ID cards

6.

Student
Identification

Checking faces of students with the photos
of the ID cards
Checking the name on the answer sheet with
the name on the ID card.
25

NCT
Nizwa College of Technology

PROCEDURES FOR ENSURING RELIABILITY, VALIDITY
AND FAIRNESS IN EXAMINATIONS
Responsible Authority
Effective From
Amendments
Superseded
Documents
Review

File Number
Related Documents

Assistant Dean of Academic Affairs
Date:
This is the first written version of an existing procedure
Examination Procedures section in Academic Staff Manual
Review to be done by AD Academics, Heads of ELC and
Academic Departments; policy review to be done annually,
preferably during the Summer Term.
**This will be assigned by QAFU.
1. Examination Security Policy
2. Academic Integrity Policy
3. Student Grievance Policy
4. Examination Administration Procedures
5. Procedures for ensuring consistency of examinations.
6. Procedures for inspecting student results.
7. Procedures for results analysis.
8. Student Assessment Handbook, Nizwa College of Tech.

1. POLICIES SUPPORTED
Assessment Policy
Academic Integrity Policy
2. APPLICATION
This procedure applies to all the paper based and online exams conducted
throughout the college and to be followed by all academic staff.
3. EXCEPTIONS
International Exams like ICDL, TOEFL etc.
4. DEFINITIONS
4.1 Course Coordinator: An Academic staff teaching a particular course designated
by the HoD to coordinate the activities of other staff teaching the same course for
different sections.
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4.2 Assessment Quality Subgroup: Members of the teaching staff who are
designated by the respective Head of the departments to oversee and improve the
quality of assessment in the college.
4.3 Reliability: It includes both the consistency of the assessment process to
measure the skills of the students over a time and the consistency of the scorer to
score the skills over a time.
4.4 Validity: It is concerned about whether the assessment undertaken measures
what it is suppose to measure.
4.5 Fairness: It is concerned about whether an assessment process provides equal
opportunities to all students irrespective of their gender and background, to
demonstrate their skills.

5. BACKGROUND
The quality of an assessment depends on how well it is designed, implemented,
administered, scored and analysed. All the staff who are involved in all the above
processes are responsible for ensuring that an assessment is of high quality.
Reliability, validity and fairness are the three main indicators of quality of an
assessment. Further information pertaining to these indicators was available in
the Student Assessment Manual. The procedures for ensuring all these are
provided in the next section.

6.

PROCEDURES

6.1

PROCEDURE FOR ENSURING RELIABILITY

6.1.1 The College’s Assessment quality subgroup will develop plans to estimate
reliability in Mid-term and Final Examinations using internationally proven and
adopted procedures and methods.
6.1.2 The College’s Assessment quality subgroup specifies the intended procedures
to the Head of the departments, who in turn will provide all the necessary data
for calculating reliability. These procedures can be
(i)

Test – Retest Reliability

(ii)

Split-half Reliability
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(iii)

Spearman-Brown Formula

(iv)

Kuder – Richardson 20 (Inter-item reliability)

(v)

Cronbach’s Alpha (Inter-item reliability)

(vi)

Inter-rater reliability

6.1.3 Most of the methods for estimating reliability can be applied only to forced
choice questions which constitutes utmost 40% of the examination marks in
the college.
6.1.4

Standardized Exam Administration Procedures will be adopted while
conducting Mid term and Final examinations. They include uniform
environment, uniform time frame and uniform invigilation to all the students.
They will be disseminated to everyone who administers the assessment to
ensure uniformity.

6.1.5 The scoring procedures should be uniform for all the students. This can
improve reliability when two different tutors score the same paper. (Inter-rater
reliability).
6.1.6 The scoring of marks should be based on the answer key prepared in
advance to the administration of exam. The answer key should clearly show
the internal distribution of marks for long answer questions. It should also
show the criteria or the information expected in a descriptive answer and its
individual weightage.
6.1.7 Provision of ample time improves the reliability of an examination. So the
examiner should keep the time factor in mind while preparing the assessment
item.
6.1.8 The student should not be unfairly penalized for errors in grammar, spelling,
neatness, vocabulary etc when they do not form the criteria for assessment.
6.1.9 Any alternative methods, that are deemed appropriate, to obtain the answer
may be mentioned in the answer key, if possible. Due consideration should be
given to the answers arrived alternatively to a question.
6.1.10 If a student answers extra questions when there is a choice in the questions,
all the extra questions attempted should be scored and the questions with
maximum score can be included for the final marks.
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6.1.11 While scoring descriptive questions, it is always better to take one question at
a time of all the students to improve reliability in scoring i.e. scoring answers
to question no.1 of each student at the same time.
6.1.12 Also while scoring descriptive questions, the chances are very high for the
scorer to be prejudiced and unreliable if the identity of the student is known.
The scorer can be biased to award high marks influenced by the high-scoring
history of the student. So it is better to hide the names of the student before
scoring.
6.1.13 The order in which the answer papers are scored also have impact in the
grading of the student. A teacher can grow more critical or become more
lenient after reading through many papers thus the early papers may receive
lower or higher scores than the papers of same quality scored later.
6.1.14 The marks achieved by the student in the previous questions or sections
could also influence the scorer while scoring the current item. So it is
suggested to keep those scores out of sight.
6.1.15 Two scorers are used to increase the reliability and authenticity in
assessment.
6.1.16 Insights gained while scoring could serve as valuable indicators for a tutor to
self check and rethink the design of a test item in future with respect to its
clarity and difficulty. This could considerably improve the reliability of the
exam.
6.1.17 The number of students answering a specific question correctly or incorrectly
can justify the examiner’s assumption regarding the difficulty of the question.
6.1.18 Question items that are answered by majority of the students are very easy.
This can justify a teacher’s assumption regarding the difficulty of a question.
The possibility that such questions containing clues to the answer should be
verified.
6.1.19 Question items that are answered by fewer students are very difficult. There
can be a difficult question answered by more poor students than better
students. This affects reliability. Other possibilities include incorrect answer for
this question in the answer key and poor wording of the question which should
be corrected.
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6.1.20 Besides, if a difficult question is answered by a low scoring student, there is a
possibility that the question can be answered by a guess, in which case it has
to be reframed and moved to a different variety. For example, if the difficult
question is a True/ False question, it has to be shifted to another category.
This can improve reliability by reducing guesswork.
6.1.21 A question answered by none or very less number of students may indicate it
is too difficult. This may require further instruction from the teacher.
6.1.22 The overall performance of a student in the examination can be compared
with their performance in the individual question or item (Item-test
Correlation). The questions for which most of the high scoring students
answered correctly are consistent with the exam as a whole. Also a question
for which most of the low scoring students answered incorrectly are also
consistent with the exam as a whole. The other questions which have low
correlations can be removed or reframed.
6.1.23 In multiple choice questions, the options not selected by the students may be
not good enough to distract them. In this way, the design of distractors could
be refined.
6.1.24 The lesser the chance for obtaining answers by guesswork, the greater the
reliability. So questions should be designed to discourage obtaining answers
by chance.
6.1.25 Stricter measures and tighter controls during invigilation should be ensured to
discourage cheating in any forms. Cheating affects the stability of the
assessment.
Better test items can always improve reliability and can be constructed
following the guidelines mentioned in Section 2.2.2.2 of the Student
Assessment Handbook.
6.1.26 Reliability in scoring the papers is also another important factor that affects
the quality of the assessment.
6.1.27 Mis-scoring an assessment item reduces the reliability.
6.1.28 Two course tutors scoring a paper for two sets of students should use a
common answer key. The scoring should be uniform and strictly according to
the answer key.
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6.1.29 This would also apply when two course tutors score a paper of the same
student.
6.2

PROCEDURE FOR ENSURING VALIDITY

6.2.1 The College’s Assessment quality subgroup will develop plans to ensure
validity in Mid-term and Final Examinations with the administrative support of
the Head of the departments.
6.2.2 All assessment items should be matched with the goals and objectives of the
course. The exam should comprise items that cover the objectives of that
specific course. For e.g. it does not assess writing skills, when it is supposed
to measure problem solving (Content Validity). This could be ensured with the
current Moderation Form. Statistical methods cannot be used to check this
type of validity.
A wide range of assessment items with more number of relevant questions
will ensure this validty.
6.2.3 The assessment appears like it does measure the construct of interest. For
e.g. It appears more valid when a TV program’s popularity is measured with
the number of viewers than with the number of TV sets switched ON (face
validity). This could be ensured by reviewing the paper with another subject
expert. Statistical methods cannot be used to check this validity.
6.2.4 Compare the results of assessment of a particular course with the results of
another related course taken by the same student. For e.g. the results of
workshop technology course and the results of manufacturing process of the
same student would closely match. (Convergent validity).
6.2.5 Compare the results of the students in one section with the results of the
students in the other sections. If there is a close relationship, then
assessment has external validity (Transfer and Generalizability)
6.2.6 Assessment items that require students to respond from memory should be
strictly avoided.

6.3

PROCEDURE FOR ENSURING FAIRNESS
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6.3.1 The Assessment criteria for each course has to be clearly disseminated to the
students through oral and written means before the examination.
6.3.2 Directions and instructions should be clear and should be given in simple
language.
6.3.3 Both judgemental and statistical review would be employed to improve
fairness in assessment.
6.3.4 The Assessment items will be judged for fairness by the Moderator, Head of
section and Head of Department. Any items that are seemed to be biased to
one group of students would be either reviewed or deleted. (Pre-assessment)
6.3.5 The Assessment quality subgroup would carry out a statistical review of the
exam questions. The questions that are most answered by the students would
be taken as a first group and the others as second group. The groups could
then be analysed for any bias. (Post-assessment)
6.3.6 While scoring descriptive questions, the chances are very high for the scorer
to be prejudiced if the identity of the student is known. The scorer can be
biased to award high marks influenced by the high-scoring history of the
student. So it is better to hide the names of the student before scoring. This
could improve fairness
6.3.7 The order in which the answer papers are scored also have impact in the
grading of the student. A teacher can grow more critical or become more
lenient after reading through many papers thus the early papers may receive
lower or higher scores than the papers of same quality scored later. This
could improve fairness.
6.3.8 The marks achieved by the student in the previous questions or sections
could also influence the scorer while scoring the current item. So it is
suggested to keep those scores out of mind and sight.
6.3.9 A piece of work submitted by a student satisfying the assessment criteria
should have the same marks as a similar work. This can reduce complaints
from students claiming that they have received less mark than the other
student who has written the same answers.
6.3.10 A past performance of a student can influence current scoring, knowledge of
student gender could also influence scoring as there is a general belief that
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girls are more sincere, hardworking and usually write exams well. So it is
suggested to hide the names before scoring.

7. REFERENCES
Linden, K.W. (1985) Designing tools for assessing classroom achievement: A handbook
of materials and exercises for Education 524.
North Central Regional Educational Laboratory, “Reliability, validity and fairness of
classroom assessment”, <http://www.ncrel.org/sdrs/areas/issues/methods/assment/
as5relia.htm>
Reliability and Validity: What's the Difference? Last accessed : 10th Jan 2010
<http://www.socialresearchmethods.net/tutorial/Colosi/lcolosi1.html>
Assessment handbook (1995 , Illinois Schools, http://www.gower.k12.il.us/stafff/
ASSESS/1b fws.html, Last Accessed: 10th Nov, 2009
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NCT
Nizwa College of Technology

ASSESMENT MODERATION POLICY
Responsible Authority
Contact Details

Authorization
Effective From
Amendments
Superseded
Documents
Review

File Number
Related Documents

Assistant Dean of Academic Affairs
1. HoC of English Language Centre, Ext. No. 595
2. HoD of Engineering Department, Ext. No. 510
3. HoD of IT Department, Ext. No. 544
4. HoD of Business Studies Department, Ext. No. 531
NCT College Council
Decision No. ___ Date: ____________
Date:
This is the first written version of an existing policy.
Academic Staff Manual.
Review to be done by AD Academics, Heads of ELC and
Academic Departments; Policy review to be done annually,
preferably during the Summer Term.
AC-STF-002
1. Student Assessment Policy
2. Procedures for ensuring validity, reliability and fairness
in Examinations
3. Assessment Moderation Policy.
4. Procedures for inspecting student results.
5. Student Assessment Handbook, Nizwa College of Tech.

Policy Statement
Nizwa College of Technology will ensure the credibility of the student grades through
a fair, valid and reliable moderation by analyzing, comparing and evaluating the
assessment process and its results.

1

Purpose

1.1

The purpose of this policy is to ensure that:
a. the assessment covers the learning outcomes with approved items and clear
criteria of measurement.
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b. the student assessment is uniform, specifically when it is done by different staff
to different student.
c. the student grades in a particular course are fairly distributed and any abnormal
results are to be analyzed for quality assurance purposes.

2

Scope

2.1

This Policy applies to the Course work assessment, Mid-term and Final
Examinations of the Foundation and Academic departments of the college.

3

Definitions

3.1

Moderation: A quality assurance process through which the comparability and
quality of assessment is ensured.

3.2

Assessment item: Objective and Descriptive questions in an assessment.

3.3

Validity: It is concerned about whether the assessment undertaken measures
what it is supposed to be measured.

3.4

Reliability: It includes both the consistency of the assessment process to
measure the skills of the students over a time and the consistency of the scorer to
score the skills over a time.

3.5

Fairness: It ensures that all the students are assessed equally without any bias
and do not discriminate against members of any ethnic/racial or gender group or
against students with disabilities.

3.6

Pre-assessment moderation: It refers to the processes that ensure the clarity,
content, distribution of items based on difficulty, timeframe and standard of an
assessment method.

3.7

Post-assessment moderation: It refers to the processes that ensure the grades
are in accordance with the set marking criteria and the college’s academic
standards.

3.8

Course Coordinator / Internal Moderator: A member of teaching faculty who is
also an expert in that subject or one of the course tutors appointed by the HoD.

3.9

External Moderator: A member from another institution or organisation who shall
review the questions papers and marked answer scripts for moderation. This
member will be recommended by the HoD during the start of a semester and shall
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continue to function throughout an academic year.

4

IMPLEMENTATION

4.1

Pre-assessment Moderation

4.1.1

Questions have to be set as per the prescribed norms (referring to the assessment
methods & test specification agreed in the council meeting No.2 on 25/9/2006)

4.1.2

For courses with large number of sections and taught by many tutors, the course
coordinator is to be in-charge for meeting all tutors to agree for a common exam
paper. Each tutor should participate in setting the paper taking into consideration
the standards, outcomes coverage etc.

4.1.3

Each course tutor/coordinator has to submit a model answer key to the HoD with a
clear marking scheme and in case of more number of sections, all the course
tutors should follow the same answer key.

4.1.4

Every question paper should have a cover page with the course name,
duration of the exam, total marks, detailed marking statements, name of the
staff, etc. according to PROCEDURES FOR ENSURING RELIABILITY, VALIDITY
AND FAIRNESS IN EXAMINATIONS.

4.1.5

The Question paper shall be reviewed by the Moderator for
h) A Standard Exam format.
i)

Balanced distribution of questions, i.e. easy, moderate and challenging parts.

j)

Clear Marking scheme.

k) Authenticity of exams, i.e. not repeated from previous exams.
l)

Coverage of the exams to the objectives and outcomes of the course.

m) Time period of the exam to fit the length and number of questions.
n) Clarity and language proof.
All the other PROCEDURES FOR ENSURING RELIABILITY, VALIDITY AND
FAIRNESS IN EXAMINATIONS. should be followed.
4.1.6

In case of any disagreement between the moderator and the course tutor, the
decision of the Head of the department is deemed final.

4.1.7

Course tutors should keep a record of the objectives and outcomes which are
covered in all types of assessments.

4.1.8

The course tutor shall complete a Moderation Form which shall be duly counter
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signed by the Moderator and approved by the HoS and HoD along with the
question paper.

4.2

Post Assessment Moderation

4.2.1

While the course tutor marks the scripts using a RED pen, the Moderator shall
mark using a PINK pen, After Exam administration, the moderator is entitled to
verify whether
• all assessment items and all scripts are marked
• all scripts are marked according to the marking scheme.
• Totaling and Sub-totaling in all scripts are correct
• all marks have been correctly transferred to the front page cover of script.
• all pages are considered including all rough work.
• any question is answered twice, it shall be ensured that the marks are taken in
to account for one attempt which is awarded with the maximum marks.
If the student has answered more questions than indicated by the examination
rules, the marks from one or more questions must be disregarded in order to
obtain the appropriate number of question marks. The lowest –mark question or
questions shall be disregarded.

4.2.2

The moderator should also carry out the following duties.
• Each page that has been considered by moderator must have some indication
to this effect. If a page attracts no mark or comment internal moderator should
put a line down the outer margin to indicate that the page has been seen.
• The cases where there is a discrepancy between the marking and the variation
in the total marks exceeds 10% of the total, the scripts shall be returned to the
course tutor for correction.
• The total and subtotal of each section / part by verifying the number of questions
allowed to answer when there are choices given. For example, if in part B, when
a student is allowed to answer any 5 out of 6 questions, the best 5 answers
shall be taken into account.
• No answer shall be left unmarked /unchecked even if it is written outside the
assigned space.
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4.2.3

The External Moderator will also review the scripts and submit an overall report to
the HoD.

4.2.4

The Course tutor / Course coordinator submits the evaluated answer scripts to the
Head of department.

4.2.5

The Head of Department will form a moderation committee for each branch /
specialization / subjects to moderate the marks.

4.2.6

The committee shall choose at least 30% of the answer scripts either randomly for
each section or from the scripts in maximum, average and minimum range of
marks and check them in accordance with the PROCEDURES FOR ENSURING
RELIABILITY, VALIDITY AND FAIRNESS IN EXAMINATIONS.

4.2.7

The Head of the department shall consult with the moderation committee
regarding any abnormality in marks and shall take decisions regarding any
appropriate change in marks.

4.2.8

The Head of the department also decides on borders of failure cases and borders
of grades cases on merit.

4.2.9

The Head of the department shall submit the marks to the approval of the college
council.

Guidelines and Test
Specifications

By A.D
Academic

Balanced
Exam Papers

Coordinator / Tutor / HoS

(Simple + Moderate + Challenging)

Authentic
( Not Repeated)

Coverage
of Outcomes

Clarity and Time
Sufficiency

Mark
Distribution

Approval of the HoD
of the Dept / Center

Moderation Process

Consistent Exam
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5

Schedule of Documents

5.1

Moderation Form

5.2

External Moderator Report

5.3

Department Moderation Committee – Minutes

6

References
“Principles of moderation of assessment (2008)”, Australian Catholic University,

7
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Sections
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Distributed To

This is the first
written version of
an existing policy.

Assistant Deans,
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Dr.Bader Ahmed
AD, Academic

1.0

04/03/09

B.Rajesh Kumar
Engineering

N/A

V, Ilankumaran,
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Engineering Department

Ministry of Manpower

Nizwa College of Technology (NCT)

Directorate General of Technological
Education
Sultanate of Oman

P.O.Box: 477, Postal code: 611, Nizwa
Tel. Nos.:25431021, Fax No: 25431020

QUESTION PAPER MODERATION FORM
Course Name :
Section : 1
Number of
Outcomes

Course Code :
Semester 1
2009-2010

Level:
1

2

3

4

5

6

7

Outcomes Covered
Type of Questions

Number of objective
type questions
Number of short answer
type questions
Number of long answer
type questions
Weightage of Questions

Marks for challenging
questions
Marks for moderate
questions
Marks for
easy questions

Comments of the Moderator:
____________________________
Name and signature of the moderator

__________
Date Signed

NOTE : Moderators should note down the suggestions/corrections made by them in the form or if
necessary on the backside of the paper. Example [Qn 1–Wording short, Qn 2–Answer not available etc]
Action taken by the course Tutor:
___________________________
Name and signature of the course tutor

__________
Date Signed

NOTE : Here the course tutor should write about the suggestions/corrections like accepted
suggestions/corrections or reasons if any if they disagree

_________________________
Head of Section’s signature/date

_________________________
Head of Department’s signature/date

[ Head of section shall verify the entries above before approving the same]
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NCT
Nizwa College of Technology

EXAMINATION SECURITY POLICY
Responsible Authority
Contact Details

Authorization
Effective From
Amendments
Superseded
Documents
Review

File Number
Related Documents

Assistant Dean of Academic Affairs
1. HoC of English Language Centre, Ext. No. 595
2. HoD of Engineering Department, Ext. No. 510
3. HoD of IT Department, Ext. No. 544
4. HoD of Business Studies Department, Ext. No. 531
NCT College Council
Decision No. ___ Date: ____________
Date:
This is the first written version of an existing policy.
Academic Staff Manual.
Review to be done by AD Academics, Heads of ELC and
Academic Departments; Policy review to be done annually,
preferably during the Summer Term.
AC-STF-003
1. Academic Integrity Policy
2. Examination Administration Procedures
3. Student Assessment Handbook, Nizwa College of Tech.

Policy Statement
Nizwa College of Technology will ensure high degree of credibility and responsibility
among the members of the staff to uphold the integrity and safety of all the
examinations.

1

Purpose

1.1

The integrity and credibility of examinations decides the quality of learning in an
educational institution. As such, NCT strives to ensure that major examinations
such as the midterm and final exams are credible and free from any doubt of
tampering or leakage.
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1.2

All members of the staff are strictly advised to follow strict rules in maintaining
confidentiality and integrity of exam scripts and to ensure as well that strict
guidelines are followed in the storage, distribution and retrieval of these exam
scripts.

1.3

This document provides necessary information that staff should follow regarding
this matter, as well as related general principles in exam scripts preparation,
storage, distribution and retrieval.

2

Scope

2.1

This Policy applies to all the members of the staff who are directly or indirectly
involved in examination processes.

3

Definitions

3.1

Portable media: Any digital storage device like CD, DVD, Hard-disks, Flash drives
Memory cards, etc.

4

IMPLEMENTATION

4.1

All the examination papers shall be developed by the course tutor for single
section of the course or by the course coordinator for more than one sections of
the same course.

4.2

The course coordinator/tutor shall follow strict security measures while drafting the
exam script in the computer. The exam script shall be prepared in the computer of
the course tutor/course coordinator only.

4.3

While the exam script is still being drafted, the course coordinator/tutor shall
disconnect the computer from the college network so as to avoid any unauthorized
access through hacking. The course tutor shall remove the network cable to
disconnect.

4.4

A password shall be assigned to the file to avoid access by unauthorized persons
of the exam script. No files shall be saved in a shared drive.
Examination paper shall neither be transferred through the college’s messaging
system to anyone nor be sent through mailing services.

4.5

While the exam script is still being drafted, the computer shall never be left unattended by the course tutor / course coordinator.
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4.6

Printing of the exam script should be done personally by the concerned course
coordinator/tutor, preferably in the department/center where he/she belongs.

4.7

The course coordinator/tutor should make sure that immediate action be made on
changing the exam paper in case it is suspected that there is a leak of the exam or
any related incident such as loss of portable media where the exam is saved.

4.8

Copies of the examination script shall be done by the course coordinator/tutor by
visiting the college reprographic center personally.

4.9

High degree of care shall be taken to ensure that no examination script are left in
the photocopying center.

4.10

Only the course coordinator/tutor and the HoD/HoS are allowed to handle the
examination scripts prior to the examination.

4.11

During the examination period, the Chief Invigilator is also given authority in
handling/securing the examination papers. In this regard, no other third party is
allowed to handle the examination script before, during or immediately after the
actual examination.

4.12

It is the responsibility of the course coordinator/tutor to submit the correct number
of examination sheets to the General Exam Officer (AD of Academic Affairs) two
(2) working days before the actual date of examination, duly sealed in a secure
envelop with a clear marking of the contents. A cover page provided in
the Examination Administration Procedures shall be used.

4.13

The General Exam Officer has the full responsibility in securing the storage of the
exam papers in the Central Examination Office.

4.14

The Assistant Dean, Administrative affairs shall ensure the after-hours safety of
the examination papers by appointing security personnel for the Central
Examination Office.

4.15

On the day of actual examination/utilization of exam paper, and after the allotted
time for the examination is over, the course tutor shall collect the answer scripts
from the Central Examination Office, physically count the number of answer
sheets handed over to him/her, and correspondingly sign in the acknowledgement
book.

4.16

During the conduct of the exam/use of the exam paper, the invigilators shall
ensure the safe custody and handling of the exam scripts, as well as the
assurance of no leakage of the paper before the start of the exam.
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4.17

After the examinations, the answer scripts shall be collected in person by the
course tutor from the central examination office in case of final examination and
from the invigilator in case of Mid-term examination.

4.18

The member of the academic staff who is authorized to handle the examination
scripts at a particular stage of the examination shall deemed to be responsible for
any disclosure, leaking or tampering at that stage.

4.19

Any sanctions against such staff shall be carried out in accordance with the
College’s Academic Integrity Policy.

4.20

The General Examination Officer shall postpone any examinations prior to its
administration, if there is a doubt about the integrity of the examination or any
evidence of leaking of question papers has been presented.

4.21

The General Examination Officer shall cancel any examinations after its
administration, if there is a doubt about the integrity of the examination or any
evidence of leaking of question papers has been presented.

4.22

Suitable arrangements shall be made by the GEO to arrange such examinations in
a different date after consulting with the Head of Departments.

4.23

The Head of department shall ensure that all the students are intimated with the
new dates of the re-examination.

5
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AC-STF-004
Procedures for Handling Academic Integrity Violations by
Staff

1. Policy Statement
The intellectual reputation of the college depends on maintaining high standards of
academic integrity. Commitment to these standards is a responsibility of every staff of
Nizwa College of Technology.
2. Purpose and Scope
Academic integrity is essential to the realization of mission of higher educational
institutions and violations of academic integrity are serious offenses against the academic
community. Every member of the college academic community bears responsibility for
ensuring that standards of academic integrity are upheld through the five fundamental
values; honesty, trust, fairness, respect and responsibility. Only through proper
communication and interaction among students, staff and administrators, NCT will be
able to maintain the necessary commitment to academic integrity.
Since academic integrity is one of the foundations of the college’s commitment to the
principles of equal and free acquisition of information and knowledge, staff are
responsible for teaching and upholding high-standard course material development,
project undertaking, ethics and rapport. In the college academic community, the high
value placed on truth implies a corresponding intolerance of scholastic dishonesty. Any
work that staff do must be the product of their own effort and must be consistent with
appropriate standards of the college code of ethics. Academic dishonesty which includes
fabrication, plagiarism and other forms of unethical behavior is prohibited.
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Academic staff, through the guidance of respective HoDs, are responsible for monitoring
their own individual works pertaining to academic integrity. Likewise, academic staff
share the responsibility for educating students about the importance and principles of
academic integrity.
College authorities (HoDs, A.D. Academic) are responsible for informing staff about
the particular expectations and consequences of academic integrity violations. They
should also keep them aware of the procedure to avoid any sort of violation that breaches
the academic integrity values. This should cover individual and college work of staff
including permissible limits of legal use of resources to prevent plagiarism & fabrication,
acceptable citation format, academic rapport, etc.
This policy applies to all staff, including administrators of the college.

3. Definitions
Cheating. Cheating is any attempt to give or obtain assistance in a formal academic
exercise without due acknowledgement. Moreover, cheating is the use of impermissible
or unacknowledged materials, information, or study aids in any academic activity.
Similarly, staff may not request others to conduct or prepare any academic work for them.
Plagiarism. Plagiarism is the representation of words or ideas of another as one’s own in
any academic work. This can range from borrowing without attribution a particularly apt
phrase, to paraphrasing someone else's original idea without citation, to wholesale
contract cheating. To avoid plagiarism, every direct quotation must be identified by
quotation marks, or by appropriate indentation, and must be cited properly according to
the accepted format. Acknowledgement is also required when material from any source is
paraphrased or summarized in whole or in part in one’s own words.
Fabrication. Fabrication is the falsification or invention of any information or citation in
an academic work. This includes making up citations to back up arguments or inventing
quotations. It includes data falsification, in which false claims are made about
project/research performed, including selective submitting of results to exclude
inconvenient data to generating bogus data. “Invented” information may not be used in
any laboratory or other academic work without permission from authorized individuals or
groups.
Deception. Deception is providing false information to a HoD concerning a formal
academic task. Examples of this include taking more time on a take-home duty than is
allowed, giving a dishonest excuse when asking for a deadline extension, or falsely
claiming to have submitted work.
Sabotage. Sabotage is when a staff prevents others from completing their work. This
includes cutting pages out of library books or willfully disrupting the work of others.
Facilitating violations of academic integrity. It is a violation of academic integrity for
someone to aid others in violating academic integrity. A staff who knowingly or
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negligently facilitates a violation of academic integrity is as culpable as the party who
receives the impermissible aid, even if the former staff does not benefit from the
violation. Similarly any staff who, in one way or another, tries to provide unfair
assistance to students by bowing to student’s or someone’s pressure for giving additional
marks, ignoring students’ trails for plagiarism, cheating, etc. is also considered a serious
violation.
Professorial Misconduct. Professorial misconduct includes improper grading of students'
papers and oral exams, deliberate negligence towards cheating or assistance in cheating.
This can be done for reasons of personal bias towards students (favoritism), for a bribe, or
to improve the teacher's own perceived performance by increasing the passing rate.
4. Implementation
Any violation of academic integrity is a serious offense and is therefore subject to an
appropriate penalty or sanction. Academic integrity violations at Nizwa College of
Technology are classified into four levels according to the nature of violation. For each
level of violation a corresponding set of sanctions may be taken.
The recommended sanctions at each level are not binding, but are intended as general
guidelines for the academic community. Moreover, due to mitigating circumstances, a
recommended sanction may not be imposed, even when the perpetrator is found
responsible for a given violation. Culpability may be assessed and sanctions imposed
differently for those with more or with less experience as members of academic
community.
The following are examples for each level of violation of academic integrity as described
in this policy for Nizwa College of Technology. These are meant as illustrations only and
should not be taken all inclusive.
a. Level One Violations
Level 1 violations may occur because of ignorance, inexperience or lack of
knowledge of the principles of academic integrity and are often characterized
by the absence of dishonest intent on the part of the staff committing the
violation. These violations generally are quite limited in extent, occur in minor
activities, and represent a small fraction of the total work. Examples include:




Non-familiarity with college rules and regulations regarding academic
integrity
Ignorance of code of ethics regarding Intellectual Property Rights
(IPR)
Failure to give proper acknowledgment in a small/limited section of a
paper or an article

Sanctions for this level violation may be:
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Oral Warning
Required participation in a seminar/workshop on ethics or academic
integrity

b. Level Two Violations
Level 2 violations are breaches of academic integrity that are more serious and
affect a more significant aspect or portion of the course materials and other
related works compared with Level 1 violations. Examples include:






Quoting directly or paraphrasing to a moderate extent without
acknowledging the source, e.g. in course materials and/or course notes
Using data or interpretative material for a laboratory work/report
without acknowledging the sources or the collaborators. All
contributors to the acquisition of data and/or to the writing of the report
must be acknowledged
Failure to acknowledge assistance from others in a paper or a project
report
Giving undue assistance to students in doing their assignments,
projects, etc.

Sanctions for Level Two violations may include one or more of the following:



Disciplinary warning or probation
Required participation in a seminar/workshop on ethics or academic
integrity

c. Level Three Violations
Level 3 violations are breaches of academic integrity that are more serious in
nature or that affect a more significant aspect or portion of the course
materials, papers and other academic works of staff compared with Level Two
violations. Examples include:












Repeating Level Two violations.
Presenting the work of another as one’s own.
Plagiarizing major portions of a written report or research paper
Conspiring before an exam to develop methods of illicitly exchanging
information with students during the exam.
Altering examinations for the purposes of re-grading.
Acquiring or distributing copies of an examination script from an
unauthorized source prior to the examination period to students.
Bowing to pressure from students, parents or other influences to
modify marks.
Unfair marking of answer scripts, assignments, lab reports, etc.
Leaking exam papers or disclosing exam questions or giving clues to
students about examination papers.
Threatening students to lower their grades or fail them.
Dishonest academic rapport with students
48





Removing or damaging posted or reserve materials, or preventing
others from having access to these.
Fabricating data by inventing or deliberately altering material.
Fabrication includes citing “sources” that are not, in fact, sources.
Using unethical or improper means of acquiring data.

The sanction of Level Three violations may be suspension or termination of
contract of the staff member, depending on the seriousness of the violation.
d. Level Four Violations
Level 4 violations represent the most serious breaches of academic integrity.
Examples include:





Committing a violation of academic integrity after returning from
suspension for a previous violation of academic integrity
Committing a violation of academic integrity that breaks the law or
resembles criminal activity such as forging a grade form or transcript,
taking or using an examination script from another lecturer without his
knowledge, or altering the record of work done at the college
Sabotaging another’s work through actions designed to prevent the
concerned individual from successfully completing a project.

The sanction for Level Four violations may be the termination of work
contract.
e. Repeat Offenses
As already stated, a repeat violation at Level Two will ordinarily be treated as
a Level Three violation. Likewise, any violation of academic integrity
committed after returning from suspension from a Level Three violation will
be treated as a Level Four violation.
5. Academic Integrity Principles
1. Academic misconduct includes cheating, fabrication, plagiarism, or facilitating
academic dishonesty or as further specified in college bylaws, professional
code of conduct for staff, or student handbook.
2. Lecturers shall make a reasonable effort to explain to students at the outset of
a course the behavior expected of them when taking examinations or preparing
and submitting other course work. They are also responsible in monitoring the
integrity of their own course materials and other works, and should practice
academic honesty at all times.
3. In the event that academic misconduct is suspected, due process shall be
respected. The procedures related to this policy shall be invoked to determine
the facts of the case and to decide upon both academic and disciplinary
sanctions where appropriate. All steps need to be carefully documented in
writing and should be completed in a timely manner.
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4. All members of the college community who suspect violations of academic
integrity should report it to the HoD of the department offering the course. If
so desired by the concerned individual, the HoD will maintain the staff’s
identity in strict personal confidence.
5. The HoD is responsible for recommending to the AD Academic Affairs the
academic sanctions to be imposed. Academic sanctions may include reduced
marks, reduced grade in the course, or failing grade in the course for students,
or warning, suspension or termination for staff.
6. Disciplinary sanctions are recommended by the AD of Academics or the
Disciplinary Committee of the college.
7. The decision of the committee is final. Appeals to the College Dean will be
considered only for alleged violation of due process.
8. In cases of academic misconduct involving more than one staff, the committee
will coordinate their decisions to ensure that disciplinary sanctions are applied
fairly.
9. No narrative evaluation will be issued until the process outlined is completed
and a final decision on the charges and the sanctions are imposed. The
concerned individual may appeal against the sanctions.
10. In serious cases in which academic misconduct has been determined, a
notation of misconduct shall be entered for a specified period on staff’s
official records.
a. Roles and Responsibilities
The Assistant Dean of Academic Affairs has the ultimate responsibility for
implementing and overseeing the Academic Integrity Policy in the college. The
Asst. Dean of Academic Affairs is responsible for deciding the sanction for
individuals found responsible for violations of academic integrity on campus. The
AD Academic Affairs shall exercise this responsibility personally or delegate it to
the Head of Department under consideration; however serious cases which need
detailed investigation shall be forwarded to the Dean.
HoDs shall assume the role of academic integrity facilitators and shall help in
increasing the awareness of staff concerning academic integrity. They shall also
advise on matters concerning academic integrity procedures.
b. Communication
This policy is disseminated through the College Policy Manual as well as the
college intranet.
c. Procedures and Forms
The following procedure describes how to handle academic integrity violations for
the staff in the college.
• HoD shall explain the policies regarding academic integrity to all staff and
the consequences of any violation.
• HoD shall establish a departmental Academic Integrity Committee (AIC)
which will have the responsibility of dealing with staff violation cases. It is
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•

•
•
•

•
•
•

to be headed by the HoD with membership of HoSs and senior faculty
members if necessary.
AIC has to monitor cases of violation which could include but are not
limited to:
o Checking random samples of bypassing plagiarism violations by
students and still giving marks.
o Verification of teaching materials violating IPR.
o Bowing to students’ and/or parents’ pressure to modify the marks.
o Unfair evaluation of answer scripts, assignments, labs reports, etc.
o Giving undue assistance to students in doing assignments, projects, etc.
o Leaking exam papers or disclosing exam questions or giving clues to
students about examination papers.
o Threatening students to reduce their marks or to fail them.
o Dishonest academic rapport with students.
The HoD has the right to evaluate any academic material from the faculty
member before it is distributed to students.
The AIC decides on the level of violation and the sanction(s) to be taken in
consultation with the A.D. Academics.
Serious cases which need detailed investigation have to be reported to the
Asst. Dean of Academic Affairs who has to forward it to the College Dean.
An Investigation or Fact-finding Committee may be established by the
College Dean and sanctions shall be taken based on the committee report.
Violation cases related to administrative staff shall be monitored and
investigated by higher authority.
The staff member has the right to cross-appeal against the violation sanction
within one week to the College Dean whose decision will be final.
Copy of violation reports should be kept in the department file with one set
to be sent to the Asst. Dean of Academic Affairs.

6. References
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AC-STU-005
Procedures for Handling Academic Integrity Violations by
Students

1. Policy Statement
The intellectual reputation of the college depends on maintaining high standards of
academic integrity. Commitment to these standards is a responsibility of every staff and
student of Nizwa College of Technology.
2. Purpose and Scope
Academic integrity is essential to the realization of mission of higher educational
institutions and violations of academic integrity are serious offenses against the academic
community. Every member of the college academic community bears responsibility for
ensuring that standards of academic integrity are upheld through the five fundamental
values; honesty, trust, fairness, respect and responsibility. Only through proper
communication and interaction among students, staff and administrators, NCT will be
able to maintain the necessary commitment to academic integrity.
Since academic integrity is one of the foundations of the college’s commitment to the
principles of equal and free acquisition of information and knowledge, students are
responsible for learning and upholding high standards of writing, assessment and ethics in
their specializations. In the college academic community, the high value placed on truth
implies a corresponding intolerance of scholastic dishonesty. Any work that students
submit, written or otherwise must be the product of their own effort and must be
consistent with appropriate standards of code of ethics. Academic dishonesty which
includes cheating, plagiarism and other forms of unethical behavior, is prohibited.
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Academic staff share the responsibility for educating students about the importance and
principles of academic integrity. Individual faculty members are also responsible for
informing students of the particular expectations regarding academic integrity within
individual courses, including permissible limits of student collaboration and acceptable
citation format. All academic staff should report violations of academic integrity they
encounter.
This policy applies to all students of the college.
3. Definitions
Cheating. Cheating is any attempt to give or obtain assistance in a formal academic
exercise (e.g. examination) without due acknowledgement. Moreover, cheating is the use
of impermissible or unacknowledged materials, information, or study aids in any
academic activity. Using books, notes, calculators, etc. when their use is forbidden
constitutes cheating. Another example of academic dishonesty in this area is a dialogue
between students in the same class but in two different time periods, both of which a test
is scheduled for that day. If the student in the earlier time period informs the other student
in the later period about the test, that is considered academic dishonesty, even though the
first student has not benefited himself.
Plagiarism. Plagiarism is the representation of words or ideas of another as one’s own in
any academic work. This can range from borrowing without attribution a particularly apt
phrase, to paraphrasing someone else's original idea without citation, to wholesale
contract cheating. To avoid plagiarism, every direct quotation must be identified by
quotation marks, or by appropriate indentation, and must be cited properly according to
the accepted format. Acknowledgement is also required when material from any source is
paraphrased or summarized in whole or in part in one’s own words.
Fabrication. Fabrication is the falsification or invention of any information or citation in
an academic work. This includes making up citations to back up arguments or inventing
quotations. It includes data falsification, in which false claims are made about research
performed, including selective submitting of results to exclude inconvenient data to
generating bogus data. “Invented” information may not be used in any laboratory report
or other academic work without authorization from the lecturer, instructor/technician, or
other authorized individuals or groups.
Deception. Deception is providing false information to a teacher/instructor concerning a
formal academic exercise. Examples of this include taking more time on a take-home test
than is allowed, giving a dishonest excuse when asking for a deadline extension, or
falsely claiming to have submitted work.
Sabotage. Sabotage is when a student prevents others from completing their work. This
includes cutting pages out of library books or willfully disrupting the experiments of
others.
Facilitating violations of academic integrity. It is a violation of academic integrity for
someone to aid others in violating academic integrity. A student who knowingly or
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negligently facilitates a violation of academic integrity is as culpable as the student who
receives the impermissible aid, even if the former student does not benefit from the
violation.
4. Implementation
Any violation of academic integrity is a serious offense and is therefore subject to an
appropriate penalty or sanction. Academic integrity violations at Nizwa College of
Technology are classified into four levels according to the nature of violation. For each
level of violation a corresponding set of sanctions is recommended.
The recommended sanctions at each level are not binding, but are intended as general
guidelines for the academic community. Moreover, due to mitigating circumstances, a
recommended sanction may not be imposed, even when the perpetrator is found
responsible for a given violation. Culpability may be assessed and sanctions imposed
differently for those with more or with less experience as members of academic
community.
The following are examples for each level of violation of academic integrity as described
in this policy for Nizwa College of Technology. These are meant as illustrations only and
should not be taken all inclusive.
f. Level One Violations
Level 1 violations may occur because of inexperience or lack of knowledge of
the principles of academic integrity and are often characterized by the absence
of dishonest intent on the part of the student committing the violation. These
violations generally are quite limited in extent, occur in minor activities, and
represent a small fraction of the total work. Examples include:



Working with another student on a course work activity when such
collaboration is prohibited.
Failure to give proper acknowledgment in a small/limited section of an
assignment.

Sanctions for this level violation may be:





Recommendation to attend in a counseling session in the Advising &
Counseling Center of the college with undertaking to be signed by
student.
Recommendation to amend the original assignment and re-submitting
it
No credit for the original assignment
Disciplinary warning

g. Level Two Violations
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Level 2 violations are breaches of academic integrity that are more serious and
affect a more significant aspect or portion of the course work compared with
Level 1 violations. Examples include:







Quoting directly or paraphrasing to a moderate extent without
acknowledging the source, e.g. assignments and reports
Submitting the same work or major portions thereof to satisfy the
requirements of more than one course without permission from the
lecturer to whom the work is submitted for the second or subsequent
time
Using data or interpretative material for a laboratory work without
acknowledging the sources or the collaborators. All contributors to the
acquisition of data and/or to the writing of the report must be
acknowledged.
Failure to acknowledge assistance from others in a paper or project
report

Sanctions for Level Two violations may include one or more of the following:




Zero for the plagiarized part of the assignment
A failing grade or reduced mark for the course
Disciplinary warning or probation

h. Level Three Violations
Level 3 violations are breaches of academic integrity that are more serious in
nature or that affect a more significant aspect or portion of the course work,
reports and assignments of students, compared with Level Two violations.
Examples include:













Repeating Level Two violations.
Presenting the work of another as one’s own.
Cheating in quizzes and exams (midterm, finals, etc)
Plagiarizing major portions of a written report or assignment
Acting to facilitate copying/cheating during exams
Using prohibited materials such as books, notes, or calculators during
exams
Conspiring before an exam to develop methods of illicitly exchanging
information during the exam
Altering examinations for the purposes of re-grading
Pressurizing the tutors and other staff through coercion or similar
means to increase, decrease or modify the scores of any examination
paper.
Acquiring or distributing copies of an examination script from an
unauthorized source prior to the examination period
Removing or damaging posted or reserve material, or preventing others
from having access to the material
Fabricating data by inventing or deliberately altering material.
Fabrication includes citing “sources” that are not, in fact, sources
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Using unethical or improper means of acquiring data
Cheating the college by submitting a fabricated medical reports just to
miss and repeat an exam

The sanction of Level Three violations ordinarily is a failing grade for the
course and suspension of one or more semesters, depending on the seriousness
of the violation and in compliance with the College Bylaws.
i. Level Four Violations
Level 4 violations represent the most serious breaches of academic integrity.
Examples include:







Committing a violation of academic integrity after returning from
suspension for a previous violation of academic integrity
Committing a violation of academic integrity that breaks the law or
resembles criminal activity such as forging a grade form or transcript,
stealing an examination script from a lecturer, or altering the record of
work done at the college
Having a substitute take an examination or taking an examination for
someone else
Sabotaging another’s work through actions designed to prevent the
concerned individual from successfully completing a project.
Pressurizing, threatening or coercing the tutor, directly or through an
intermediary, to modify the result of any assignment or examination.

The sanction for Level Four violations ordinarily may be permanent expulsion
from the College with a permanent notation of disciplinary expulsion in case
of the student’s transcript. Sanctions should be imposed in compliance with
the College Bylaws.
j. Repeat Offenses
As already stated, a repeat violation at Level Two will ordinarily be treated as
a Level Three violation. Likewise, any violation of academic integrity
committed after returning from suspension from a Level Three violation will
be treated as a Level Four violation.
5. Academic Integrity Principles
1. Academic misconduct includes cheating, fabrication, plagiarism, or facilitating
academic dishonesty or as further specified in college bylaws, professional
code of conduct for staff, or student handbook.
2. Lecturers shall make every possible effort to explain to students at the outset
of a course the behavior expected of them when taking examinations or
preparing and submitting other course work.
3. In the event that academic misconduct is suspected, due process shall be
respected. The procedures related to this policy shall be invoked to determine
the facts of the case and to decide upon both academic and disciplinary
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4.

5.

6.
7.

8.

9.

sanctions where appropriate. All steps need to be carefully documented in
writing and should be completed in a timely manner.
All members of the college community who suspect academic dishonesty
should report it to the lecturer of record. If the lecturer of record is
unavailable, or the case is outside the scope of the course, it should be reported
to the HoD of the department offering the course. If so desired by the
concerned individual, the HoD will maintain the student’s identity in strict
personal confidence.
The lecturer on record is responsible for recommending to the HoD of the
concerned department/center the academic sanctions to be imposed. Academic
sanctions may include reduced marks, reduced grade in the course, or a failing
grade in the course.
Disciplinary sanctions are determined by the AD of Student Affairs or the
Discipline Committee of the college.
In a case of academic misconduct involving more than one student, the
committee will coordinate their decisions to ensure that disciplinary sanctions
are applied fairly.
No grade notation or narrative evaluation will be issued until the process
outlined is completed and a final decision on the charges and the sanctions are
imposed. The concerned individual may appeal the sanctions.
In serious cases in which academic misconduct has been determined to occur,
a notation of misconduct shall be entered for a specified period on student’s
official records.

a. Roles and Responsibilities
The Asst. Dean of Academic Affairs has the ultimate responsibility for
implementing and overseeing the Academic Integrity Policy in the college. The
Asst. Dean of Student Affairs is responsible for implementing the sanction for
students found responsible for violations of academic integrity on campus. The
AD Student Affairs shall exercise this responsibility personally or delegate it to
the Discipline Committee of the college.
Lecturers shall assume the role of academic integrity facilitators and shall help
educate students and other staff concerning academic integrity. They shall also
advise on matters concerning academic integrity procedures.
b. Communication
This policy is disseminated through the College Policy Manual as well as the
college intranet.
c. Procedures and Forms
The following procedure describes how to handle academic integrity violations by
the students in the college.
• Faculty member shall explain to her/ his students the policies regarding
academic integrity and the consequences of any violation.
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• Any submission of assignment material, home works, reports, presentations,
etc. has to be verified carefully by the faculty member.
• For clear cases of violations such as existence of plagiarized materials from
internet, books, etc. or copying/photocopying of assignments (for both the
student who copied and the one who gave the copy), it is within the discretion
of the faculty member concerned to decide in which level of violation the case
falls within, and the appropriate action that shall be taken, in consultation with
the HoD if necessary.
• Doubtful cases need to be reported to the HoD and forwarded to the
Plagiarism Investigation Unit (PIU) of the college. Sanctions shall be taken
based on the unit report. After deciding for the action/sanction, the faculty
member concerned together with the HoD should forward it to the Asst. Dean
of Academic Affairs, who in turn, will approve the sanction to the student in
question.
• The students have the right to cross-appeal against the violation sanction
within one week to the College Dean whose decision will be final.
• Copy of violation reports should be kept in the course file with one set to be
sent to the HoD.

6. References
Oman Accreditation Council. Academic Integrity and Tackling Plagiarism. Training
Module 24v1. Last updated 31 May 2008
Wikipedia. Academic Dishonesty. Wikimedia Foundation Inc. [available online:
http:// en.wikipedia.org/wiki/Academic_dishonesty] Last Accessed: 05 October
2009.
UC Santa Cruz. Official University Policy on Academic Integrity for Undergraduate
Students. 1 September 1999.
Rutgers University. Academic Integrity Policy. Accessed: 04 July 2009.

7. Revisions
Version

1.0

Date

Author

04 / 07
/ 2009

Head,
QAFU;
AD
Academics;
Dr. Pujari –
Business
Lecturer

Approval

Sections
Modified

Details of
Amendments

n/a

This is the first
written version of an
existing policy.

Distributed To
HoC – ELC, HoDs –
Academic Depts.

58

ﺳﻴﺎﺳﺔ ﺍﻷﻣﺎﻧﺔ ﺍﻷﻛﺎﺩﻳﻤﻴﺔ ﻟﻠﻄﻼﺏ
ﺍﻟﺠﻬﺔ ﺍﻟﻤﺴﺌﻮﻟﺔ
ﺗﻔﺎﺻﻴﻞ ﺍﻻﺗﺼﺎﻝ

ﻣﺴﺎﻋﺪ ﺍﻟﻌﻤﻴﺪ ﻟﻠﺸﺆﻭﻥ ﺍﻷﻛﺎﺩﻳﻤﻴﺔ
 -1ﺭﺋﻴﺲ ﻗﺴﻢ ﺍﻟﻠﻐﺔ ﺍﻻﻧﺠﻠﻴﺰﻳﺔ .ﺭﻗﻢ ﺍﻟﻤﺤﻮﻝ595.
 -2ﺭﺋﻴﺲ ﻗﺴﻢ ﺍﻟﻬﻨﺪﺳﺔ .ﺭﻗﻢ ﺍﻟﻤﺤﻮﻝ510.
 -3ﺭﺋﻴﺲ ﻗﺴﻢ ﺗﻘﻨﻴﺔ ﺍﻟﻤﻌﻠﻮﻣﺎﺕ .ﺭﻗﻢ ﺍﻟﻤﺤﻮﻝ544.
-4ﺭﺋﻴﺲ ﻗﺴﻢ ﺍﻟﺪﺭﺍﺳﺎﺕ ﺍﻟﺘﺠﺎﺭﻳﺔ .ﺭﻗﻢ ﺍﻟﻤﺤﻮﻝ531.

ﺍﻟﻤﻔﻮﺽ
ﺗﺒﺪﺃ ﻓﻌﺎﻟﻴﺔ ﻫﺬﻩ ﺍﻟﻤﺸﺮﻭﻉ ﻣﻦ
ﺍﻟﺘﻌﺪﻳﻼﺕ ﺍﻟﺤﺪﻳﺜﺔ

ﻣﺠﻠﺲ ﺍﻟﻜﻠﻴﺔ ﺍﻟﺘﻘﻨﻴﺔ ﺑﻨﺰﻭﻯ
ﻗﺮﺍﺭ ﺭﻗﻢ.
ﺳﺒﺘﻤﺒﺮ 2009
ﻫﺬﺍ ﻫﻮ ﺍﻹﺻﺪﺍﺭ ﺍﻷﻭﻝ ﺑﺼﻮﺭﺓ ﻣﻜﺘﻮﺑﺔ ﻟﺴﻴﺎﺳﺔ ﻣﻄﺒﻘﺔ ﻓﻲ ﺍﻟﻜﻠﻴﺔ.

ﺍﻟﻮﺛﺎﺋﻖ ﺍﻟﻤﺴﺘﺒﺪﻟﺔ

ﻻ ﻳﻮﺟﺪ

ﺍﻟﻤﺮﺍﺟﻌﺔ

ﺳﻮﻑ ﺗﺘﻢ ﻣﻦ ﻣﺴﺎﻋﺪ ﺍﻟﻌﻤﻴﺪ ﻟﺸﻮﻭﻥ ﺍﻷﻛﺎﺩﻳﻤﻴﺔ ﻭ ﺭﺋﻴﺲ ﻣﺮﻛﺰ ﺍﻟﻠﻐﺔ
ﺍﻹﻧﺠﻠﻴﺰﻳﺔ ﻭ ﺭﺅﺳﺎء ﺍﻷﻗﺴﺎﻡ ﺍﻷﻛﺎﺩﻳﻤﻴﺔ .ﻳﻨﺒﻐﻲ ﺍﻟﻘﻴﺎﻡ ﺑﻤﺮﺍﺟﻌﺔ ﺍﻟﺴﻴﺎﺳﺔ
ﺍﻟﻌﺎﻣﺔ ﺳﻨﻮﻳﺎ ﻭﻳﻔﻀﻞ ﺧﻼﻝ ﺍﻟﻔﺼﻞ ﺍﻟﺼﻴﻔﻲ.
ﺳﻮﻑ ﻳﺘﻢ ﺗﻌﻴﻴﻨﻬﺎ ﻣﻦ ﻗﺒﻞ ﻭﺣﺪﺓ ﻣﺘﺎﺑﻌﺔ ﺿﻤﺎﻥ ﺍﻟﺠﻮﺩﺓ
ﺇﺟﺮﺍءﺍﺕ ﻟﻤﻌﺎﻟﺠﺔ ﺍﻧﺘﻬﺎﻛﺎﺕ ﺍﻷﻣﺎﻧﺔ ﺍﻷﻛﺎﺩﻳﻤﻴﺔ ﻣﻦ ﻗﺒﻞ ﺍﻟﻄﻼﺏ

ﺭﻗﻢ ﺍﻟﻤﻠﻒ
ﺍﻟﻮﺛﺎﺋﻖ ﺫﺍﺕ ﺍﻟﺼﻠﺔ

ﺗﺎﺭﻳﺦ:

 -1ﺑﻴﺎﻥ ﺳﻴﺎﺳﺔ ﺍﻷﻣﺎﻧﺔ ﺍﻷﻛﺎﺩﻳﻤﻴﺔ
ﺍﻟﺴﻤﻌﺔ ﺍﻟﻔﻜﺮﻳﺔ ﻟﻠﻜﻠﻴﺔ ﺗﻌﺘﻤﺪ ﻋﻠﻰ ﺍﻟﺤﻔﺎﻅ ﻋﻠﻰ ﻣﺴﺘﻮﻳﺎﺕ ﻋﺎﻟﻴﺔ ﻣﻦ ﻣﻌﺎﻳﻴﺮ ﺍﻟﻨﺰﺍﻫﺔ ﺍﻷﻛﺎﺩﻳﻤﻴﺔ ﻭﺍﻻﻟﺘﺰﺍﻡ ﺑﻬﺬﻩ ﺍﻟﻤﻌﺎﻳﻴﺮ ﻫﻮ
ﻣﺴﺆﻭﻟﻴﺔ ﻛﻞ ﻣﻦ ﻣﻮﻅﻔﻲ ﻭﻁﻼﺏ ﺍﻟﻜﻠﻴﺔ ﺍﻟﺘﻘﻨﻴﺔ ﺑﻨﺰﻭﻯ.

 -2ﺍﻟﻐﺮﺽ ﻭﺍﻟﻤﺠﺎﻝ
ﺗﻌﺘﺒﺮ ﺍﻷﻣﺎﻧﺔ ﺍﻷﻛﺎﺩﻳﻤﻴﺔ ﺿﺮﻭﺭﻳﺔ ﻹﺩﺭﺍﻙ ﻣﻬﺎﻡ ﻣﺆﺳﺴﺎﺕ ﺍﻟﺘﻌﻠﻴﻢ ﺍﻟﻌﺎﻟﻲ ،ﻭﺑﻨﺎ ًء ﻋﻠﻰ ﺫﻟﻚ ﻓﺈﻥ ﺃﻱ ﺍﻧﺘﻬﺎﻙ ﻟﻬﺬﻩ ﺍﻷﻣﺎﻧﺔ ﻫﻮ
ﺗﻌﺪﻱ ﺧﻄﻴﺮ ﻋﻠﻰ ﺍﻟﻤﺠﺘﻤﻊ ﺍﻷﻛﺎﺩﻳﻤﻲ .ﻣﻦ ﻫﺬﺍ ﺍﻟﻤﻨﻄﻠﻖ ﻓﺎﻥ ﻛﻞ ﻋﻀﻮ ﻓﻲ ﻣﺠﺘﻤﻊ ﺍﻟﻜﻠﻴﺔ ﺍﻷﻛﺎﺩﻳﻤﻲ ﻳﺘﺤﻤﻞ ﺍﻟﻤﺴﺆﻭﻟﻴﺔ ﻋﻦ
ﺿﻤﺎﻥ ﻣﻌﺎﻳﻴﺮ ﺍﻷﻣﺎﻧﺔ ﺍﻷﻛﺎﺩﻳﻤﻴﺔ ﻣﻦ ﺧﻼﻝ ﺍﻟﺘﻤﺴﻚ ﺑﺎﻟﻘﻴﻢ ﺍﻟﺨﻤﺲ ﺍﻷﺳﺎﺳﻴﺔ :ﺍﻟﺼﺪﻕ ﻭﺍﻟﺜﻘﺔ ﻭﺍﻷﻣﺎﻧﺔ ﻭﺍﻻﺣﺘﺮﺍﻡ
ﻭﺍﻟﻤﺴﺆﻭﻟﻴﺔ.ﻭﻋﻠﻴﻪ ﻓﺈﻥ ﺍﻟﺘﻮﺍﺻﻞ ﺍﻟﺴﻠﻴﻢ ﻭﺍﻟﺘﻔﺎﻋﻞ ﺍﻟﻤﺴﺘﻤﺮ ﺑﻴﻦ ﺍﻟﻄﻼﺏ ﻭﺃﻋﻀﺎء ﻫﻴﺌﺔ ﺍﻟﺘﺪﺭﻳﺲ ﻭﺇﺩﺭﺍﺓ ﺍﻟﻜﻠﻴﺔ ﻫﻮ ﻣﺎ ﻳﻜﻔﻞ
ﻟﻠﻜﻠﻴﺔ ﺍﻟﺘﻘﻨﻴﺔ ﺑﻨﺰﻭﻯ ﺍﻻﻟﺘﺰﺍﻡ ﺑﻤﻌﺎﻳﻴﺮ ﺍﻷﻣﺎﻧﺔ ﺍﻷﻛﺎﺩﻳﻤﻴﺔ.
ﻭﺑﻤﺎ ﺃﻥ ﺍﻷﻣﺎﻧﺔ ﺍﻷﻛﺎﺩﻳﻤﻴﺔ ﻫﻲ ﻭﺍﺣﺪﺓ ﻣﻦ ﺍﻷﺳﺲ ﺍﻟﺘﻲ ﻗﺎﻣﺖ ﻋﻠﻴﻬﺎ ﺍﻟﻜﻠﻴﺔ ﻓﻲ ﺍﻟﺘﺰﺍﻣﻬﺎ ﺑﻤﺒﺎﺩﺉ ﺍﻟﻤﺴﺎﻭﺍﺓ ﻭﺣﺮﻳﺔ ﺍﻛﺘﺴﺎﺏ
ﺍﻟﻤﻌﻠﻮﻣﺎﺕ ﻭﺍﻟﻤﻌﺮﻓﺔ  ،ﻓﺈﻥ ﺍﻟﻤﺴﺌﻮﻟﻴﺔ ﺗﻘﻊ ﻋﻠﻰ ﻋﺎﺗﻖ ﺍﻟﻄﻼﺏ ﻣﻦ ﺃﺟﻞ ﺗﻄﻮﻳﺮ ﻗﺪﺭﺍﺕ ﻋﺎﻟﻴﺔ ﻣﻦ ﺍﻟﻜﺘﺎﺑﺔ ﻭﺍﻟﺘﻘﻴﻢ ﻭﻏﺮﺱ
ﺍﻷﺧﻼﻗﻴﺎﺕ ﻭﺍﻟﻘﻴﻢ ﻓﻲ ﺗﺨﺼﺼﺎﺗﻬﻢ .ﻭﻋﻠﻴﻪ ﻓﺈﻧﻪ ﻣﻦ ﺍﻟﻀﺮﻭﺭﻱ ﻷﻱ ﻣﺠﺘﻤﻊ ﺃﻛﺎﺩﻳﻤﻲ ﻳﺆﻣﻦ ﺑﺄﻫﻤﻴﺔ ﺍﻟﺤﻘﻴﻘﺔ ﺃﻥ ﻳﻌﺒﺮ ﻋﻦ ﻫﺬﺍ
ﺍﻹﻳﻤﺎﻥ ﻣﻦ ﺧﻼﻝ ﻋﺪﻡ ﺍﻟﺘﺴﺎﻫﻞ ﻣﻊ ﺃﻱ ﺣﺎﻟﺔ ﺗﺨﺎﻟﻒ ﺍﻷﻣﺎﻧﺔ ﺍﻟﻌﻠﻤﻴﺔ .ﻟﻬﺬﺍ ﻓﺎﻥ ﺃﻱ ﻋﻤﻞ ﻳﻘﺪﻣﻪ ﺍﻟﻄﺎﻟﺐ ﻳﺠﺐ ﺃﻥ ﻳﻜﻮﻥ ﻣﻦ
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ﻧﺘﺎﺝ ﺟﻬﻮﺩﻫﻢ ﺍﻟﺸﺨﺼﻴﺔ ﻭﺃﻥ ﻳﺘﻤﺎﺷﻰ ﻣﻊ ﻣﻌﺎﻳﻴﺮ ﺍﻟﻜﻠﻴﺔ ﻷﺧﻼﻗﻴﺎﺕ ﺍﻟﻤﻬﻨﺔ .ﻭﻋﻠﻴﻪ ﻓﺈﻥ ﺧﻴﺎﻧﺔ ﺍﻷﻣﺎﻧﺔ ﺍﻷﻛﺎﺩﻳﻤﻴﺔ  -ﻭﺍﻟﺘﻲ
ﺗﺸﻤﻞ ﺍﻟﻐﺶ ﻭﺍﻟﺴﺮﻗﺔ ﺍﻟﻌﻠﻤﻴﺔ ﻭﻏﻴﺮﻫﺎ ﻣﻦ ﺃﺷﻜﺎﻝ ﺍﻟﺴﻠﻮﻙ ﻏﻴﺮ ﺍﻷﺧﻼﻗﻲ -ﺗﻌﺘﺒﺮ ﻣﺤﺮﻣﺔ.
ﻭﻣﻦ ﻫﺬﺍ ﺍﻟﻤﻨﻄﻠﻖ ﻓﺈﻥ ﻣﻦ ﻭﺍﺟﺐ ﺍﻟﻤﻮﻅﻔﻴﻴﻦ ﺍﻷﻛﺎﺩﻳﻤﻴﻴﻦ ﺗﻌﺮﻳﻒ ﺍﻟﻄﻼﺏ ﺑﺄﻫﻤﻴﺔ ﺍﻷﻣﺎﻧﺔ ﺍﻷﻛﺎﺩﻳﻤﻴﺔ ﻭﻣﺒﺎﺩﺋﻬﺎ.
ﻭﺃﻋﻀﺎء ﻫﻴﺌﺔ ﺍﻟﺘﺪﺭﻳﺲ ﻫﻢ ﺃﻳﻀﺎ ﻣﺴﻮﺅﻟﻮﻥ ﻋﻦ ﺇﺑﻼﻍ ﺍﻟﻄﻼﺏ ﺑﺎﻟﺘﻮﻗﻌﺎﺕ ﺍﻟﺘﻲ ﻳﻤﻜﻦ ﺍﻥ ﺗﺼﺪﺭ ﻣﻨﻬﻢ ﻭﻋﻮﺍﻗﺐ ﺃﻱ ﺧﺮﻭﻗﺎﺕ
ﻟﻸﻣﺎﻧﺔ ﺍﻷﻛﺎﺩﻳﻤﻴﺔ ،ﺑﻤﺎ ﻓﻲ ﺫﻟﻚ ﺍﻟﺤﺪﻭﺩ ﺍﻟﻤﺴﻤﻮﺡ ﺑﻬﺎ ﻟﻠﻄﻼﺏ ﺑﺎﻟﺘﻌﺎﻭﻥ ﻭﺍﻟﺘﻨﺴﻴﻖ ﻭﺍﻹﻗﺘﺒﺎﺱ .ﻭﺑﻨﺎ ًء ﻋﻠﻴﻪ ﻓﺈﻥ ﻋﻠﻰ ﺟﻤﻴﻊ
ﺃﻋﻀﺎء ﻫﻴﺌﺔ ﺍﻟﺘﺪﺭﻳﺲ ﺍﻟﺘﺒﻠﻴﻎ ﻋﻦ ﺃﻱ ﺍﻧﺘﻬﺎﻙ ﻟﻸﻣﺎﻧﺔ ﺍﻷﻛﺎﺩﻳﻤﻴﺔ.
ﻭﻫﺬﻩ ﺍﻹﺟﺮﺍءﺍﺕ ﺗﻨﻄﺒﻖ ﻋﻠﻰ ﺟﻤﻴﻊ ﻁﻼﺏ ﺍﻟﻜﻠﻴﺔ.

 .3ﺍﻟﺘﻌﺮﻳﻔﺎﺕ
ﺍﻟﻐﺶ .ﺍﻟﻐﺶ ﻫﻮ ﺃﻱ ﻣﺤﺎﻭﻟﺔ ﻹﻋﻄﺎء ﺃﻭ ﺍﻟﺤﺼﻮﻝ ﻋﻠﻰ ﺍﻟﻤﺴﺎﻋﺪﺓ ﻓﻲ ﺍﻟﻮﺍﺟﺒﺎﺕ ﺍﻷﻛﺎﺩﻳﻤﻴﺔ ﺍﻟﺮﺳﻤﻴﺔ )ﺍﻻﻣﺘﺤﺎﻥ ﻣﺜﻼ(
ﻭﺑﺪﻭﻥ ﺍﻟﺘﺼﺮﻳﺢ ﻟﻬﻢ ﺑﺬﻟﻚ .ﻭﻳﺪﺧﻞ ﻓﻲ ﺩﺍﺋﺮﺓ ﺍﻟﻐﺶ ﺍﺳﺘﺨﺪﺍﻡ ﺃﻱ ﻣﻮﺍﺩ ﺃﻭ ﻣﻌﻠﻮﻣﺎﺕ ﻏﻴﺮ ﻣﻌﺘﺮﻑ ﺑﻬﺎ ﺃﻭ ﻏﻴﺮ ﻣﺴﻤﻮﺣﺔ ﻓﻲ
ﺃﻱ ﻧﺸﺎﻁ ﺃﻛﺎﺩﻳﻤﻲ ،ﻛﺎﺳﺘﺨﺪﺍﻡ ﺍﻟﻜﺘﺐ ﻭﺍﻟﻤﺬﻛﺮﺍﺕ ﻭﺍﻵﻻﺕ ﺍﻟﺤﺎﺳﺒﺔ ...ﺍﻟﺦ .ﻭﺑﺸﻜﻞ ﻣﻤﺎﺛﻞ ﻓﺈﻥ ﺍﻟﺤﻮﺍﺭ ﺑﻴﻦ ﻁﻼﺏ ﻟﻨﻔﺲ
ﺍﻟﻤﻘﺮﺭ ﻭﻟﻜﻦ ﻣﻦ ﺷﻌﺐ ﺻﻔﻴﺔ ﻣﺨﺘﻠﻔﺔ ﻭﻟﺪﻳﻬﻢ ﺍﻣﺘﺤﺎﻥ ﻓﻲ ﻧﻔﺲ ﺍﻟﻴﻮﻡ ﻭﻟﻜﻦ ﻓﻲ ﻓﺘﺮﺍﺕ ﺯﻣﻨﻴﺔ ﻣﺨﺘﻠﻔﺔ ﻳﻌﺘﺒﺮ ﺍﻧﺘﻬﺎﻙ ﻓﻲ ﺣﺎﻟﺔ
ﺃﺧﺒﺮ ﺍﻟﻄﺎﻟﺐ ﻓﻲ ﺍﻟﻔﺘﺮﺓ ﺍﻟﺰﻣﻨﻴﺔ ﺍﻷﻭﻟﻰ ﻁﺎﻟﺐ ﺁﺧﺮ ﻓﻲ ﺍﻟﻔﺘﺮﺓ ﺍﻟﺰﻣﻨﻴﺔ ﺍﻟﺘﺎﻟﻴﺔ ﻟﻼﻣﺘﺤﺎﻥ ﻋﻦ ﺍﻻﻣﺘﺤﺎﻥ ،ﻭﺇﻥ ﻟﻢ ﻳﺴﺘﻔﺪ ﺍﻟﻄﺎﻟﺐ
ﺍﻷﻭﻝ ﺷﻴﺌﺎ.
ﺍﻟﺴﺮﻗﺔ ﺍﻟﻌﻠﻤﻴﺔ .ﺍﻟﺴﺮﻗﺔ ﺍﻟﻌﻠﻤﻴﺔ ﻫﻲ ﺃﻥ ﻳﻨﺴﺐ ﺷﺨﺺ ﻣﺎ ﻟﻨﻔﺴﻪ ﺃﻱ ﻓﻜﺮﺓ ﺃﻭ ﻋﻤﻞ ﻟﻜﺎﺗﺐ ﺁﺧﺮ .ﻭﺗﺘﺮﺍﻭﺡ ﻫﺬﻩ ﺍﻟﺴﺮﻗﺔ ﺑﻴﻦ
ﺍﻻﻗﺘﺒﺎﺱ ﻣﻦ ﺩﻭﻥ ﺻﻴﺎﻏﺔ ﺍﻟﺘﻌﺎﺑﻴﺮ ﺍﻟﻼﺯﻣﺔ ﻟﻼﻗﺘﺒﺎﺱ ،ﺃﻭ ﺇﻋﺎﺩﺓ ﺻﻴﺎﻏﺔ ﻓﻜﺮﺓ ﻛﺎﺗﺐ ﻣﻦ ﺩﻭﻥ ﻋﻤﻞ ﺍﻟﺘﻮﺛﻴﻖ ﺍﻟﻼﺯﻡ ﺇﻟﻰ
ﺍﻟﺴﺮﻗﺔ ﺍﻟﻜﺎﻣﻠﺔ ﻟﻨﺺ ﻣﻌﻴﻦ  .ﻭ ﻟﺘﺠﻨﺐ ﺍﻟﺴﺮﻗﺔ ﺍﻟﻌﻠﻤﻴﺔ  ،ﻳﺠﺐ ﺗﺤﺪﻳﺪ ﻛﻞ ﺍﻗﺘﺒﺎﺱ ﻣﺒﺎﺷﺮ ﻣﻦ ﺧﻼﻝ ﻭﺿﻊ ﻋﻼﻣﺎﺕ ﺍﻻﻗﺘﺒﺎﺱ ،
ﺃﻭ ﻣﻦ ﺧﻼﻝ ﻋﻤﻞ ﺍﻟﻤﺴﺎﻓﺔ ﺍﻟﺒﺎﺩﺋﺔ ﺍﻟﻤﻨﺎﺳﺒﺔ  ،ﻣﻦ ﺩﻭﻥ ﺗﺠﺎﻫﻞ ﺍﻟﺘﻮﺛﻴﻖ )ﺫﻛﺮ ﺍﻟﻤﺼﺎﺩﺭ( ﺑﺸﻜﻞ ﺻﺤﻴﺢ ﻭﻓﻘﺎ ﻟﺼﻴﻐﺔ ﻣﻘﺒﻮﻟﺔ.
ﻛﻤﺎ ﺃﻥ ﺍﻹﻗﺮﺍﺭ ﻣﻄﻠﻮﺏ ﻓﻲ ﺣﺎﻟﺔ ﺍﻋﺎﺩﺓ ﺻﻴﺎﻏﺔ ﺍﻭ ﺗﻠﺨﻴﺺ ﺃﻱ ﻓﻜﺮﺓ ﻣﻦ ﻛﺎﺗﺐ ﺁﺧﺮ ﻋﻠﻰ ﺃﻥ ﺗﻜﻮﻥ ﻫﺬﻩ ﺍﻟﺼﻴﺎﻏﺔ ﺑﻜﻠﻤﺎﺕ
ﺍﻟﺒﺎﺣﺚ ﻧﻔﺴﻪ.
ﺍﻟﺘﺰﻭﻳﺮ .ﺍﻟﺘﺰﻭﻳﺮ ﻫﻮ ﺗﻐﻴﺮ ﺃﻭ ﺗﻠﻔﻴﻖ ﻟﻤﻌﻠﻮﻣﺎﺕ ﻏﻴﺮ ﻣﻮﺟﻮﺩﺓ ﻓﻲ ﺍﻟﻌﻤﻞ ﺍﻷﻛﺎﺩﻳﻤﻲ ﺍﻟﻤﺴﺘﺸﻬﺪ ﺑﻪ .ﻭﻳﺸﻤﻞ ﻫﺬﺍ ﺍﻹﺗﻴﺎﻥ
ﺑﺎﻗﺘﺒﺎﺳﺎﺕ ﻏﻴﺮ ﺻﺤﻴﺤﺔ ﻟﺪﻋﻢ ﻓﻜﺮﺓ ﻣﻌﻴﻨﺔ ﺃﻭ ﺗﻠﻔﻴﻖ ﺍﻗﺘﺒﺎﺳﺎﺕ ﻏﻴﺮ ﻣﻮﺟﻮﺩﺓ ﻟﻨﻔﺲ ﺍﻟﻐﺮﺽ ،ﻭﻫﻮ ﻣﺎ ﻳﺘﻀﻤﻦ ﺗﻐﻴﻴﺮ ﺍﻟﺒﻴﺎﻧﺎﺕ
ﻣﻦ ﺧﻼﻝ ﻋﻤﻞ ﺇﺩﻋﺎءﺍﺕ ﻛﺎﺫﺑﺔ ﻋﻦ ﻣﺸﺮﻭﻉ ﺃﻭ ﺍﻟﺒﺤﻮﺙ ﺍﻟﺘﻲ ﺃﻧﺠﺰﺕ ﻭﺫﻟﻚ ﻋﻦ ﻁﺮﻳﻖ ﺍﻧﺘﻘﺎء ﻣﻌﻠﻮﻣﺎﺕ ﺑﻌﻴﻨﻬﺎ ﻻﺳﺘﺒﻌﺎﺩ
ﺍﻟﻤﻌﻠﻮﻣﺎﺕ ﻭﺍﻟﺘﻲ ﻻ ﺗﺘﻨﺎﺳﺐ ﻣﻊ ﺃﻓﻜﺎﺭ ﺍﻟﺒﺎﺣﺚ ﻭﺑﺎﻟﺘﺎﻟﻲ ﺍﻟﺨﺮﻭﺝ ﺑﺒﻴﺎﻧﺎﺕ ﻭﻫﻤﻴﺔ" .ﺍﻟﻤﻌﻠﻮﻣﺎﺕ ﺍﻟﻤﻠﻔﻘﺔ ﻻ ﻳﻤﻜﻦ ﺍﺳﺘﺨﺪﺍﻣﻬﺎ
ﻓﻲ ﺃﻱ ﺗﻘﺮﻳﺮ ﺃﻭ ﻏﻴﺮﻫﺎ ﻣﻦ ﻋﻤﻞ ﺍﻷﻛﺎﺩﻳﻤﻲ ﺩﻭﻥ ﺍﻟﺤﺼﻮﻝ ﻋﻠﻰ ﺇﺫﻥ ﻣﻦ ﻣﺤﺎﺿﺮ  ،ﻣﺪﺭﺱ  /ﻓﻨﻲ  ،ﺃﻭ ﻏﻴﺮﻫﻢ ﻣﻦ ﺍﻷﻓﺮﺍﺩ ﺃﻭ
ﺍﻟﺠﻤﺎﻋﺎﺕ .
ﺍﻟﺘﻀﻠﻴﻞ .ﺍﻟﺘﻀﻠﻴﻞ ﻫﻮ ﺗﻘﺪﻳﻢ ﻣﻌﻠﻮﻣﺎﺕ ﻛﺎﺫﺑﺔ ﻟﻠﻤﺤﺎﺿﺮ ﺑﺸﺄﻥ ﻣﻤﺎﺭﺳﺔ ﻭﺍﺟﺒﺎﺕ ﺃﻛﺎﺩﻳﻤﻴﺔ ﺭﺳﻤﻴﺔ .ﻭﻣﻦ ﺍﻷﻣﺜﻠﺔ ﻋﻠﻰ ﺫﻟﻚ
ﺃﺧﺬ ﻭﻗﺖ ﺃﻛﺜﺮ ﻣﻦ ﺍﻟﻤﺴﻤﻮﺡ ﺑﻪ ﻓﻲ ﺍﻟﻘﻴﺎﻡ ﺑﻮﺍﺟﺐ ﻣﻨﺰﻟﻲ ﺃﻭ ﺍﺧﺘﻼﻕ ﺍﻷﻋﺬﺍﺭ ﻣﻦ ﺃﺟﻞ ﺍﻟﺤﺼﻮﻝ ﻋﻠﻰ ﻭﻗﺖ ﺃﻛﺜﺮ ﻹﻧﺠﺎﺯ ﺍﻟﻌﻤﻞ
ﺃﻭ ﺍﻻﺩﻋﺎء ﺑﺘﺴﻠﻴﻢ ﺍﻟﻌﻤﻞ ﺩﻭﻥ ﺍﻟﻘﻴﺎﻡ ﺑﺬﻟﻚ.
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ﺍﻟﺘﺨﺮﻳﺐ .ﺍﻟﺘﺨﺮﻳﺐ ﻫﻮ ﺃﻱ ﻓﻌﻞ ﻳﻘﻮﻡ ﺑﻪ ﺍﻟﻄﺎﻟﺐ ﺑﻬﺪﻑ ﻣﻨﻊ ﺍﻵﺧﺮﻳﻦ ﻣﻦ ﺇﻛﻤﺎﻝ ﺃﻋﻤﺎﻟﻬﻢ .ﻭﻳﺸﺘﻤﻞ ﻫﺬﺍ ﺍﻟﻔﻌﻞ ﻋﻠﻰ ﺗﻤﺰﻳﻖ
ﺍﻷﻭﺭﺍﻕ ﻣﻦ ﻛﺘﺐ ﺍﻟﻤﻜﺘﺒﺎﺕ ﺃﻭ ﺍﻟﺘﺸﻮﻳﺶ ﺑﻘﺼﺪ ﻋﻠﻰ ﺍﻵﺧﺮﻳﻦ ﻓﻲ ﺃﺛﻨﺎء ﻋﻤﻠﻬﻢ.
ﺗﺴﻬﻴﻞ ﺍﻧﺘﻬﺎﻛﺎﺕ ﺍﻷﻣﺎﻧﺔ ﺍﻷﻛﺎﺩﻳﻤﻴﺔ .ﻳﻌﺘﺒﺮ ﻣﺪ ﻳﺪ ﺍﻟﻌﻮﻥ ﻟﻶﺧﺮﻳﻦ ﻣﻦ ﺃﺟﻞ ﺍﻧﺘﻬﺎﻙ ﺍﻷﻣﺎﻧﺔ ﺍﻷﻛﺎﺩﻳﻤﻴﺔ ﺃﺣﺪ ﺻﻮﺭ ﺍﻧﺘﻬﺎﻙ
ﺍﻷﻣﺎﻧﺔ ﺍﻷﻛﺎﺩﻳﻤﻴﺔ .ﻭﻋﻠﻴﻪ ﻓﺈﻥ ﺃﻱ ﻁﺎﻟﺐ ﻳﺴﻬﻞ ﻫﺬﺍ ﺍﻻﻧﺘﻬﺎﻙ ﺳﻮﺍء ﻛﺎﻥ ﻋﻠﻰ ﺩﺭﺍﻳﺔ ﺃﻭ ﻛﺎﻥ ﻣﺘﺠﺎﻫﻼ ﻳﻌﺘﺒﺮ ﺷﺮﻳﻜﺎ ﻓﻲ ﻫﺬﺍ
ﺍﻻﻧﺘﻬﺎﻙ ﺣﺘﻰ ﻭﻟﻮ ﻟﻢ ﻳﻜﻦ ﻣﺴﺘﻔﻴﺪﺍ ﻣﻦ ﻫﺬﺍ ﺍﻻﻧﺘﻬﺎﻙ.

.4ﺍﻟﺘﻨﻔﻴﺬ
ﺃﻱ ﺍﻧﺘﻬﺎﻙ ﻟﻸﻣﺎﻧﺔ ﺍﻷﻛﺎﺩﻳﻤﻴﺔ  ،ﻫﻮ ﺗﻌﺪﻱ ﺧﻄﻴﺮ ﻭﺑﺎﻟﺘﺎﻟﻲ ﻓﺈﻥ ﺻﺎﺣﺒﻪ ﻳﻜﻮﻥ ﻋﺮﺿﺔ ﻟﻠﻌﻘﻮﺑﺔ ﺃﻭ ﻟﻠﻄﺮﺩ.
ﺍﻧﺘﻬﺎﻛﺎﺕ ﺍﻷﻣﺎﻧﺔ ﺍﻷﻛﺎﺩﻳﻤﻴﺔ ﻓﻲ ﺍﻟﻜﻠﻴﺔ ﺍﻟﺘﻘﻨﻴﺔ ﺑﻨﺰﻭﻯ ﺗﺼﻨﻒ ﺇﻟﻰ ﺃﺭﺑﻌﺔ ﻣﺴﺘﻮﻳﺎﺕ ﻭﻓﻘﺎ ﻟﻄﺒﻴﻌﺔ ﺍﻻﻧﺘﻬﺎﻙ .ﻟﻜﻞ ﻣﺴﺘﻮﻯ ﻣﻦ
ﺍﻻﻧﺘﻬﺎﻛﺎﺕ ﻋﻘﻮﺑﺎﺕ ﺗﺘﻨﺎﺳﺐ ﻣﻊ ﺣﺠﻤﻬﺎ.
ﺍﻟﻌﻘﻮﺑﺎﺕ ﺍﻟﻤﻮﺻﻰ ﺑﻬﺎ ﻋﻠﻰ ﻛﻞ ﻣﺴﺘﻮﻯ ﻟﻴﺴﺖ ﻣﻠﺰﻣﺔ  ،ﻭﻟﻜﻦ ﻳﻘﺼﺪ ﺑﻬﺎ ﺃﻥ ﺗﻜﻮﻥ ﻣﺒﺎﺩﺉ ﺗﻮﺟﻴﻬﻴﺔ ﻋﺎﻣﺔ ﻟﻠﻤﺠﺘﻤﻊ
ﺍﻷﻛﺎﺩﻳﻤﻲ .ﺑﺎﻹﺿﺎﻓﺔ ﺇﻟﻰ ﺫﻟﻚ  ،ﻓﺎﻥ ﺍﻟﻌﻘﻮﺑﺔ ﺍﻟﻤﻮﺻﻰ ﺑﻬﺎ ﻳﻤﻜﻦ ﺃﻥ ﻻ ﺗﻄﺒﻖ ﻓﻲ ﺣﺎﻝ ﺇﻋﻄﺎء ﺗﻔﺴﻴﺮﺍﺕ ﺗﻮﺿﻴﺤﻴﺔ  ،ﺣﺘﻰ
ﻋﻨﺪﻣﺎ ﻳﻜﻮﻥ ﺍﻟﻤﺮﺗﻜﺐ ﻫﻮ ﺍﻟﻤﺴﺆﻭﻝ ﻋﻦ ﺍﻧﺘﻬﺎﻙ ﻣﻌﻴﻦ .ﻭﺗﻘﻴﻴﻢ ﺃﻱ ﺗﻌﺪﻱ ﻋﻠﻰ ﺍﻷﻣﺎﻧﺔ ﺍﻷﻛﺎﺩﻳﻤﻴﺔ ﻭﻧﻮﻉ ﺍﻟﻌﻘﻮﺑﺔ ﻗﺪ ﻳﺨﺘﻠﻔﺎﻥ
ﺑﻨﺎ ًء ﻋﻠﻰ ﺧﺒﺮﺓ ﺃﻋﻀﺎء ﺍﻟﻤﺠﺘﻤﻊ ﺍﻷﻛﺎﺩﻳﻤﻲ.
ﻭﻓﻴﻤﺎ ﻳﻠﻲ ﺃﻣﺜﻠﺔ ﻟﻜﻞ ﻣﺴﺘﻮﻯ ﻣﻦ ﺍﻧﺘﻬﺎﻙ ﺍﻷﻣﺎﻧﺔ ﺍﻷﻛﺎﺩﻳﻤﻴﺔ ﻛﻤﺎ ﻫﻮ ﻣﻮﺿﺢ ﻓﻲ ﻫﺬﻩ ﺍﻟﺴﻴﺎﺳﺔ ﻟﻠﻜﻠﻴﺔ ﺍﻟﺘﻘﻨﻴﺔ ﺑﻨﺰﻭﻯ .ﻭﺗﻬﺪﻑ
ﻫﺬﻩ ﻛﺄﻣﺜﻠﺔ ﻓﻘﻂ  ،ﻭﻳﻨﺒﻐﻲ ﺃﻻ ﺗﺆﺧﺬ ﺟﻤﻴﻌﻬﺎ ﺑﺸﻤﻮﻟﻴﺔ.

ﺃ.

ﺍﻟﻤﺴﺘﻮﻯ ﺍﻻﻭﻝ ﻣﻦ ﺍﻻﻧﺘﻬﺎﻛﺎﺕ

ﺍﻟﻤﺴﺘﻮﻯ ﺍﻻﻭﻝ ﻣﻦ ﺍﻻﻧﺘﻬﺎﻛﺎﺕ ﻗﺪ ﺗﺤﺪﺙ ﺑﺴﺒﺐ ﻗﻠﺔ ﺍﻟﺨﺒﺮﺓ ﺃﻭ ﻧﻘﺺ ﻓﻲ ﺍﻟﻤﻌﺮﻓﺔ ﻓﻲ ﻣﺒﺎﺩﺉ ﺍﻷﻣﺎﻧﺔ ﺍﻷﻛﺎﺩﻳﻤﻴﺔ  ،ﻭﻏﺎﻟﺒﺎ ﻣﺎ
ﺗﺘﻤﻴﺰ ﺑﻌﺪﻡ ﻭﺟﻮﺩ ﻧﻮﺍﻳﺎ ﻏﻴﺮ ﺻﺎﺩﻗﺔ ﻣﻦ ﺟﺎﻧﺐ ﺍﻟﻄﺎﻟﺐ ﻣﺮﺗﻜﺐ ﺍﻻﻧﺘﻬﺎﻙ .ﻫﺬﻩ ﺍﻻﻧﺘﻬﺎﻛﺎﺕ ﻋﻤﻮﻣﺎ ﻣﺤﺪﻭﺩﺓ ﻟﻠﻐﺎﻳﺔ ﺇﻟﻰ ﺣﺪ ﻣﺎ ،
ﺗﺤﺪﺙ ﻓﻲ ﺃﻧﺸﻄﺔ ﺛﺎﻧﻮﻳﺔ  ،ﻭﺗﻤﺜﻞ ﺟﺰ ًءﺍ ﺻﻐﻴﺮﺍ ﻣﻦ ﺇﺟﻤﺎﻟﻲ ﺍﻟﻌﻤﻞ .ﻭﻣﻦ ﺍﻷﻣﺜﻠﺔ ﻋﻠﻰ ﺫﻟﻚ :
•

ﺍﻟﻌﻤﻞ ﻣﻊ ﻁﺎﻟﺐ ﺁﺧﺮ ﻓﻲ ﻧﺸﺎﻁ ﻣﺤﻈﻮﺭ.

•

ﺍﻟﻔﺸﻞ ﻓﻲ ﺗﻘﺪﻳﻢ ﺍﻟﻤﻌﻠﻮﻣﺎﺕ ﺍﻟﻤﻨﺎﺳﺒﺔ ﻓﻲ ﻗﺴﻢ ﺻﻐﻴﺮ ﺃﻭ ﻣﺤﺪﻭﺩ ﻣﻦ ﺍﻟﻮﺍﺟﺒﺎﺕ ﺍﻟﻤﻨﺰﻟﻴﺔ.

ﻋﻘﻮﺑﺎﺕ ﻻﻧﺘﻬﺎﻙ ﻫﺬﺍ ﺍﻟﻤﺴﺘﻮﻯ ﻗﺪ ﺗﻜﻮﻥ :
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•

ﺍﻟﺘﻮﺻﻴﺔ ﻟﺤﻀﻮﺭ ﺟﻠﺴﺔ ﺍﻟﺘﻮﺟﻴﻪ ﻭﺍﻹﺭﺷﺎﺩ ﻓﻲ ﻣﺮﻛﺰ ﺍﻹﺭﺷﺎﺩ ﻓﻲ ﺍﻟﻜﻠﻴﺔ ﻣﻊ ﺗﻌﻬﺪ ﻳﻮﻗﻌﻪ ﺍﻟﻄﺎﻟﺐ.

•

ﺍﻟﺘﻮﺻﻴﺔ ﺑﺘﻌﺪﻳﻞ ﺍﻟﻮﺍﺟﺒﺎﺕ ﺍﻷﺻﻠﻴﺔ ﻭﺇﻋﺎﺩﺓ ﺗﻘﺪﻳﻤﻬﺎ.

•

ﻋﺪﻡ ﻣﻨﺢ ﺃﻱ ﺩﺭﺟﺔ ﻟﻠﻮﺍﺟﺐ ﺍﻷﺻﻠﻲ.

•

ﺇﺧﻄﺎﺭ ﺗﺎﺩﻳﺒﻲ ﻣﻜﺘﻮﺏ.

ﺏ .ﺍﻟﻤﺴﺘﻮﻯ ﺍﻟﺜﺎﻧﻲ ﻣﻦ ﺍﻻﻧﺘﻬﺎﻛﺎﺕ:
ﺍﻟﻤﺴﺘﻮﻯ ﺍﻟﺜﺎﻧﻲ ﻣﻦ ﺍﻻﻧﺘﻬﺎﻛﺎﺕ ﻫﻮ ﺍﻻﻧﺘﻬﺎﻛﺎﺕ ﺍﻷﻛﺜﺮ ﺧﻄﻮﺭﺓ ﻣﻘﺎﺭﻧﺔ ﺑﺎﻟﻤﺴﺘﻮﻯ ﺍﻷﻭﻝ ﻭﺍﻟﺘﻲ ﺗﺆﺛﺮ ﻋﻠﻰ ﺟﺰء ﺃﻛﺜﺮ ﺃﻫﻤﻴﺔ
ﻣﻦ ﺃﻋﻤﺎﻝ ﺍﻟﻤﺎﺩﺓ .ﻭﻣﻦ ﺍﻷﻣﺜﻠﺔ ﻋﻠﻰ ﺫﻟﻚ:
•

ﺍﻟﻨﻘﻞ ﺍﻟﻤﺒﺎﺷﺮ ﺃﻭ ﺇﻋﺎﺩﺓ ﺍﻟﺼﻴﺎﻏﺔ ﺇﻟﻰ ﺣﺪ ﻣﻌﺘﺪﻝ ﺩﻭﻥ ﺍﻻﻋﺘﺮﺍﻑ ﺑﺎﻟﻤﺼﺪﺭ  ،ﻋﻠﻰ ﺳﺒﻴﻞ ﺍﻟﻤﺜﺎﻝ ﻓﻲ ﺍﻟﻮﺍﺟﺒﺎﺕ
ﻭﺍﻟﺘﻘﺎﺭﻳﺮ

•

ﺗﻘﺪﻳﻢ ﺍﻟﻌﻤﻞ ﻧﻔﺴﻪ ﺃﻭ ﺃﺟﺰﺍء ﻛﺒﻴﺮﺓ ﻣﻨﻪ ﻟﺘﻠﺒﻴﺔ ﺍﺣﺘﻴﺎﺟﺎﺕ ﺃﻛﺜﺮ ﻣﻦ ﻣﺎﺩﺓ ﻭﺍﺣﺪﺓ ﺩﻭﻥ ﺍﻟﺤﺼﻮﻝ ﻋﻠﻰ ﺇﺫﻥ ﻣﻦ
ﻣﺤﺎﺿﺮ ﺍﻟﻤﺎﺩﺓ.

•

ﺍﺳﺘﺨﺪﺍﻡ ﺍﻟﺒﻴﺎﻧﺎﺕ ﺃﻭ ﺍﻟﻤﻮﺍﺩ ﺍﻟﺘﻔﺴﻴﺮﻳﺔ ﻟﻸﻋﻤﺎﻝ ﻭﺍﻟﺘﻘﺎﺭﻳﺮ ﺍﻟﻤﺨﺘﺒﺮﻳﺔ ﻣﻦ ﺩﻭﻥ ﺍﻻﻋﺘﺮﺍﻑ ﺑﺎﻟﻤﺼﺎﺩﺭ ﺃﻭ ﺍﻟﻤﺘﻌﺎﻭﻧﻴﻦ.
ﻭﺑﻨﺎء ﻋﻠﻰ ﺫﻟﻚ ﻓﺈﻧﻪ ﻣﻦ ﺍﻟﻮﺍﺟﺐ ﺍﻻﻋﺘﺮﺍﻑ ﺑﻜﻞ ﻣﻦ ﻳﺴﺎﻫﻢ ﻓﻲ ﺍﻟﺤﺼﻮﻝ ﻋﻠﻰ ﺃﻱ ﺑﻴﺎﻧﺎﺕ ﺃﻭ ﻛﺘﺎﺑﺔ ﺍﻟﺘﻘﺎﺭﻳﺮ.

•

ﻋﺪﻡ ﺍﻻﻋﺘﺮﺍﻑ ﺑﺎﻟﺤﺼﻮﻝ ﻋﻠﻰ ﻣﺴﺎﻋﺪﺓ ﻣﻦ ﺍﻵﺧﺮﻳﻦ ﻓﻲ ﻛﺘﺎﺑﺔ ﻭﺭﻗﺔ ﺃﻭ ﺗﻘﺮﻳﺮ ﺍﻟﻤﺸﺮﻭﻉ.

ﻋﻘﻮﺑﺎﺕ ﻋﻠﻰ ﺍﻟﻤﺴﺘﻮﻯ ﺍﻟﺜﺎﻧﻲ ﺍﻧﺘﻬﺎﻛﺎﺕ ﻗﺪ ﺗﺸﻤﻞ ﻭﺍﺣﺪﺓ ﺃﻭ ﺃﻛﺜﺮ ﻣﻦ ﺍﻟﺘﺎﻟﻲ:
•

ﺍﻟﺼﻔﺮ ﺑﺎﻟﻨﺴﺒﺔ ﻟﻠﺠﺰء ﻣﺴﺮﻭﻕ ﻣﻦ ﺍﻟﻮﺍﺟﺒﺎﺕ

•

ﺍﻟﺮﺳﻮﺏ ﺃﻭ ﺧﻔﺾ ﻣﻌﺪﻝ ﺍﻟﻤﺎﺩﺓ.

•

ﺇﺧﻄﺎﺭ ﺗﺎﺩﻳﺒﻲ ﻣﻜﺘﻮﺏ ﺃﻭ ﺍﻟﻮﺿﻊ ﺗﺤﺖ ﺍﻟﻤﺮﺍﻗﺒﺔ

ﺝ .ﺍﻟﻤﺴﺘﻮﻯ ﺍﻟﺜﺎﻟﺚ ﻣﻦ ﺍﻻﻧﺘﻬﺎﻛﺎﺕ
ﺍﻟﻤﺴﺘﻮﻯ ﺍﻟﺜﺎﻟﺚ ﻣﻦ ﺍﻧﺘﻬﺎﻛﺎﺕ ﺍﻷﻣﺎﻧﺔ ﺍﻷﻛﺎﺩﻳﻤﻴﺔ ﻫﻲ ﺃﻛﺜﺮ ﺧﻄﻮﺭﺓ ﻓﻲ ﻁﺒﻴﻌﺘﻬﺎ ﻭﺗﺆﺛﺮ ﻋﻠﻰ ﺟﻮﺍﻧﺐ ﺃﻭ ﺃﺟﺰﺍء ﺃﻛﺜﺮ ﺃﻫﻤﻴﺔ
ﻣﻦ ﺍﻋﻤﺎﻝ ﺍﻟﻤﺎﺩﺓ ﻭﻏﻴﺮﻫﺎ ﻣﻦ ﺍﻷﻋﻤﺎﻝ ﺍﻷﻛﺎﺩﻳﻤﻴﺔ ﻟﻠﻄﻠﺒﺔ ﺑﺎﻟﻤﻘﺎﺭﻧﺔ ﻣﻊ ﺍﻟﻤﺴﺘﻮﻯ ﺍﻟﺜﺎﻧﻲ ﻣﻦ ﺍﻻﻧﺘﻬﺎﻛﺎﺕ.
ﻭﻣﻦ ﺍﻷﻣﺜﻠﺔ ﻋﻠﻰ ﺫﻟﻚ :
• ﺗﻜﺮﺍﺭ ﺍﻻﻧﺘﻬﺎﻛﺎﺕ ﻓﻲ ﺍﻟﻤﺴﺘﻮﻯ ﺍﻟﺜﺎﻧﻲ.
• ﺗﻘﺪﻳﻢ ﻋﻤﻞ ﺷﺨﺺ ﺁﺧﺮ ﻋﻠﻰ ﺃﻧﻪ ﻋﻤﻞ ﺍﻟﺸﺨﺺ ﺍﻟﻤﺘﻘﺪﻡ ﺑﺎﻟﻌﻤﻞ.
• ﺍﻟﻐﺶ ﻓﻲ ﺍﻻﻣﺘﺤﺎﻧﺎﺕ ﺍﻟﻤﻔﺎﺟﺌﺔ ﺃﻭ ﺍﻣﺘﺤﺎﻧﺎﺕ ﻣﻨﺘﺼﻒ ﺍﻟﻔﺼﻞ ﺍﻟﺪﺭﺍﺳﻲ ،ﺃﻭ ﺍﻟﻨﻬﺎﺋﻴﺔ  ،ﺍﻟﺦ.
• ﺍﻟﺴﺮﻗﺔ ﺍﻟﻌﻠﻤﻴﺔ ﻷﺟﺰﺍء ﻛﺒﻴﺮﺓ ﻣﻦ ﺗﻘﺎﺭﻳﺮ ﻣﻜﺘﻮﺑﺔ ﺃﻭ ﺍﻟﻮﺍﺟﺒﺎﺕ.
• ﺍﻟﻌﻤﻞ ﻋﻠﻰ ﺗﺴﻬﻴﻞ ﺍﻟﻐﺶ ﻓﻲ ﺃﺛﻨﺎء ﺍﻻﻣﺘﺤﺎﻧﺎﺕ.
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• ﺍﺳﺘﺨﺪﺍﻡ ﻣﻮﺍﺩ ﻣﺤﻈﻮﺭﺓ ﻣﺜﻞ ﺍﻟﻜﺘﺐ ﻭﺍﻟﻤﺬﻛﺮﺍﺕ ﻭﺍﻟﻘﺼﺎﺻﺎﺕ  ،ﺃﻭ ﺍﻵﻻﺕ ﺍﻟﺤﺎﺳﺒﺔ ﺍﻭ ﻏﻴﺮﻫﺎ ﻓﻲ ﺃﺛﻨﺎء ﺍﻻﻣﺘﺤﺎﻧﺎﺕ.

• ﺍﻟﺘﻮﺍﻁﺆ ﻭﺍﻟﺘﺨﻄﻴﻂ ﻗﺒﻞ ﺍﻻﻣﺘﺤﺎﻧﺎﺕ ﻹﻳﺠﺎﺩ ﺃﺳﺎﻟﻴﺐ ﻏﻴﺮ ﻣﺸﺮﻭﻋﺔ ﻟﺘﺒﺎﺩﻝ ﺍﻟﻤﻌﻠﻮﻣﺎﺕ ﻓﻲ ﺃﺛﻨﺎء ﺍﻻﻣﺘﺤﺎﻥ .
• ﺗﻐﻴﻴﺮ ﺇﺟﺎﺑﺎﺕ ﺍﻻﻣﺘﺤﺎﻧﺎﺕ ﺑﻬﺪﻑ ﺗﻐﻴﻴﺮ ﺍﻟﺪﺭﺟﺎﺕ ﺍﻟﻤﻤﻨﻮﺣﺔ.
• ﺍﻟﻀﻐﻂ ﻋﻠﻰ ﺍﻟﻤﺤﺎﺿﺮﻳﻦ ﻭﻏﻴﺮﻫﻢ ﻣﻦ ﺍﻟﻤﻮﻅﻔﻴﻦ ﻋﻦ ﻁﺮﻳﻖ ﺍﻟﺘﻬﺪﻳﺪ ﺃﻭ ﺍﻟﺘﻮﺳﻞ ﺃﻭﺍﻟﺘﻮﺳﻂ ﺃﻭ ﻭﺳﺎﺋﻞ ﻣﺸﺎﺑﻬﺔ
ﻟﺰﻳﺎﺩﺓ ﺃﻭ ﺇﻧﻘﺎﺹ ﺃﻭ ﺗﻌﺪﻳﻞ ﺍﻟﺪﺭﺟﺎﺕ ﻣﻦ ﺃﻱ ﻭﺭﻗﺔ ﻣﻦ ﺃﻭﺭﺍﻕ ﺍﻻﻣﺘﺤﺎﻥ.
• ﺍﻟﺤﺼﻮﻝ ﻋﻠﻰ ﻧﺴﺦ ﻣﻦ ﺍﻣﺘﺤﺎﻥ ﻣﻌﻴﻦ ﻋﻦ ﻁﺮﻳﻖ ﻣﺼﺪﺭ ﻏﻴﺮ ﻣﺴﺌﻮﻝ ﻗﺒﻞ ﻓﺘﺮﺓ ﺍﻻﻣﺘﺤﺎﻧﺎﺕ ﺃﻭ ﺗﻮﺯﻳﻊ ﻧﺴﺦ ﻫﺬﺍ
ﺍﻻﻣﺘﺤﺎﻥ.
• ﺇﺯﺍﻟﺔ ﺃﻭ ﺗﺨﺮﻳﺐ ﻣﻮﺍﺩ ﻣﺤﻔﻮﻅﺔ ﺃﻭ ﻣﺮﺳﻠﺔ ﺃﻭ ﻣﻨﻊ ﺍﻵﺧﺮﻳﻦ ﻣﻦ ﺍﻟﺤﺼﻮﻝ ﻋﻠﻴﻬﺎ.
• ﺍﻟﺘﻠﻔﻴﻖ ﻟﺒﻴﺎﻧﺎﺕ ﻋﻦ ﻁﺮﻳﻖ ﺍﺧﺘﺮﺍﻋﻬﺎ ﺃﻭ ﺍﻟﺘﻐﻴﻴﺮ ﻓﻲ ﻧﺘﺎﺋﺠﻬﺎ .ﻭﻳﺸﺘﻤﻞ ﻫﺬﺍ ﻋﻠﻰ ﺗﻘﺪﻳﻢ ﻣﺼﺎﺩﺭ ﻋﻠﻰ ﺃﻧﻬﺎ ﺍﺳﺘﺨﺪﻣﺖ
ﻓﻲ ﻋﻤﻞ ﻣﺎ ﻓﻲ ﺣﻴﻦ ﺃﻥ ﻫﺬﻩ ﺍﻟﻤﺼﺎﺩﺭ ﻟﻴﺲ ﻟﻬﺎ ﻭﺟﻮﺩ.
• ﺍﺳﺘﺨﺪﺍﻡ ﻁﺮﻕ ﻏﻴﺮ ﺃﺧﻼﻗﻴﺔ ﺃﻭ ﻏﻴﺮ ﻣﻨﺎﺳﺒﺔ ﻟﻠﺤﺼﻮﻝ ﻋﻠﻰ ﻣﻌﻠﻮﻣﺎﺕ ﺃﻭ ﺑﻴﺎﻧﺎﺕ.
• ﺧﺪﺍﻉ ﻭﺗﻐﺸﻴﺶ ﺍﻟﻜﻠﻴﺔ ﻋﻦ ﻁﺮﻳﻖ ﺗﻘﺪﻳﻢ ﺗﻘﺎﺭﻳﺮ ﻁﺒﻴﺔ ﻣﺨﺘﻠﻘﺔ ﺍﻭ ﻣﺰﻭﺭﺓ ﻟﺘﻔﻮﻳﺖ ﻭﺇﻋﺎﺩﺓ ﺍﻻﻣﺘﺤﺎﻥ
ﺍﻟﻌﻘﻮﺑﺔ ﻓﻲ ﺍﻟﻤﺴﺘﻮﻯ ﺍﻟﺜﺎﻟﺚ ﻣﻦ ﺍﻻﻧﺘﻬﺎﻛﺎﺕ ﻫﻲ ﺍﻟﺮﺳﻮﺏ ﻓﻲ ﺍﻟﻤﺎﺩﺓ ﺃﻭ ﺗﺄﺟﻴﻞ ﻓﺼﻞ ﺩﺭﺍﺳﻲ ﺃﻭ ﺃﻛﺜﺮ ﺍﻋﺘﻤﺎﺩﺍ ﻋﻠﻰ ﺍﻟﻠﻮﺍﺋﺢ
ﺍﻟﺘﻨﻈﻴﻤﻴﺔ ﻟﻠﻜﻠﻴﺔ.

ﺩ .ﺍﻟﻤﺴﺘﻮﻯ ﺍﻟﺮﺍﺑﻊ ﻣﻦ ﺍﻻﻧﺘﻬﺎﻛﺎﺕ
ﻭﺗﻤﺜﻞ ﺍﻻﻧﺘﻬﺎﻛﺎﺕ ﻓﻲ ﻫﺬﺍ ﺍﻟﻤﺴﺘﻮﻯ ﺍﻟﺨﺮﻭﻗﺎﺕ ﺍﻷﺧﻄﺮ ﺑﻴﻦ ﺟﻤﻴﻊ ﺍﻟﻤﺴﺘﻮﻳﺎﺕ ﻟﻼﻣﺎﻧﺔ ﺍﻷﻛﺎﺩﻳﻤﻴﺔ.
• ﺗﻜﺮﺍﺭ ﺍﻟﺘﻌﺪﻱ ﻋﻠﻰ ﺍﻷﻣﺎﻧﺔ ﺍﻷﻛﺎﺩﻳﻤﻴﺔ ﺑﻌﺪ ﺍﻟﻌﻮﺩﺓ ﻣﻦ ﻓﺘﺮﺓ ﺇﻳﻘﺎﻑ ﺑﺴﺒﺐ ﺗﻌﺪﻱ ﺳﺎﺑﻖ ﻋﻠﻰ ﺍﻷﻣﺎﻧﺔ ﺍﻷﻛﺎﺩﻳﻤﻴﺔ.
• ﺍﻟﺘﻌﺪﻱ ﻋﻠﻰ ﺍﻷﻣﺎﻧﺔ ﺍﻷﻛﺎﺩﻳﻤﻴﺔ ﻭﺍﻟﺘﻲ ﺗﺘﺴﺒﺐ ﻓﻲ ﺧﺮﻕ ﺍﻟﻘﻮﺍﻧﻴﻦ ﺃﻭ ﺗﺸﺎﺑﻪ ﺃﻋﻤﺎﻝ ﺇﺟﺮﺍﻣﻴﺔ ﻣﻦ ﻗﺒﻴﻞ ﺗﺰﻭﻳﺮ
ﺍﻟﺪﺭﺟﺎﺕ ﺃﻭ ﺃﺧﺬ ﻭﺍﺳﺘﺨﺪﺍﻡ ﺍﻣﺘﺤﺎﻥ ﻣﺎ ﻣﻦ ﻣﺪﺭﺱ ﺃﻭ ﺗﻐﻴﻴﺮ ﺍﻟﺒﻴﺎﻧﺎﺕ ﻟﻌﻤﻞ ﺗﻢ ﺍﻟﻘﻴﺎﻡ ﺑﻪ ﻓﻲ ﺍﻟﻜﻠﻴﺔ.
• ﺃﻥ ﻳﻘﻮﻡ ﺑﺪﻳﻞ ﻋﻦ ﺍﻟﻄﺎﻟﺐ ﺃﻭ ﺍﻟﻄﺎﻟﺒﺔ ﺑﺄﺩﺍء ﺍﻻﻣﺘﺤﺎﻥ ﺃﻭ ﺃﻥ ﻳﻘﺪﻡ ﺍﻟﻄﺎﻟﺐ ﺃﻭ ﺍﻟﻄﺎﻟﺒﺔ ﺍﻻﻣﺘﺤﺎﻥ ﻟﺸﺨﺺ ﺁﺧﺮ.

•

ﻣﺤﺎﻭﻟﺔ ﺗﻌﻄﻴﻞ ﺍﻵﺧﺮﻳﻦ ﻣﻦ ﺍﻟﻘﻴﺎﻡ ﺑﻮﺍﺟﺒﺎﺗﻬﻢ ﻣﻦ ﺧﻼ ﺃﻋﻤﺎﻝ ﺗﻬﺪﻑ ﺇﻟﻰ ﻣﻨﻌﻬﻢ ﻣﻦ ﺇﻛﻤﺎﻝ ﻭﺍﺟﺒﺎﺗﻬﻢ ﺑﻨﺠﺎﺡ.

• ﺍﻟﻀﻐﻂ ﺃﻭﺍﻟﺘﻬﺪﻳﺪ ﺃﻭ ﺍﻹﻛﺮﺍﻩ ﻟﻠﻤﻌﻠﻢ ﺳﻮﺍء ﺑﺸﻜﻞ ﻣﺒﺎﺷﺮ ﺃﻭ ﻋﻦ ﻁﺮﻳﻖ ﻭﺳﻴﻂ ،ﻟﺘﻌﺪﻳﻞ ﺍﻟﻨﺘﺠﻴﺔ ﻓﻲ ﺍﻻﻣﺘﺤﺎﻧﺎﺕ
ﻭﺍﻟﻮﺍﺟﺒﺎﺕ.
ﺍﻟﻌﻘﻮﺑﺔ ﻓﻲ ﺍﻟﻤﺴﺘﻮﻯ ﺍﻟﺮﺍﺑﻊ ﻋﺎﺩﺓ ﻣﺎ ﺗﻜﻮﻥ ﺍﻟﻄﺮﺩ ﻣﻦ ﺍﻟﻜﻠﻴﺔ ﻣﻊ ﺗﺴﺠﻴﻞ ﺍﻟﻄﺮﺩ ﺍﻟﺘﺄﺩﻳﺒﻲ ﻓﻲ ﺍﻟﺘﻘﺮﻳﺮ ﺍﻟﻨﻬﺎﺋﻲ ﻟﻠﻄﺎﻟﺐ .ﻣﻊ
ﺍﻟﻌﻠﻢ ﺍﻥ ﻛﺎﻓﺔ ﺍﻟﻌﻘﻮﺑﺎﺕ ﺍﻟﺘﻲ ﺗﻔﺮﺽ ﻳﺠﺐ ﺍﻥ ﺗﻜﻮﻥ ﻣﺘﻮﺍﻓﻘﺔ ﻣﻊ ﺑﻨﻮﺩ ﺍﻟﻼﺋﺤﺔ ﺍﻟﺘﻨﻈﻴﻤﻴﺔ ﻟﻠﻜﻠﻴﺎﺕ ﺍﻟﺘﻘﻨﻴﺔ ﻭﺍﻟﺨﺎﺻﺔ ﺑﺬﻟﻚ.

ﻫـ .ﺗﻜﺮﺭ ﺍﻟﻤﺨﺎﻟﻔﺎﺕ
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ﻛﻤﺎ ﺳﺒﻖ ﺫﻛﺮﻩ  ،ﺳﻴُﻌﺎﻣﻞ ﺃﻱ ﺍﻧﺘﻬﺎﻙ ﻣﺘﻜﺮﺭ ﻣﻦ ﺍﻟﻤﺴﺘﻮﻯ ﺍﻟﺜﺎﻧﻲ ﻋﺎﺩﺓ ﺑﺎﻋﺘﺒﺎﺭﻩ ﺍﻧﺘﻬﺎﻛﺎ ﻣﻦ ﺍﻟﻤﺴﺘﻮﻯ ﺍﻟﺜﺎﻟﺚ .ﻭﺑﺎﻟﻤﺜﻞ ،
ﺳﻮﻑ ﻳﻌﺎﻣﻞ ﺃﻱ ﺍﻧﺘﻬﺎﻙ ﻟﻸﻣﺎﻧﺔ ﺍﻷﻛﺎﺩﻳﻤﻴﺔ ﺑﻌﺪ ﻓﺘﺮﺓ ﺍﻹﻳﻘﺎﻑ ﺑﺴﺒﺐ ﺍﻧﺘﻬﺎﻙ ﻣﻦ ﺍﻟﻤﺴﺘﻮﻯ ﺍﻟﺜﺎﻟﺚ ﺑﺎﻋﺘﺒﺎﺭ ﺃﻧﻪ ﺍﻧﺘﻬﺎﻙ ﻣﻦ
ﺍﻟﻤﺴﺘﻮﻯ ﺍﻟﺮﺍﺑﻊ.

 .5ﻣﺒﺎﺩﺉ ﺍﻷﻣﺎﻧﺔ ﺍﻷﻛﺎﺩﻳﻤﻴﺔ
 -1ﻳﺸﺘﻤﻞ ﺳﻮء ﺍﻟﺴﻠﻮﻙ ﺍﻷﻛﺎﺩﻳﻤﻲ ﻋﻠﻰ ﺍﻟﻐﺶ  ،ﻭﺍﻟﺘﻠﻔﻴﻖ  ،ﻭﺍﻟﺴﺮﻗﺔ ﺍﻟﻌﻠﻤﻴﺔ  ،ﺃﻭ ﺗﺴﻬﻴﻞ ﻋﺪﻡ ﺍﻷﻣﺎﻧﺔ ﺍﻷﻛﺎﺩﻳﻤﻴﺔ ﺃﻭ ﻛﻤﺎ ﻫﻮ
ﻣﻔﺼﻞ ﺃﻛﺜﺮ ﻓﻲ ﺍﻟﻘﻮﺍﻧﻴﻦ ﺍﻟﺨﺎﺻﺔ ﺑﺎﻟﻜﻠﻴﺔ  ،ﻭ ﻗﻮﺍﻋﺪ ﺍﻟﺴﻠﻮﻙ ﺍﻟﻤﻬﻨﻲ ﻟﻠﻤﻮﻅﻔﻴﻦ  ،ﺃﻭ ﻛﺘﻴﺐ ﺩﻟﻴﻞ ﺍﻟﻄﺎﻟﺐ.
 -2ﻋﻠﻰ ﺍﻟﻤﺤﺎﺿﺮﻳﻦ ﺑﺬﻝ ﻛﻞ ﺟﻬﺪ ﻣﻤﻜﻦ ﻟﻴﻔﺴﺮﻭﺍ ﻟﻄﻼﺑﻬﻢ ﻣﻦ ﺑﺪﺍﻳﺔ ﺍﻟﺪﻭﺭﺓ ﺍﻟﺘﻌﻠﻴﻤﻴﺔ ﻛﻞ ﺍﻟﺴﻠﻮﻛﻴﺎﺕ ﺍﻟﻤﺘﻮﻗﻌﺔ ﻣﻨﻬﻢ ﺧﻼﻝ
ﺍﻻﻣﺘﺤﺎﻧﺎﺕ ﺃﻭ ﻓﻲ ﺃﺛﻨﺎء ﺃﺩﺍﺋﻬﻢ ﻟﻮﺍﺟﺒﺎﺗﻬﻢ ﺍﻟﺪﺭﺍﺳﻴﺔ.
 -3ﻓﻲ ﺣﺎﻝ ﺍﻻﺷﺘﺒﺎﻩ ﺑﺤﺎﻟﺔ ﺳﻮء ﺳﻠﻮﻙ ﺃﻛﺎﺩﻳﻤﻲ ﻋﻠﻰ ﺍﻟﺠﻤﻴﻊ ﺍﺣﺘﺮﺍﻡ ﺍﻹﺟﺮﺍءﺍﺕ ﺍﻟﻤﺘﺒﻌﺔ .ﺍﻟﻬﺪﻑ ﻣﻦ ﻫﺬﻩ ﺍﻹﺟﺮﺍءﺍﺕ ﻫﻮ
ﺍﻟﻮﻗﻮﻑ ﻋﻠﻰ ﺣﻘﻴﻘﺔ ﻫﺬﻩ ﺍﻟﺤﺎﻟﺔ ﻭﺍﺗﺨﺎﺫ ﺍﻟﻘﺮﺍﺭﺍﺕ ﺍﻟﺘﺎﺩﻳﺒﻴﺔ ﺍﻻﻛﺎﻳﻤﻴﺔ ﺍﻟﻤﻨﺎﺳﺒﺔ ﻓﻲ ﺣﺎﻝ ﺛﺒﻮﺕ ﻭﻗﻮﻉ ﺍﻟﺤﺎﻟﺔ .ﻛﻞ ﺍﻹﺟﺮﺍءﺍﺕ
ﻳﺠﺐ ﺗﻮﺛﻴﻘﻬﺎ ﺃﻭﻻ ﺑﺄﻭﻝ ﻭﻳﺠﺐ ﺇﻧﻬﺎﺋﻬﺎ ﻓﻲ ﻭﻗﺖ ﻣﺤﺪﺩ.
 -4ﻋﻠﻰ ﺟﻤﻴﻊ ﺃﻋﻀﺎء ﺍﻟﻤﺠﺘﻤﻊ ﺍﻷﻛﺎﺩﻳﻤﻲ ﺇﺑﻼﻍ ﺍﻟﻤﺤﺎﺿﺮﻳﻦ ﺍﻟﻤﺒﺎﺷﺮﻳﻦ ﻓﻲ ﺣﺎﻝ ﺍﻻﺷﺘﺒﺎﻩ ﺑﻮﻗﻮﻉ ﺗﻌﺪﻱ ﻋﻠﻰ ﻗﻴﻢ ﺍﻷﻣﺎﻧﺔ
ﺍﻷﻛﺎﺩﻳﻤﻴﺔ .ﻓﻲ ﺣﺎﻟﺔ ﻏﻴﺎﺏ ﺍﻟﻤﺤﺎﺿﺮﻳﻦ ﺍﻟﻤﺒﺎﺷﺮﻳﻦ ﺃﻭ ﻛﺎﻧﺖ ﺣﺎﻟﺔ ﺍﻟﺘﻌﺪﻯ ﺧﺎﺭﺝ ﻧﻄﺎﻕ ﺍﻟﻤﺎﺩﺓ ،ﻓﺈﻧﻪ ﻳﺘﻢ ﺗﺒﻠﻴﻎ ﺭﺋﻴﺲ ﺍﻟﻘﺴﻢ
ﻋﻦ ﺫﻟﻚ .ﻭﺳﻴﺘﻢ ﺍﻟﺘﺤﻔﻆ ﻋﻠﻰ ﻫﻮﻳﺔ ﺍﻟﺸﺨﺺ ﺍﻟﻤﻘﺪﻡ ﺑﺎﻟﺒﻼﻍ ﻓﻲ ﺣﺎﻟﺔ ﻁﻠﺒﻪ ﻟﺬﻟﻚ.
 - 5ﺗﻘﻊ ﺍﻟﻤﺴﺌﻮﻟﻴﺔ ﻋﻠﻰ ﺍﻟﻤﺤﺎﺿﺮ ﺑﺮﻓﻊ ﺍﻟﺘﻮﺻﻴﺎﺕ ﺍﻟﻤﻨﺎﺳﺒﺔ ﺑﺨﺼﻮﺹ ﺍﻟﻌﻘﻮﺑﺎﺕ ﺍﻟﻤﻨﺎﺳﺒﺔ ﻻﻱ ﺍﻧﺘﻬﺎﻙ ﻟﻸﻣﺎﻧﻪ ﺍﻷﻛﺎﺩﻳﻤﻴﺔ
ﻟﺮﺋﻴﺲ ﺍﻟﻘﺴﻢ .ﻭﺗﺸﺘﻤﻞ ﻫﺬﻩ ﺍﻟﻌﻘﻮﺑﺎﺕ ﻋﻠﻰ ﺧﻔﺾ ﺍﻟﺪﺭﺟﺎﺕ ﺃﻭ ﺍﻟﺮﺳﻮﺏ ﻓﻲ ﺍﻟﻤﺎﺩﺓ.
 - 6ﻳﻘﻮﻡ ﻣﺴﺎﻋﺪ ﺍﻟﻌﻤﻴﺪ ﻟﻠﺸﻮﺅﻥ ﺍﻟﻄﻼﺏ ﻭﻟﺠﻨﺔ ﺍﻻﻧﻀﺒﺎﻁ ﺑﺎﻟﻜﻠﻴﺔ ﺑﺮﻓﻊ ﺍﻟﺘﻮﺻﻴﺎﺕ ﺑﺸﺄﻥ ﺍﻟﻌﻘﻮﺑﺎﺕ ﺍﻟﺘﺎﺩﻳﺒﻴﺔ.
 -7ﻓﻲ ﺣﺎﻝ ﺍﺷﺘﺮﺍﻙ ﺃﻛﺜﺮ ﻣﻦ ﻁﺎﻟﺐ ﻓﻲ ﺳﻮء ﺍﻟﺴﻠﻮﻙ ﺍﻷﻛﺎﺩﻳﻤﻲ ﻓﺈﻥ ﺍﻟﻠﺠﻨﺔ ﺳﺘﻌﻤﻞ ﻋﻠﻰ ﻓﺮﺽ ﺍﻟﻌﻘﻮﺑﺎﺕ ﻋﻠﻰ ﺍﻟﻤﺸﺮﻛﻴﻦ
ﺑﺼﻮﺭﺓ ﻋﺎﺩﻟﺔ.
 -8ﻟﻦ ﻳﺼﺪﺭ ﺃﻱ ﺗﻘﺮﻳﺮ ﻣﻜﺘﻮﺏ ﺣﺘﻰ ﺍﻻﻧﺘﻬﺎء ﻣﻦ ﺍﻹﺟﺮﺍءﺍﺕ ﺍﻟﻤﺤﺪﺩﺓ ﻭﺍﺗﺨﺎﺫ ﺍﻟﻘﺮﺍﺭ ﺍﻟﻨﻬﺎﺋﻲ ﻭﺗﻄﺒﻴﻖ ﺍﻟﻌﻘﻮﺑﺔ .ﻭﺑﺎﺳﺘﻄﺎﻋﺔ
ﺍﻟﺸﺨﺺ ﺭﻓﻊ ﺭﺳﺎﻟﺔ ﺗﻈﻠﻢ ﺑﺨﺼﻮﺹ ﺍﻟﻌﻘﻮﺑﺎﺕ ﺍﻟﻤﻔﺮﻭﺿﺔ.
 -9ﻓﻲ ﺣﺎﻻﺕ ﺳﻮء ﺍﻟﺴﻠﻮﻙ ﺍﻟﺨﻄﻴﺮﺓ ﻭﺍﻟﺘﻲ ﺗﻢ ﺗﺤﺪﻳﺪﻫﺎ ﻓﺈﻥ ﺍﻟﺤﺎﻟﺔ ﺳﺘﻮﺛﻖ ﻓﻲ ﺍﻟﺴﺠﻞ ﺍﻟﺮﺳﻤﻲ ﻟﻠﻄﺎﻟﺐ ﺍﻟﻤﺮﺗﻜﺐ ﻟﻼﻧﺘﻬﺎﻙ.

ﺃ.
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ﻳﻤﺘﻠﻚ ﻣﺴﺎﻋﺪ ﺍﻟﻌﻤﻴﺪ ﻟﻠﺸﺆﻥ ﺍﻷﻛﺎﺩﻳﻤﻴﺔ ﺍﻟﺤﻖ ﻓﻲ ﺗﻄﺒﻴﻖ ﻭﻣﺮﺍﻗﺒﺔ ﺳﻴﺎﺳﺎﺕ ﺍﻟﻜﻠﻴﺔ ﺑﻤﺎ ﻳﺘﻌﻠﻖ ﺑﺎﻷﻣﺎﻧﺔ ﺍﻷﻛﺎﺩﻳﻤﻴﺔ .ﻭﻳﻜﻮﻥ
ﻣﺴﺎﻋﺪ ﺍﻟﻌﻤﻴﺪ ﻟﺸﺆﻭﻥ ﺍﻟﻄﻼﺏ ﻣﺴﺆﻭﻷ ﻋﻦ ﺇﺻﺪﺍﺭ ﻭﺗﻨﻔﻴﺬ ﺍﻟﻌﻘﻮﺑﺎﺕ ﻟﻠﻄﻼﺏ ﺍﻟﺬﻳﻦ ﺗﺜﺒﺖ ﻣﺴﺆﻭﻟﻴﺘﻬﻢ ﻋﻦ ﺍﻧﺘﻬﺎﻛﺎﺕ ﺍﻷﻣﺎﻧﺔ
ﺍﻷﻛﺎﺩﻳﻤﻴﺔ ﻓﻲ ﺍﻟﺤﺮﻡ ﺍﻟﺠﺎﻣﻌﻲ .ﻭﻣﺴﺎﻋﺪ ﺍﻟﻌﻤﻴﺪ ﻟﺸﺆﻭﻥ ﺍﻟﻄﻼﺏ ﻳﻤﺎﺭﺱ ﻫﺬﻩ ﺍﻟﻤﺴﺆﻭﻟﻴﺔ ﺷﺨﺼﻴﺎ ﺃﻭ ﺃﻥ ﺗﻔﻮﺽ ﺇﻟﻰ ﻟﺠﻨﺔ
ﺍﻻﻧﻀﺒﺎﻁ ﻓﻲ ﺍﻟﻜﻠﻴﺔ ﻭﻭﻓﻖ ﺍﻟﻼﺋﺤﺔ ﺍﻟﺘﻨﻈﻴﻤﻴﺔ ﻟﻠﻜﻠﻴﺔ.
ﻋﻠﻰ ﺍﻟﻤﺤﺎﺿﺮﻳﻦ ﺍﻟﻘﻴﺎﻡ ﺑﻮﺍﺟﺒﺎﺗﻬﻢ ﻣﻦ ﺃﺟﻞ ﺗﺴﻬﻴﻞ ﺍﻟﻤﺤﺎﻓﻈﺔ ﻋﻠﻰ ﺍﻷﻣﺎﻧﺔ ﺍﻷﻛﺎﺩﻳﻤﻴﺔ ﻣﻦ ﺧﻼﻝ ﺗﻮﻋﻴﺔ ﻁﻼﺑﻬﻢ ﻋﻦ ﺍﻷﻣﺎﻧﺔ
ﺍﻷﻛﺎﺩﻳﻤﻴﺔ .ﻛﻤﺎ ﺃﻥ ﻋﻠﻴﻬﻢ ﺗﻘﺪﻳﻢ ﺍﻟﻤﺸﻮﺭﺓ ﻟﻬﻢ ﻓﻴﻤﺎ ﻳﺘﻌﻠﻖ ﺑﺘﻄﺒﻴﻖ ﺍﻷﻣﺎﻧﺔ ﺍﻷﻛﺎﺩﻳﻤﻴﺔ

ﺏ .ﺍﻻﺗﺼﺎﻻﺕ

ﻓﻴﻤﺎ ﻳﺘﻌﻠﻖ ﺑﺘﻮﺯﻳﻊ ﻫﺬﻩ ﺍﻟﺴﻴﺎﺳﺔ ﻓﻠﻘﺪ ﺗﻢ ﻧﺸﺮﻫﺎ ﻓﻲ ﺩﻟﻴﻞ ﺳﻴﺎﺳﺎﺕ ﺍﻟﻜﻠﻴﺔ ﻭﻋﻠﻰ ﻣﻮﻗﻊ ﺍﻟﻜﻠﻴﺔ ﻓﻲ ﺷﺒﻜﺔ ﺍﻟﻤﻌﻠﻮﻣﺎﺕ.

ﺝ .ﺇﺟﺮﺍءﺍﺕ ﻭﻧﻤﺎﺫﺝ
ﻭﻳﺼﻒ ﺍﻹﺟﺮﺍء ﺍﻟﺘﺎﻟﻲ ﻛﻴﻔﻴﺔ ﺍﻟﺘﻌﺎﻣﻞ ﻣﻊ ﺍﻧﺘﻬﺎﻛﺎﺕ ﺍﻷﻣﺎﻧﺔ ﺍﻷﻛﺎﺩﻳﻤﻴﺔ ﻣﻦ ﻗﺒﻞ ﺍﻟﻄﻼﺏ ﻓﻲ ﺍﻟﻜﻠﻴﺔ.
• ﻳﻘﻮﻡ ﺃﻋﻀﺎء ﺍﻟﻠﺠﻨﺔ ﺑﺸﺮﺡ ﺳﻴﺎﺳﺎﺕ ﺍﻟﻜﻠﻴﺔ ﺑﺨﺼﻮﺹ ﺍﻷﻣﺎﻧﺔ ﺍﻷﻛﺎﺩﻳﻤﻴﺔ ﻟﻄﻼﺏ ﺃﻗﺴﺎﻣﻬﻢ ﻭﺗﻮﺿﻴﺢ ﺍﻟﻨﺘﺎﺋﺞ
ﺍﻟﻤﺘﺮﺗﺒﺔ ﻋﻠﻰ ﺃﻱ ﺧﺮﻕ ﻟﻬﺬﻩ ﺍﻷﻣﺎﻧﺔ.
•

ﻋﻠﻰ ﺃﻋﻀﺎء ﻫﻴﺌﺔ ﺍﻟﺘﺪﺭﻳﺲ ﺍﻟﺘﺄﻛﺪ ﺑﻌﻨﺎﻳﺔ ﻣﻦ ﺗﻘﺪﻳﻢ ﺍﻟﻮﺍﺟﺒﺎﺕ ﻭﺍﻟﺘﻘﺎﺭﻳﺮ ﻭﺍﻟﻌﺮﻭﺽ

•

ﺍﻟﺘﻌﺪﻯ ﻋﻠﻰ ﺍﻷﻣﺎﻧﺔ ﺍﻷﻛﺎﺩﻳﻤﻴﺔ ﻳﻜﻮﻥ ﻭﺍﺿﺤﺔ ﻣﻦ ﺧﻼﻝ ﺍﻟﺴﺮﻗﺔ ﺍﻟﻌﻠﻤﻴﺔ ﻣﻦ ﺍﻷﻧﺘﺮﻧﺖ ﺃﻭ ﺍﻟﻜﺘﺐ ﺍﻟﺦ .ﻛﺬﻟﻚ ﻓﺈﻥ
ﺍﻟﻨﺴﺦ ﺃﻭ ﺍﻟﺘﺼﻮﻳﺮ ﻟﻼﻋﻤﺎﻝ ﻭﺍﻟﻮﺍﺟﺒﺎﺕ )ﻟﻜﻞ ﻣﻦ ﺍﻟﻄﺎﻟﺐ ﺍﻟﺬﻱ ﻧﺴﺦ ﺃﻭ ﺍﻟﺬﻱ ﻧﺴﺦ ﻣﻨﻪ( ﻳﻌﺘﺒﺮ ﻧﻮﻉ ﻣﻦ ﺃﻧﻮﺍﻉ
ﺍﻧﺘﻬﺎﻛﺎﺕ ﺍﻷﻣﺎﻧﺔ ﺍﻷﻛﺎﺩﻳﻤﻴﺔ ﻭﻋﻠﻴﻪ ﻓﺈﻥ ﻣﻦ ﻣﺴﺆﻭﻟﻴﺔ ﺍﻟﻤﺪﺭﺱ ﻓﻲ ﻫﻴﺌﺔ ﺍﻟﺘﺪﺭﻳﺲ ﺗﻘﺮﻳﺮ ﻣﺴﺘﻮﻯ ﻫﺬﺍ ﺍﻹﻧﺘﻬﺎﻙ
ﻭﺃﺗﺨﺎﺫ ﺍﻹﺟﺮﺍءﺍﺕ ﺍﻟﻤﻨﺎﺳﺒﺔ ،ﺑﺎﻟﺘﺸﺎﻭﺭ ﻣﻊ ﺭﺋﻴﺲ ﺍﻟﻘﺴﻢ ﺇﺫﺍ ﻟﺰﻡ ﺍﻷﻣﺮ.

•

ﻳﺠﺐ ﺍﺑﻼﻍ ﺭﺋﻴﺲ ﺍﻟﻘﺴﻢ ﺑﺎﻟﺤﺎﻻﺕ ﺍﻟﻤﺸﺘﺒﻪ ﻓﻴﻬﺎ ﻭﺇﺭﺳﺎﻟﻬﺎ ﺇﻟﻰ ﻭﺣﺪﺓ ﺍﻟﺘﺤﻘﻴﻖ ﻓﻲ ﺍﻟﺴﺮﻗﺔ ﺍﻟﻌﻠﻤﻴﺔ ﻓﻲ ﺍﻟﻜﻠﻴﺔ
ﻭﺳﻮﻑ ﺗﺘﺨﺬ ﺍﻟﻌﻘﻮﺑﺎﺕ ﺍﺳﺘﻨﺎﺩﺍ ﺍﻟﻰ ﺗﻘﺮﻳﺮ ﺍﻟﻮﺣﺪﺓ .ﺑﻌﺪ ﺗﺤﺪﻳﺪ ﺍﻟﻌﻘﻮﺑﻪ ،ﻓﺈﻥ ﻋﻠﻰ ﻋﻀﻮ ﻫﻴﺌﺔ ﺍﻟﺘﺪﺭﻳﺲ ﻭﺭﺋﻴﺲ
ﺍﻟﻘﺴﻢ ﺇﺣﺎﻟﺔ ﻫﺬﻩ ﺍﻟﺤﺎﻟﺔ ﺍﻟﻰ ﻣﺴﺎﻋﺪ ﺍﻟﻌﻤﻴﺪ ﻟﻠﺸﺆﺅﻥ ﺍﻷﻛﺎﺩﻳﻤﻴﺔ ﻭﺍﻟﺬﻱ ﺳﻮﻑ ﻳﻘﻮﻡ ﺑﺪﻭﺭﻩ ﺑﺎﻟﻤﻮﺍﻓﻘﺔ ﻋﻠﻰ ﻋﻘﻮﺑﺔ
ﺍﻟﻄﺎﻟﺐ.

•

ﻣﻦ ﺣﻖ ﺃﻱ ﻁﺎﻟﺐ ﻁﻠﺐ ﺍﻻﺳﺘﺌﻨﺎﻑ ﻓﻲ ﺍﻟﻘﺮﺍﺭ ﺍﻟﻤﺘﺨﺬ ﺿﺪﻩ ﺧﻼﻝ ﺃﺳﺒﻮﻉ ﻣﻦ ﺇﺻﺪﺍﺭ ﺍﻟﻘﺮﺍﺭ ﻭﺫﻟﻚ ﻟﻌﻤﻴﺪ ﺍﻟﻜﻠﻴﺔ
ﻭﺍﻟﺬﻱ ﺳﻴﻜﻮﻥ ﻗﺮﺍﺭﻩ ﻧﻬﺎﺋﻴﺎ.

•

ﻳﺠﺐ ﺍﻻﺣﺘﻔﺎﻅ ﺑﻨﺴﺨﺔ ﻣﻦ ﺗﻘﺎﺭﻳﺮ ﺍﻟﺘﺤﻘﻴﻖ ﻓﻲ ﺃﻱ ﺍﻧﺘﻬﺎﻙ ﻓﻲ ﻣﻠﻒ ﺍﻟﻤﺤﺎﺿﺮ .ﻛﻤﺎ ﺳﻴﺘﻢ ﺇﺭﺳﺎﻝ ﻧﺴﺨﺔ ﺃﺧﺮﻯ ﺇﻟﻰ
ﺭﺋﻴﺲ ﺍﻟﻘﺴﻢ.

 .6ﺍﻟﻤﺼﺎﺩﺭ
•

ﻣﺠﻠﺲ ﺍﻻﻋﺘﻤﺎﺩ ﺍ ﺍﻟﻌﻤﺎﻧﻲ .ﺍﻷﻣﺎﻧﺔ ﺍﻷﻛﺎﺩﻳﻤﻴﺔ ﻭﺗﺤﺮﻱ ﺍﻟﺴﺮﻗﺎﺕ ﺍﻟﻌﻠﻤﻴﺔ .ﻭﺣﺪﺓ ﺗﺪﺭﻳﺒﻴﺔ ﺭﻗﻢ  .24ﺍﺧﺮ ﺗﻌﺪﻳﻞ ﻓﻲ
 31ﻣﺎﻳﻮ .2008

•

ﻭﻳﻜﺒﻴﺪﻳﺎ .ﺍﻟﺨﻴﺎﻧﺔ ﺍﻷﻛﺎﺩﻳﻤﻴﺔ .ﻣﻨﻈﻤﺔ ﻭﻳﻜﺒﻴﺪﻳﺎ .ﻋﻠﻰ

 .http:// en.wikipedia.org/wiki/Academic_dishonestﺍﺧﺮ ﺯﻳﺎﺭﺓ ﻟﻠﻤﻮﻗﻊ
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 5ﺍﻛﺘﻮﺑﺮ .2009
•

ﻳﻮ ﺳﻲ ﺳﺎﻧﺘﺎ ﻛﺮﻭﺯ .ﺍﻟﺪﻟﻴﻞ ﺍﻟﺮﺳﻤﻲ ﻟﺴﻴﺎﺳﺔ ﺍﻷﻣﺎﻧﺔ ﺍﻷﻛﺎﺩﻳﻤﻴﺔ ﻟﻠﻄﻼﺏ ﺍﻟﺠﺎﻣﻌﻴﻴﻦ 1.ﺳﺒﺘﻤﺒﺮ .1999

•

ﺟﺎﻣﻌﺔ ﺭﻭﺗﺠﺮﺯ .ﺳﻴﺎﺳﺔ ﺍﻷﻣﺎﻧﺔ ﺍﻷﻛﺎﺩﻳﻤﻴﺔ .ﺍﺧﺮ ﺯﻳﺎﺭﺓ ﻟﻠﻤﻮﻗﻊ  4ﻳﻮﻟﻴﻮ .2009

ﺍﻟﻤﺮﺍﺟﻌﺎﺕ:
ﺍﻟﻨﺴﺨﺔ

ﺍﻟﺘﺎﺭﻳﺦ

ﺍﻟﻤﺆﻟﻒ

ﺍﻟﻤﻮﺍﻓﻘﺔ

ﺍﻟﺒﻨﻮﺩ

ﺗﻔﺎﺻﻴﻞ

ﺍﻟﻤﻌﺪﻟﺔ

ﺍﻟﺘﻌﺪﻳﻼﺕ

ﺭﺋﻴﺲ ﻭﺣﺪﺓ ﻣﺘﺎﺑﻌﺔ
1.0

2009/ 07 / 04

ﺿﻤﺎﻥ ﺍﻟﺠﻮﺩﺓ ،ﻣﺴﺎﻋﺪ
ﺍﻟﻌﻤﻴﺪ ﻟﺸﺆﻭﻥ ﺍﻷﻛﺎﺩﻳﻤﻴﺔ،
ﺩ .ﺑﻴﻮﺟﺎﺭﻱ ﻣﺤﺎﺿﺮ
ﺑﻘﺴﻢ ﺍﻟﺪﺭﺍﺳﺎﺕ ﺍﻟﺘﺠﺎﺭﻳﺔ
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ﺗﻮﺯﻉ ﺍﻟﻰ
ﺭﺋﻴﺲ ﻣﺮﻛﺰ

ﻻﻳﻮﺟﺪ

ﻫﺬﺍﻫﻮﺍﻹﺻﺪﺍﺭﺍﻷ
ﻭﻝ ﺑﺼﻮﺭﺓ
ﻣﻜﺘﻮﺑﺔ ﻟﺴﻴﺎﺳﺔ
ﻗﺎﺋﻤﺔ.

ﺍﻟﻠﻐﺔ ﺍﻹﻧﺠﻠﻴﺰﻳﺔ
ﻭﺭﺅﺳﺎء
ﺍﻷﻗﺴﺎﻡ
ﺍﻷﻛﺎﺩﻳﻤﻴﺔ

1. Policy and Procedures for Recruitment of Academic Staff
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.
1.2 The College identifies academic staff shortages and reports these in writing to the
Ministry
1.3 Staff are then recruited by the Ministry or its appointed agents through
•
•
•

Placing advertisements in appropriate national or international newspapers, or by
advertising on websites.
Scrutinizing application forms and/or curricula vitae
Conducting panel interviews.

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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Nizwa College of Technology

Staff Appraisal Policy
Responsible Authority
Contact Details

Authorization
Effective From
Amendments
Superseded Documents
Review
File Number
Related Documents

Dean, Assistant Dean Academic Affairs, Heads of Centres and
Departments
1. Dean, NCT, Ext No. 555
2. Assistant Dean Academic Affairs, Ext No. 550
3. HoC, Educational Technologies Centre, Ext No. 500
4. HoC, English Language Centre, Ext No. 595
5. HoD, Business Studies, Ext No. 531
6. HoD, Engineering, Ext No. 510
7. HoD, Information Technology, Ext No. 544

This is the first written version of an existing policy
n/a
Review to be done by AD Academics, Heads of ETC, ELC and Academic
Departments; policy review to be done annually, preferably during the
Summer Term
AC-STF-008

1. Policy Statement
Appraisal of the performance of the staff is vital for the efficient working of an organization. It is not
an instrument of termination of services, rather a tool for self improvement and personal
development.
2. Purpose and Scope
The appraisal of the staff is a continuous ongoing process. All staff are appraised in two stages; an
initial appraisal during the probation period, and subsequently on regular basis (semester plus
annual)
3. Definitions
3.1 Initial Appraisal
It is the first appraisal of staff conducted during the probation period. It includes;
one to one interview by the Head of Department/Centre, assessment of qualifications, review of
experience, strengths and weaknesses, skills possessed, subjects taught, research carried out etc.
class visit by the Head of Section, Head of Department, Assistant Dean Academic Affairs, Dean or
anyone nominated by the Competent Authority
student feedback of the teachers teaching and methodologies used
3.2 Periodic Appraisal
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These appraisals are carried out throughout the career of the staff. It is carried out every semester
and a consolidated appraisal is done yearly preferably before the Summer Semester. It comprises of;
student feedback on the prescribed form, listing twenty attributes
head of section feedback assessment of the staff using the performance appraisal proforma
head of department feedback of the staff by validating the head of sections assessment
3.3 Appraisal in Special Circumstances
In case of students’ complaints, or any reason for re-evaluating a staff, the head of department can
conduct a detailed reassessment using the steps in the Initial Appraisal format or a modified format
as required
4. Implementation
Following is the process of staff appraisal to be followed by the centres and academic departments;
4.1 Staff Profile File in the academic department
In addition to the existing employee’s file in the administrative department, a separate file for each
lecturer is to be made in all academic sections of the college comprising:
a. A copy of CV
b. Copies of periodical and annual reports
c. Copies of time-tables
d. Curricular and extra-curricular activities assigned to each lecturer by the Dean, the
Department Council or the Head of Department.
e. Committee membership formed by the Ministry, College or Department.
f. Leave of absences and vacations
g. Additional activities related to the lecture’s work
h. Students complaints after verification and notification
i. Problems with colleagues, administrative and/or academic staff. In such cases, the head
of the department should monitor whatever decision taken on the part of the lecturer
4.2 Performance-based assessment by the Head of the academic department
The head of the academic department assesses each lecturer on the basis of the following factors
which can be found in appendix 1:
a. Final examination results compared with the results of other lecturers
b. Teaching duties as shown in lecturer’s time-table
c. The department’s need for the lecturer
d. Ability to teach different subjects related to his/her specialization
e. Participation in extra-curricular activities
f. Adherence to the work he or she is doing
g. Relationship with staff members
h. Students’ complaints supported by facts
i. Willingness to improve an up-date oneself
j. Punctuality
k. Adherence to the subject he or she is teaching
l. Organizing times of academic activities & assessing them in a fair manner
m. Meeting with deadlines and completing duties at appointed time
n. Response to directives of the ministry and decisions of the college and/or department
o. Respecting Omani traditions and customs
p. Maintaining good relationship with seniors
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4.3 Performance-based assessment through students’ feedback
A questionnaire will be distributed at the end of each semester to students in all departments
comprising the following items as shown in appendix (2):
a. Organization of class time
b. Adherence to the subject matter of the lecture
c. Communicating teaching goals and objectives
d. Response to students doubts inside and outside class
e. Motivating and maximizing students’ learning
f. Attainment of course/syllabus taught
g. Respecting students & providing opportunities for them to participate in class
h. Using effective techniques in teaching
i. Organization of handing in and submitting academic activities & assignments
j. Attending classes on time
k. Fairness of lecturer in assessing students
l. Controlling classes and providing a pleasant atmosphere for learning
m. Lecturer’s proficiency level
n. Integrating the various components of the syllabus during each semester
o. Students’ willingness/desire to study other subjects with the lecturer
p. Comparing lecturers on the basis of a particular subject/course they all teach
4.4 Performance-based assessment through class observation
Class observation will be carried out using the proforma which includes assessment of:
a. appearance
b. personality
c. class management
d. attracting students’ attention
e. communicating teaching goals
f. knowledge of the material to be taught
g. engaging all students in class discussion
h. respecting students and providing opportunities for all to participate in class
i. advance preparation of lectures
j. delivery plan and following-up it
k. use of modern techniques in teaching
l. organization of lecture time
m. fair distribution of duties and activities
n. students’ impression about lecturer and attainment of course/syllable taught
o. Students’ complaints or their preference for the lecturer to continue teaching them
4.5 Grading Criteria
Lecturers are assessed according to the following criteria:
a. No Class Visits:
Students’ opinion/impression
Head of department’s evaluation
Total
b.

With Class Visits
Students’ opinion/impression
Head of department’s evaluation

100 %

30 %
70 %

30 %
40 %
70

Total
Key

Class observation
90 – 100
80 – 89
70 – 79
60 – 69
Less than 59

100 %

30% .

Excellent
Very good
Good
Average
Weak

Those lecturers whose grades range between good and excellent can continue working, while those
who get average or weak grades will be warned. They will also be given an opportunity to improve
their academic performance and/or put under probation for a maximum period of one semester. If
s/he fails to improve, his/her services will be terminated.
5. Revisions
Version Date
1.0

Author

Approval

Sections
Modified
n/a

Details of
Amendments
This is the first
written version
of an existing
policy

Distributed
to
All College
Staff
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Appendices
1) Staff Member Model Appraisal Form to be completed by the head of the department
2) Student Questionnaire
3) Class Observation Report

72

Sultanate of Oman
Ministry of Manpower
Directorate General of Technological Education
Nizwa College of Technology

Annual Staff Appraisal
(Based on Ministry of Manpower format)
Name of staff
Gender
Nationality
Section
Head of Section
Head of Department
Date of Appointment
Sponsor
Period under
review

From

Qualifications
Degree
Specialization

To

Year of
specialization

University/Country
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Academic Responsibilities
Courses taught

Class level

No of teaching hours

Administrative responsibilities
Committee

Departmental/
College

Member/
Chairperson

Other responsibilities if any (please specify)

74

General attributes
Sr

Quality

101

Dress code and appearance

102

Accepts advice and instructions

103

Relationship with other staff

104

Relationship with HoS and HoD

105

Relationship with students

106

Strength in teaching the class

107

Class control

108

Willingness to improve teaching method

109

Participation in departmental/college activities

110

Acceptance of growth or progress

1
V poor

2
Poor

3
Averag
e

4
Good

5
V good

1
V poor

2
Poor

3
Average

4
Good

5
V good

TOTAL
Teaching attributes
Sr

Quality

201

Prepares in advance for class, sets targets and
lesson objectives

202

Decides teaching methods for lesson

203

Delivery plan according to the academic
calendar

204

Has up-to-date knowledge of the subject

205

Good use of teaching aids

206

Has fair evaluation of students performance

207

Uses good language

208

Contributes to the development of the
department through innovation

209

Maintains good student progress records

210

Punctual and regular
TOTAL FOR SECTION
Total score

Key:
Excellent 90 – 100%
V Good 80 – 90%
Good 70 – 80%
Fair 55 – 70%
Weak less than 55%
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Observation of official
Strengths

Weaknesses

Other comments if any:

HoS’s and HoD’s opinion of the faculty member
{Please initial in relevant square, Only One please}

HoS

HoD

His qualifications and abilities do not support him to have
higher responsibilities
He is in a position that matches his abilities
He has mastered his recent work and his abilities qualify
him to have more responsibilities
Based on the above mentioned assessment, how could the faculty member overcome his/her
weaknesses eg; suggesting/recommending some courses/training, if need be.
Recommendations to the staff (to be communicated to staff).

Recommendations to the College Administration (confidential).
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Name of HoS

_______________________

Signature ___________________ Date

Comments of HoD
Do you agree with the assessment of the HoS?

Name of HoD _______________________

Yes:

No:

Signature ___________________ Date

Remarks of Assistant Dean/Dean

Name ______________________________

Signature ___________________ Date
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Ministry of Manpower
Directorate General for Technological Education
Nizwa College of Technology
STUDENT FEEDBACK ON TEACHING
Name of Teacher
Subject of Instruction
Class Strength

: ________________________________________ Department: ________________
: ___________________________________________________________________
: ______________ Time of Evaluation: __________Date:______________________
Assessment

N
o

Please tick(√)in the proper place

Query

5
Excellent

1

The delivery plan, course objectives, assessment methods and course materials
are distributed and explained at the beginning of the semester. ﻗﺎﻡ ﺍﻟﻤﺤﺎﺿﺮ ﺑﺘﻮﺯﻳﻊ
,.ﻭﺗﻮﺿﻴﺢ ﺃﻫﺪﺍﻑ ﺍﻟﻤﻘﺮﺭ ﻭﺍﻟﺨﻄﺔ ﻭﺍﻟﻤﺎﺩﺓ ﺍﻟﺪﺭﺍﺳﻴﺔ ﻭﻁﺮﻕ ﺍﻟﺘﻘﻴﻢ ﻓﻲ ﺑﺪﺍﻳﺔ ﺍﻟﻔﺼﻞ

2

Marking of exams, assignment and quizzes are fair and on time.
.ﻗﺎﻡ ﺍﻟﻤﺤﺎﺿﺮ ﺑﺘﻘﻴﻴﻢ ﺍﻻﺧﺘﺒﺎﺭﺍﺕ ﻭﺍﻟﻮﺍﺟﺒﺎﺕ ﺑﺸﻜﻞ ﻣﻨﺼﻒ ﻭﺇﻋﺎﺩﺗﻬﺎ ﺑﺎﻟﻮﻗﺖ ﺍﻟﻤﻨﺎﺳﺐ

3

Fluency and clarity in the use of language of instruction.
.ﺍﻟﻤﺤﺎﺿﺮ ﻳﺘﻤﺘﻊ ﺑﺎﻟﻄﻼﻗﺔ ﻭﺍﻟﻮﺿﻮﺡ ﻓﻲ ﻟﻐﺘﻪ ﺃﺛﻨﺎء ﺍﻟﺘﺪﺭﻳﺲ

4

I always find the lecturer well prepared for the class.
ﺃﺭﻯ ﺑﺄﻥ ﺍﻟﻣﺣﺎﺿﺭ ﻳﻘﻭﻡ ﺩﺍﺋﻣﺎ ﺑﺎﻹﻋﺩﺍﺩ ﻭﺍﻟﺗﺣﺿﻳﺭ ﻟﻠﻣﺎﺩﺓ

5

Ability to stimulate student interaction and participation.
.ﻳﻤﺘﻠﻚ ﺍﻟﻤﺤﺎﺿﺮ ﺍﻟﻘﺪﺭﺓ ﻋﻠﻰ ﺗﺤﻔﻴﺰ ﺍﻟﻄﺎﻟﺐ ﻟﻠﻤﺸﺎﺭﻛﺔ ﻭﺍﻟﺘﻔﺎﻋﻞ ﻓﻲ ﺍﻟﻤﺤﺎﺿﺮﺓ

6

The lecturer is punctual in conducting classes.
.ﺍﻟﻤﺤﺎﺿﺮ ﺩﻗﻴﻖ ﻭﻣﻠﺘﺰﻡ ﺑﺄﻭﻗﺎﺕ ﺑﺪء ﻭﺍﻧﺘﻬﺎء ﺍﻟﻤﺤﺎﺿﺮﺍﺕ

7

The lecturer controls the class effectively.

8

The lecturer delivers the subject matter clearly and effectively in a logical
order..ﻳﻘﻮﻡ ﺍﻟﻤﺤﺎﺿﺮ ﺑﺸﺮﺡ ﺍﻟﻤﺎﺩﺓ ﻭﺇﻳﺼﺎﻝ ﺍﻟﻤﻌﻠﻮﻣﺎﺕ ﺑﻄﺮﻳﻘﺔ ﻭﺍﺿﺤﺔ ﻭﻓﻌﺎﻟﺔ ﻭﺑﺸﻜﻞ ﻣﻨﻄﻘﻲ ﻣﺮﺗﺐ

9

Lecturer knowledge in the subject and ability to answer students’
questions.
ﺍﻋﺘﻘﺪ ﺑﺄﻥ ﺍﻟﻤﺤﺎﺿﺮ ﻟﺪﻳﻪ ﻣﻌﺮﻓﺔ ﻣﻤﺘﺎﺯﺓ

10

Ability to link subject with real life examples & convincing evidences.
.ﻭﻳﻌﻄﻲ ﺩﻻﺋﻞ ﻣﻘﻨﻌﺔ.ﻳﻘﻮﻡ ﺍﻟﻤﺤﺎﺿﺮ ﺑﺮﺑﻂ ﺍﻟﻤﺤﺎﺿﺮﺓ ﺑﺄﻣﺜﻠﺔ ﻣﻦ ﺍﻟﻮﺍﻗﻊ

11

The lecturer uses different teaching methods, aids and demonstrations to allow
students to understand.
ﻳﺴﺘﻌﻤﻞ ﺍﻟﻤﺤﺎﺿﺮ ﺃﺳﺎﻟﻴﺐ ﻭﻁﺮﻕ
.ﺗﺪﺭﻳﺲ ﻭﻣﺴﺎﻋﺪﺍﺕ ﺗﻌﻠﻴﻢ ﻭﺍﻳﻀﺎﺡ ﻣﺘﻌﺪﺩﺓ ﻣﻦ ﺍﺟﻞ ﺗﻘﻠﻴﻞ ﺻﻌﻮﺑﺎﺕ ﺍﻟﻔﻬﻢ ﻋﻨﺪ ﺍﻟﻄﻼﺏ

12

The feedback provided to me on the progress of my learning. ﻳﻘﻭﻡ ﺍﻟﻣﺣﺎﺿﺭ ﺑﻣﺗﺎﺑﻌﺔ
.ﺃﺩﺍﺋﻲ ﻓﻲ ﺍﻟﻣﺎﺩﺓ ﻭﺍﻋﻁﺎﺋﻲ ﺗﻭﺟﻳﻬﺎﺕ ﺣﻭﻝ ﺗﻘﺩﻡ ﻓﻬﻣﻲ ﻓﻳﻬﺎ

13

The lecturer has good influence on students and motivates them all the time.
ﻳﺘﻤﺘﻊ ﺍﻟﻤﺤﺎﺿﺮ ﺑﻘﻮﺓ ﺗﺄﺛﻴﺮ ﻋﻠﻰ ﺍﻟﻄﻼﺏ ﻭﻳﺸﺠﻌﻬﻢ ﺩﺍﺋﻤﺎ

14

The staff generally maintains good rapport and corrects my errors without
embarrassing me.
ﻳﺘﻤﺘﻊ ﺍﻟﻤﺤﺎﺿﺮ ﺑﻌﻼﻗﺎﺕ ﻁﻴﺒﺔ ﻣﻊ ﺍﻟﻄﻼﺏ ﻭﻳﻘﻮﻡ ﺑﺘﺼﺤﻴﺢ ﺃﺧﻄﺎﺋﻲ ﺩﻭﻥ
ﺍﻟﺘﺴﺒﺐ ﻓﻲ ﺇﺣﺮﺍﺟﻲ

15

Availability for consultation out of class room. ﻳﺤﺮﺹ ﺍﻟﻤﺤﺎﺿﺮ ﻋﻠﻰ ﺗﻘﺪﻳﻢ ﺍﻟﻤﺸﻮﺭﺓ
ﻭﺍﻟﻤﺴﺎﻋﺪﺓ ﺧﺎﺭﺝ ﺍﻟﻤﺤﺎﺿﺮﺍﺕ ﺍﻟﺼﻔﻴﺔ

16

Encouragement given to use textbook, internet and library.
.ﻳﺸﺠﻌﻨﻲ ﺍﻟﻤﺤﺎﺿﺮ ﻋﻠﻰ ﺍﺳﺘﺨﺪﺍﻡ ﺍﻟﻜﺘﺎﺏ ﺍﻟﻤﻘﺮﺭ ﻭﺍﻟﻤﻜﺘﺒﺔ ﻭﺍﻹﻧﺘﺮﻧﺖ

17

The lecturer continuously follow-up the understanding difficulties of students
by raising frequently variety of questions about the lecture material. ﺍﻟﻣﺣﺎﺿﺭ
ﻳﺗﺎﺑﻊ ﺻﻌﻭﺑﺎﺕ ﺍﻟﻔﻬﻡ ﻟﺩﻯ ﺍﻟﻁﻼﺏ ﻣﻥ ﺧﻼﻝ ﻁﺭﺡ ﺃﺳﺋﻠﺔ ﻣﺗﻧﻭﻋﺔ ﺑﺎﺳﺗﻣﺭﺍﺭ ﺩﺍﺧﻝ ﺍﻟﻣﺣﺎﺿﺭﺓ

18

Discussion on exam, quiz and assignment questions while distributing the
answer sheets. .ﻳﻘﻮﻡ ﺍﻟﻤﺤﺎﺿﺮ ﺑﻤﻨﺎﻗﺸﺔ ﺣﻞ ﺍﺳﺌﻠﺔ ﺍﻻﻣﺘﺤﺎﻧﺎﺕ ﻭﺍﻟﻮﺍﺟﺒﺎﺕ ﺑﻌﺪ ﺗﻮﺯﻳﻊ ﺍﻭﺭﺍﻕ ﺍﻻﺟﺎﺑﺔ

4
3
2
V.Good Good Fair

.ﻳﺴﻴﻄﺮ ﺍﻟﻤﺤﺎﺿﺮ ﻋﻠﻰ ﺍﻟﺼﻒ ﺑﺸﻜﻞ ﻓﻌﺎﻝ

78

1
Poor
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Support given to the weak students through tutorial classes.
.ﺍﻟﻤﺴﺎﻋﺪﺓ ﻟﻠﻄﻼﺏ ﺍﻟﻀﻌﺎﻑ ﻣﻦ ﺧﻼﻝ ﺩﺭﻭﺱ ﺗﻘﻮﻳﺔ ﺍﺿﺎﻓﻴﺔ

20

Likeness to take classes with this staff in the future.
ﺍﻟﻤﺤﺎﺿﺮ ﻓﻲ ﻣﺎﺩﺓ ﺍﺧﺮﻯ ﻓﻲ ﺍﻟﻤﺴﺘﻘﺒﻞ

What are the strengths of the teacher?

ﻳﻘﻮﻡ ﺍﻟﻤﺤﺎﺿﺮ ﺑﺘﻘﺪﻳﻢ

ﺍﺭﻏﺐ ﻭﺍﺣﺐ ﺍﻥ ﻳﺪﺭﺳﻨﻲ ﻫﺬﺍ

ﻣﺎ ﻧﻘﺎﻁ ﺍﻟﻘﻭﺓ ﺍﻟﺗﻲ ﻳﺗﻣﺗﻊ ﺑﻬﺎ ﺍﻟﻣﺣﺎﺿﺭ؟

__________________________________________________________________________________
__________________________________________________________________________________
__________________________________________________________________________________
__________________________________________________________________________________
__________________________________________________________________________________
__________________________________________________________________________________
__________________________________________________________________________________
__________________________________________________________________________________
__________________________________________________________________________________

What are the weaknesses of the teacher?
ﻣﺎ ﻧﻘﺎﻁ ﺍﻟﺿﻌﻑ ﻟﺩﻯ ﺍﻟﻣﺣﺎﺿﺭ؟
__________________________________________________________________________________
__________________________________________________________________________________
__________________________________________________________________________________
__________________________________________________________________________________
__________________________________________________________________________________
__________________________________________________________________________________
__________________________________________________________________________________
__________________________________________________________________________________
__________________________________________________________________________________
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Nizwa College of Technology
Self Assessment
Staff Appraisal through Class Visits
Staff Name:
Position:
Qualification:
Academic Year:

Semester:
Level:
Course Title:
No. of Students:

Department/Center:
Specialization:
Date of Visit:
Time of Visit:
Assessment

Query

No

5

4

Excellent V. Good

1

Appearance

2

Punctuality

3

Personality & Class control

4

Communication & Clarity of Language

5

Pulling Students’ Attention while lecturing

6

Design & clarity of lecture objectives

7

Subject mastery and in-advanced preparation of lecture

8

Following-up Teaching Plan

9

Proper use of teaching aids and teaching methods

10

Lecture management & Organization of class -time

11

Use of convincing evidences & examples

12

Checking learning feedback of students

13

Awareness of students’ difficulties in understanding

14

Linking & stressing important points of the lecture

15

Encouraging students’ participation & discussion in class

16

Relationship with students, treatment, sympathy, etc.

17

Returning & discussing assignments in class

18

Students’ Opinion about the Lecturer

19

Maintenance of course file & student records

20

Teacher’s Competency and Creativity

3

2

Good

Average

1

Total Mark ……………..
80

Poor

Other Remarks (use back of the page if necessary) …………………………………………………
..…………………………………………………………………………………………………………………………………………………………
………………………………………………..……
Name of Visitor:

Signature:
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NCT
Nizwa College of Technology

TEACHING LOAD DISTRIBUTION POLICY
Responsible Authority
Contact Details

Authorization
Effective From
Amendments
Superseded
Documents
Review

File Number
Related Documents

Assistant Dean of Academic Affairs
1. HoC of English Language Centre, Ext. No. 595
2. HoD of Engineering Department, Ext. No. 510
3. HoD of IT Department, Ext. No. 544
4. HoD of Business Studies Department, Ext. No. 531
NCT College Council
Decision No. ___ Date: ____________
Date: December 2009
This is the first written version of an existing policy.
n/a
Review to be done by AD Academics, Heads of ELC and
Academic Departments; policy review to be done
annually, preferably during the Summer Term.
AC-STF-009
Procedures for Handling Academic Integrity Violations by
Staff

1. Policy Statement
The college should ensure transparent, fair and unbiased distribution of load to
academic staff following the articles on load distribution in the College Bylaws, as
well as relevant decrees and circulars from the Ministry of Manpower and the
College Council.
2. Purpose and Scope
The college should ensure that the time spent of the academic staff in the college
is focused on the teaching-learning process. As such, there should be a clear
identification of the various works of the staff, and these should be reflected in
his/her load for the semester. This is envisaged to provide a clear picture of the
individual staff function, including specific timings, on the part of both
administration and students, such that, whenever support is needed, they can
refer to the staff load for guidance.
This policy applies to all academic staff of the college.
3. Definitions
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Academic Staff. Academic staff refers to all NCT staff with a teaching load, either
full time or part-time, in the college for the duration of the current semester. This
includes lecturers, instructors, laboratory assistants, and technicians.
4. Implementation
An academic staff can be assigned a maximum of three (3) different courses with
not more than four (4) sections of students in total.
An academic staff member who is handling two (2) different courses should not
be given more than five (5) sections of students in total.
The following additional functions should also be considered in the distribution of
load for the academic staff:
1. Advising
1 hour per week for each 10 advisees
2. Office Consultation Hours
2 hours per week for each section
3. Preparation of Course Materials 2 hours per week for each course being
taught
4. Class/Lab/Workshop Preparation 0.5 hours per week for each section
5. Assessment Activities
2 hours per week for each section
6. OJT and EPT Activities
As per the policy of the OJT/EPT Unit of
NCT
7. Administrative works
Maximum of 2 hours for each activity
(e.g. QA, Committee membership, Coordinator,
etc)
It should be noted that the total maximum hours load for each staff should be 35
hours per week.
5. Communication
This policy is disseminated through the College Policy Manual as well as the
college intranet.
6. Revisions
Version

Date

Author

1.0

09 / 11
/ 2009

Dr. Bader
Ahmed – AD
Academics;
Dr. Rolando
Lontok –
Head QAFU

Approval

Sections
Modified

n/a

Details of
Amendments
This is the first
written version
of an existing
policy.

Distributed
To
HoC – ELC,
HoDs –
Academic
Depts.
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NCT
Nizwa College of Technology

ATTENDING CONFERENCES POLICY
Responsible Authority
Contact Details

College Dean
1. AD Academic Affairs, Ext. No. 550
2. AD Student Affairs, Ext. No. 599
3. AD Administration & Finance, Ext. No. 556

Authorization
Effective From
Amendments
Superseded
Documents
Review

File Number
Related Documents

Date:
This is the first written version of an existing policy.
n/a
Review to be done by the College Council; policy review
to be done annually, preferably during the Summer
Term.
AC-STF-010
**Related procedures and guidelines will be listed here
as they become available.

1. Policy Statement
Nizwa College of Technology (NCT) will encourage its staff to undertake research
activities that are beneficial for teaching and training Omani students, and
support academic activities such as presenting papers, conducting workshops,
and giving lectures, in both national and international settings.
2. Purpose and Scope
The development of NCT students depend on the skills and capabilities of its
staff. The knowledge and skills that will be transferred to NCT students will be
timely and relevant only if the staff are kept abreast of new developments in their
areas of specialization. In this context, it is encouraged by the college that its staff
continue improving their craft through participation in various conferences,
seminars, symposium and other related events. In this way, it is envisioned that
knowledge and skills gained by NCT staff through these activities will be shared
to other staff and more importantly to students, which will result in the further
development of students in the college.
This policy applies to all staff, including administrators, of the college.
3. Implementation
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As attending conferences, particularly those outside of the Sultanate, is not
sanctioned by the Ministry of Manpower, the following principles apply, and
should be considered by all staff whenever they request for participation in out-ofthe-country conferences and similar events:
3.1 Principles
a. A college staff is allowed to attend a maximum of one (1) international event
each academic year.
b. The international activity must be reputable, peer reviewed, indexed, organized
by an internationally acclaimed institution or organization, and must have an
impact factor.
c. The college staff/applicant must provide a credible evidence of acceptance of
paper by the inviting institution at the time of the application.
d. The concerned HoD must ensure that the teaching work of the applicant is not
compromised by his/her attendance to the international event.
e. After his/her attendance to the event, the college staff must provide copies of
the event’s official programme, listing the name, designation and affiliation of the
college staff as presenter to the College Dean. Likewise, a copy of the paper
published – which should include the college name and preferably the
department – must be provided.
f. The time spent by the college staff attending the international event will be
adjusted against his/her emergency leave.
g. The college staff/applicant will be allowed to spend a maximum of three (3)
days attending the international event. This is broken down as follows:
i. One (1) day travel to the event
ii. One (1) day paper presentation
iii. One (1) day travel back to the college
h. Concerned authorities have the right to deny the college staff/applicant his/her
request without giving any reason/justification.
3.2 Communication
This policy is disseminated through the College Policy Manual as well as the
college intranet.
3.3 Procedures and Forms
1. Attendance to International Conference Checklist
4. Revisions
Version

Date

1.0

9/12/2009

Author

Approval

Sections
Modified

Details of
Amendments

n/a

This is the first
written version of
an existing
policy.

Distributed
To
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From: _______________________________ To: ___________________________

Attendance to International Conference Checklist
Name of Applicant
Department
International
activity applied for
Institution and
country to visit
Nature of
participation
Dates applied for
leave
Sponsor

Sr
1
2

3

4

5

6
7

8

Designation

From

To

Self

Other,
specify

Item
Has the faculty member availed of a conference
leave in the current academic year?
Has the HoD certified that the teaching work of the
incumbent is not compromised by attending the
international activity?
Is the international activity reputable, peer reviewed,
conducted by an internationally acclaimed institution,
indexed and having an impact factor?
Has the applicant provided credible evidence of
acceptance of his/her paper by the inviting institution
at the time of application?
After the event, the incumbent must provide copies
of official programme listing the name, designation
and affiliation of the presenter.
The copy of the paper published must be provided to
the committee below.
Does the paper include the name of the college
(NCT) and due acknowledgement be given to the
College and department?
Is Emergency Leave form appended?

Yes

No

Remarks

Committee Recommendation:
HoD-Member
Decision by College Dean:

A.D. Admin-Member

A.D. Academics-Member

RECOMMENDED / NOT RECOMMENDED

Dean’s Signature: __________________________
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NCT
Nizwa College of Technology

POLICY ON SAFEKEEPING OF COLLEGE PROPERTY
Responsible Authority
Contact Details
Authorization

Assistant Dean of Administration and Finance
Centre for Educational Technologies, Ext. No. 500 - 504

Effective From
Amendments
Superseded Documents
Review

Date:
This is the first written version of an existing policy.
n/a
Review to be done by AD Admin & Finance and Head of
ETC; policy review to be done annually, preferably during the
Summer Term.
AD-STF-011
ETC Borrower Form (cssmform006_v2)

File Number
Related Documents
1. Policy Statement

Nizwa College of Technology (NCT) staff will ensure high standard of maintenance
and safekeeping of college property.
2. Purpose and Scope
The college needs to provide standard procedures, guidelines and appropriate actions to ensure
standardization and compliance for the accountability, responsibility, safekeeping and control of
college equipment and tools. Accountability in perspective is primarily concerned with recordkeeping, while responsibility is concerned with control (custodial care) and safekeeping. It is the
commitment of HoC/HoD and their respective HoS to exercise strong supervision over the
equipment, tools and materials entrusted in their care and under their control.
The Technician-in-Charge is responsible for controlling all pieces of equipment, tools and
materials of the centre/department under the approval of the concerned Head of Section. The
maintenance of an accurate and current inventory system is essential. Everyone’s assistance and
participation in the control process is needed to make it work.

This document provides necessary information that staff should follow regarding this
matter, as well as related general procedures and form(s) relevant to the safekeeping of
equipment, tools and materials that are related to ICT and multimedia such as computers,
printers, LCD projectors, and the like.
This policy applies to all academic staff of the college.
3. Implementation
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College equipment and tools should be kept at the highest level of functionality at all
times. As such, end-users – whether they are staff or students – should adhere to strict
rules regarding their maintenance and safekeeping. The following sections provide details
on how this can be achieved:
3.1 Roles and Responsibilities
a. Inasmuch as college properties such as computers, printers, projectors and
related equipment, tools and materials serve a useful purpose in computer
laboratories and in servicing end-users, negligence in the exercise of
reasonable caution in the preservation and safekeeping of these properties
may result in personal financial responsibilities for losses incurred.
b. Ultimate responsibility and accountability for the safekeeping of equipment,
tools and materials related to ICT and multimedia technologies in the college
is vested with the concerned HoC/HoD and HoS.
c. The HoC/HoD/HoS should assign a technician-in-charge to control and
monitor all incoming and outgoing equipment, tools and materials using
relevant and necessary forms.
d. Each staff or student to whom the equipment is assigned for a particular time,
after signing in the acknowledgement receipt and accepting said equipment,
will have the responsibility for the item throughout the duration stated in the
receipt.
e. ICT and multimedia equipment and tools, as well as other related properties
are to be used only for college activities; personal use is not authorized. All
equipment, materials and tools leaving the college premises must be
authorized and approved in advance by the AD Admin & Finance and HoCETC.
3.2 Communication
This policy is disseminated through the College Policy Manual as well as the
college intranet.
3.3 Procedures and Forms
Procedures related to this policy are as follows:
1.

Procedures for borrowing equipment and/or tools:
i. Each centre/department must have a logbook for equipment/tools
requisition, as well as the corresponding Borrower Form;
ii. Any staff/student who wants to borrow equipment and/or tools must
initiate and submit a Borrower Form to the HoS for approval;
iii. The staff/student should then photocopy the approved form and submit it
to the Technician-in-Charge for the release of equipment and/or tools;
iv. Any staff who wants to request an equipment for class demonstration or
for use in class should follow the following procedures:
1. Staff must inform the technician-in-charge one day in advance of the
actual date the equipment is needed;
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2. In cases where assistance of the technician is needed, the technician
will set-up the equipment 15 minutes before the start of class
depending on the availability of venue;
3. Staff who requested the equipment must sign in the logbook after the
technician handed over the equipment and/or finished the set-up;
4. For safety purposes, the staff must immediately notify that he/she
had finished the class, and is advised to wait for the technician to
arrive before leaving the equipment unattended;
5. Turnover of the equipment to the technician-in-charge is the sole
responsibility of the requester who signed the borrower form and the
logbook;
6. Staff will again sign in the logbook after he/she had turned over the
equipment to the technician-in-charge.
2. In cases where equipment is not available in the concerned department and
needs to be requested from the ETC, the following procedures will be
followed:
i. Any staff from other departments who wants to request for equipment,
tools and materials must submit a letter of request to his/her HoD;
ii. The HoD will note the letter and sign and forward it to the AD Admin &
Finance for approval;
iii. Upon approval of AD Admin & Finance, the requester must submit the
Equipment/Material Requisition Form to the HoC of ETC together with
the approved letter of request for review and availability;
iv. Upon receipt of the item requested, copy of the form will be given by the
requester to the AD Admin & Finance.
3. Equipment placed on loan will be approved only under certain conditions and
in the best interest of the college. In this regard, the following procedures must
be followed:
i. The requester must initiate and submit a request letter (indicating the
purpose) and must fill-up a borrower form in advance of the actual date
needed;
ii. He/She must obtain an approval from his HoD;
iii. He/She must hand carry the request letter and the borrower form to the
Head of Section, CSS for an administrative review and to the HoC-ETC
for approval.
iv. The requester will then give the approved form to the Technician-inCharge for the release of the item.
4. Revisions
Version

1.0

Date

8/03/2010

Author
Ramon
Mangampo –
ETC Technician;
Dr. Rolando
Lontok – ETC
HoC

Approval

Sections
Modified
n/a

Details of
Amendments

Distributed To

This is the first written
version of an existing
policy.
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NCT
Nizwa College of Technology

OJT POLICY
Responsible Authority
Contact Details

Authorization
Effective From
Amendments
Superseded Documents
Review

File Number
Related Documents

Assistant Dean of Student Affairs
1. HoD, OJT Department, Ext. No. 542
2. HoD of Engineering Department, Ext. No. 510
3. HoD of IT Department, Ext. No. 544
4. HoD of Business Studies Department, Ext. No. 531
NCT College Council
Decision No. ___ Date: ____________
Date:
This is the first written version of an existing policy.
n/a
Review to be done by AD Student Affairs, Heads of Academic
Departments; policy review to be done annually, preferably
during the Summer Term.
AC-STF-012

Policy Statement
NCT commits itself to train and introduce the students to the real work environment by
implementing theory and principles learned in classes in an industrial environment.
Purpose and Scope
The Ministry of Manpower has started a new programme in consultation and collaboration with, all
sectors of Trade and Industry for young Omani Nationals which provides opportunities for their
professional training to meet the needs of the various sectors of Business and Industry.
The General objectives of this OJT Programme is
•
•
•
•
•

Demonstrate the broad role and importance of the technician in industry / commerce.
Give the student an opportunity to establish an interest in industrial /commercial activities.
Provide general work experience, so that the student can apply skills previously acquired at
the college and acquire new relevant skills.
Provide a foundation for and prepare the student for working efficiently and productively in
industrial / commercial establishments.
Create a two-way link between the trade & industry and the colleges of Ministry of
Manpower so that the graduates of the colleges fulfill their needs and requirements.

This policy applies to all the students and the staff of the Academic departments.

Implementation
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Roles and Responsibilities
1. General Responsibilities of On the Job Training (OJT) Department
f. Coordination between the Heads of Academic Department in matters relating to
industrial relations and other relevant factors.
g. Archiving of all data related to the Department activities at a data base relevant to
industry concerned and areas of employment, training, vacant jobs, and other related
aspects.
h. Organizing exchange visits between academic staff members and officials of
industrial facilities and the promotion of joint activities between the two.
i. Organizing of the On Job Training for students in coordination with the departments
and industries concerned and developing the commitment of the trainees to work on
the systems and rules established.
j. Enforcement of the standard consolidated evaluation system which is committed to
follow-up the training on the job.
k. Arrangement for visiting lecturers, exhibitions and seminars in coordination with the
departments and industries concerned.
l. Submission to the Assistant Dean of Student Affairs of a quarterly report on the work
of the students in the Department.
m. Developing performance appraisal reports for the staff of the department.
2. Specific Responsibilities and Functions of the OJT Department
a. Find training opportunities for students. The OJT Department identifies
institutions and activities relevant to students’ specification. It coordinates with
lecturers of the institution to familiarize the institutional system and practices through
which students can exercise the practice of their chosen profession. It takes charge of
distributing students to on job training in coordination with the Supervisor of training
in the institution, the students, and the relevant section in the institution.
b. Establish close relation with other institutions. The OJT Department creates
linkage between the college and the public and private institutions to meet common
interests and serve the students in the following :
1. On the job training
2. Student field visits to the institutions
3. Implementation of graduation projects
4. Jobs Fair
5. Cooperation in related academic activities such as lectures and symposiums
c. Organize OJT recording. The OJT Department ensures proper recording of students
undergoing on the job training and the promotional training taking into account that
before recording the on job training, the student finishes all academic courses
successfully. The on job training and the promotional training are considered in the
decision to complete the study required for graduation, so the student must register in
the on job training and promotional training as any other academic material
registration. On job training is recorded after the announcement of results, and it
includes the following steps:
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1. The student obtains the registration form from the OJT Department, Academic
Advisor, Registration Department, or from the College Website.
2. He goes to the Registration Department and fills out the form relevant to the on
job and promotional training.
3. The head of OJT Department, Academic Advisor, and the Registration
Department sign the form.
4. Four (4) copies of the form are provided to the Registration Department, the
Academic Advisor, the OJT Department, the Head of Training Section, and
another one to be maintained by the student.
d. Seek training opportunities for students. The OJT Department seeks training
opportunities in public and private sectors. After given the approval for training, the
department informs the student to start training in the institution. The students observe
the following procedure:
1. A student who qualifies for the training is presented to the OJT Department.
2. After seeking the Advisor’s approval, the student obtains two (2) OJT manuals
from the Academic Advisor before going to the company or institution.
3. The student is expected to note in the booklet all daily works relevant to the on job
training. He needs to daily sign in as he reports and signs out when leaving the
institution.
4. The supervisor regularly visits the students in the training place to see the
students’ work and the effect of training on them.
5. Upon completion of the on job training, the student writes in the booklet a report
or summary of accomplishment and then submits it to the academic advisor in the
form of detailed report of the achieved tasks. The report also covers the merits and
demerits and the proposed solutions to resolve the problems, if any.
6. The student gives a presentation of his on job training activities to the Advisor.
7. After completion of the on job training the student registers for the promotional
training observing the same procedure in applying for the OJT. In case the student
gets a job before or during the training, he or she produces a copy of employment
contract from the institution and submits it to the OJT Department, Registration
Department, and the Academic Advisor. Then calculate the first four months
within the on job training and the promotional training will and register by the
same previous stages.
e. Organize training coordinators visits to the institutions. College OJT Coordinators
visit the student trainee in the training location or institution in the first week of the
program. The coordinator also visits the trainee in the training location once every
two weeks to determine the course of the training process through the discussion with
the trainee and supervisor and observation of the record of training. Each visit is
documented in the training register signed by the resident and the supervisor with date
in each visit .The OJT Department strictly follows–up the report of the residents after
each visit by reading these reports through the automated system in the Department.
f. Make follow-up on problems which affect student’s OJT performance. The OJT
Department calls the student and the coordinator and pays visit to the institutions that
is training the student to solve problems that may hinder the completion of on job
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training. The OJT
Department follows-up the academic department’s coordinators
through the following:
1. The Department Coordinator explains the training process to the trainee once and
to the College OJT supervisor twice at least two weeks before the start of on job
training.
2. The College OJT supervisor visits the training institution a week before the start
of training and prepares the training plan in coordination with Industrial
Supervisor. The training plan can be changed or modified later once the opinion of
both the College OJT supervisor and Industrial Supervisor is needed.
3. A copy from training activities evaluation register is submitted to the Industrial
Supervisor.
4. One day before the start of training, the College OJT supervisor introduces the
student to the location and nature of work and dates, objectives, and desired
results of certain level of training and outputs of training.
5. A copy from the training register is submitted to the student. Each level of training
allocates three hours of study. The College OJT supervisor gives the rate of 40%
in the total evaluation and the Industrial Supervisor gives a rate of 60%.
6. The evaluation of on job training is on two periods: the first is by the end of the
fourth week and the second is by the end of the eighth week.
7. At the end of the training the student prepares a detailed report in a sealed
envelope about the period of practical training and submits it to the college
resident.
8. A presentation is conducted at the end of training to evaluate the student abilities
and self confidence and skills gained in the OJT.
9. Successful completion of training for 8 weeks and 300 hours as a minimum of real
training enables the student to obtain a diploma and higher diploma respectively
with a condition that the student has completed six to twelve hours of promotional
training.
g. Make follow-up on the duties and responsibilities of the on job training
supervisor. The OJT department strictly ensures the observance of the proper on the
job training procedure before, during, and after the training as follows:
1. Before the start of training:
a. It identifies the on job training project from the college resident.
b. It sees the practical training register and inquires about any information or data
to be clarified by the college resident.
c. It prepares the training program based on the possibilities of training
institution and the requirements of the OJT.
2. During the training period:
a. It interviews the trainee and introduces him or her to the institution.
b. It introduces the trainee to the institution departments.
c. It introduces the trainee to the laws and regulations of the organizational
company and institution, work schedules, safety regulations, security, and
other institutional policies.
d. It explains the practical training to the trainee.
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i. It maintains a record of attendance and absence and the emphasis on the
trainee to record all daily training activities in the on job training register.
ii. It notifies the college resident in the absence of the trainee and the
violation of the institution or company’s system and regulation.
iii. It identifies activities for the trainee according to the on job training plan
and program.
iv. It takes notes on the evaluation of performance level of the trainee, and it
provides advice and guidance from time to time to improve the abilities
and skills.
v. It discusses the trainee’s performance level with the college resident.
vi. It conducts continuous assessment of the trainee and determines the degree
of evaluation once every four weeks during training period.
3. At the end of the training:
a. It evaluates the trainees’ performance level and completes the OJT evaluation
paper.
b. It prepares a detailed report about the trainee.
c. It submits all OJT related documents to the college resident.
h. Implement relevant lectures. In cooperation with the Academic Department, the
OJT Department conducts series of lectures to the officials of both public and private
sectors to discuss issues relevant to the academic programs and useful to the students’
future career. It is tasked to host the senior officials in the institutions.
The OJT Department strictly implements periodic job fair by hosting companies
offering jobs to the students and gives them chances to recognize the labor market. It
also conducts several events associated with the job fair like the lectures, workshops
on job application and follow-up, how to write a CV, and how to handle job
interview.
The OJT Department organizes the administrative work and screening of applications
submitted to the section as follows:
NO
APPLICATION TYPE
1
Register on job training and
promotional training courses
2
Request to register the course of
promotional training before the
on job training
3
Request to register the
promotional training course with
the academic course
4
Request to postpone the on job
training and the promotional
training
5
Request to change the place of
the on job training
6

Request of on job training

THE DEPARTMENTS
OJT Department/ Registration
Department/ Academic Department
Assistant Dean of Students Affair /
Training Department / Registration
Department / Academic Department
Assistant Dean of Students Affair /
Training Department /Registration
Department / Academic Department
Assistant Dean of Students Affair /
Training Department / Registration
Department / Academic Department
On Job Training Department / Academic
Department Coordinator / Training
Resident.
On Job Training Department / Academic
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manual

Department

i. Provide periodic reports. The OJT Department provides the regular reports to the
concerned various departments as follows:
NO
REPORT TYPE
1
OJT / FORM B1

2

OJT / FORM B2

3

EPT /FORM D1

4

EPT / FORM D2

5

Form P Projection of Eligible
OJT Students & Staff
Requirements
Mapping Sheets

6

7

Assessment Parameters and
Evaluation of Assessment
During OJT
OJT & EPT Registration Form
Application for a vehicle

8
9

THE DEPARTMENTS
Assistant Dean of Students Affairs /
Department of Industrial Relations in the
Ministry
Assistant Dean of Students Affairs /
Department of Industrial Relations in the
Ministry
Assistant Dean of Students Affairs /
Department of Industrial Relations in the
Ministry
Assistant Dean of Students Affairs /
Department of Industrial Relations in the
Ministry
Assistant Dean of Students Affairs
/Department of Industrial Relations in the
Ministry
Assistant Dean of Students Affairs /
Department of Industrial Relations in the
Ministry
Assistant Dean of Students Affairs /
Department of Industrial Relations in the
Ministry
The trainees
The resident

j. Evaluate the OJT program. The OJT Department distributes a number of
questionnaires for evaluation in order to achieve the highest level of efficiency in
services. These questionnaires are as follows:
a.
b.
c.
d.

Questionnaire for OJT Trainee Student.
Questionnaire for EPT Trainee Student.
Questionnaire for OJT Industrial Supervisor.
Questionnaire for EPT Coordinators Assessors.

Revisions
Version

1.0

Date

Author

Approval

Sections
Modified
n/a

Details of
Amendments
This is the first written
version of an existing
policy.

Distributed To
HoDs – Academic
Depts.
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Responsible Authority
Contact Details

Authorization
Effective From
Amendments
Superseded Documents
Review
File Number
Related Documents

Assistant Dean of Academic Affairs
1. English Language Centre, HoC Office, Ext. No. 595
2. Engineering Department, HoD Office, Ext. No. 510
3. IT Department, HoD Office, Ext. No. 544
4. Business Studies Department, HoD Office, Ext. No. 531
Asst. Dean of Academic Affairs
Reference: NCT QA Manual Sections 4.3.4 & 4.8.2
Date: _____________
This is the first written version of an existing policy.
n/a
Review to be done by AD Academics, Heads of ELC and Academi
Departments; policy review to be done annually, preferably during
the Summer Term.
AC-STU-013
**Related procedures and guidelines will be listed here as they
become available.

1. Policy Statement
Nizwa College of Technology, in its efforts to achieve it goals commits to establish a
feedback system that is accurate, fair and transparent.
The feedback collection process at Nizwa College of Technology underpins the continuous
review of performance towards developing a motivated and committed workforce to achieve
the mission and vision of NCT. This activity helps individuals, teams, departments of the
college to maintain and improve performance at all levels and support the achievement of
individual and organisational goals.

2. Definition
Feedback collection is a process of gathering information to develop better understanding
of college goals which includes high quality teaching, training and learning, excellent
service, transparent and reliable assessment techniques, relevant curriculum, employment
opportunities for its students based on knowledge and training, etc., in order to draw
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conclusions to the merit, worth or value of these goals and to the factors that are helping or
hindering their realization.

3. Scope of Feedback Collection Activities
The goals of NCT can be achieved through proper feedback collection which endeavors:
•

to strive towards excellence in teaching, training and learning and provision of high
quality professional and support services

•

to ensure that the college’s aim of delivering quality teaching, training and learning
across all courses & programs and across different modes of delivery is being met

•

to ensure that the college obtains timely information in regard to professional
development needs

•

to ensure that students’ views/feedback are provided to the college and its staff in the
most helpful and productive way

•

to ensure that students know that their views and feedback are valued through
appropriate response, such as improvements/changes made pursuant to their
comments;

•

to ensure that academic staff receives timely and constructive feedback / advice /
counsel on their teaching from both their students, peers and administrators in such a
way as to allow appropriate professional development where such is required;

•

to ensure that academic staff are provided with evaluations of their teaching that is
consistent across various departments which demonstrates a reasonable objective.

4. Principles of Feedback Collection
The following are the principles behind this policy:
•

Provides an opportunity to review an individual member of staff’s performance in a
positive and constructive manner. This review will include all teaching, training and
learning activities.

• Feedback collection must be carried regularly and continuously by all stakeholders:
teachers, departments and college level and external bodies. Semester wise feedback is
advised for teachers, annual feedback for departments and annual or biannual feedback
is recommended for college wide and other external bodies.
•

Data collection should be conducted in a systematic manner. See fig: 1
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•

Multiple data collection technique and sources should be used in order to access a range
of perspectives and to maximize the validity of the process.

•

Data collection procedures for each of the techniques and sources should be
standardized across the departments of the college.

•

Feedback Data pertaining to an individual lecturer or learner are kept confidential

•

The data collection and use of it should be designed and implemented in ways that will
foster healthy teaching, training and learning processes.
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Fig: 1 Feedback Frame Work
5. Approaches to Feedback Collection
The requirements and approaches adopted for feedback collection may vary according to
purpose/s for which the feedback is being undertaken. Multiple data collection techniques
and sources need to be used for any given purpose.
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The approach to feedback collection involves:

Figure: 2 Feedback Approach
Each feedback activity involves many facets for which the feedback is required. These
facets are listed as below:
i.

Quality on teaching & learning practice:
Teaching methodology, effectiveness of teaching & learning methodology, best teaching
& learning practices.

ii.

Academic and Administrative supports provided to the teacher:
Technical support from persons in charge for laboratories and other educational

technologies, supervisory guidance, support and motivation from the Heads of sections,
departments, centers and groups.

iii.

Services provided by the college:
Facilities of class rooms, library, laboratories/workshops, e-learning, OJT & EPT, PC &
internet, parking, office hours, sports and entertainment, mosque, SAC, support given to
weak students, motivation, registration, counseling, advising, grievances & complaints
handling, examination system, assessment system, appeal on results.
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iv.

OJT & EPT:
Satisfaction on students discipline, technical knowledge, ethical knowledge, professional
skills, communication skills, learning skills, degree of competence, entrepreneurial skills,
social & moral responsibilities and awareness, interpersonal skills.

v.

Employment of its graduate:
Individuals ethical and moral principles, technical knowledge and skills, critical and
analytical skills, degree of competence, professional skills, communication skills, self
development and learning skills, interpersonal skills, entrepreneurial skills.

6. Implementation
Feedback data comes from a number of sources, including staff, student, industry, and
other stake holders. It is encouraged that improvement of various feedback activities
involve data from these various sources.
A.

Student feedback
NCT can get feedback from students either or both in summative or formative forms
to monitor its various activities which provide its students a high quality technical
knowledge which are as follows:

i) Quality in teaching training and learning
A formal student feedback on teaching will be expected of every lecturer employed
by the college. Feedback will occur on a regular basis with a minimum requirement
of once every semester and need only to occur in one course.
Feedback on teaching is designed to provide: a) evidence of teaching performance
of individual staff, b) evidence of teaching performance of teams of lecturers, and c)
quality of teaching, including all matters of design and delivery.
The formal student feedback on teaching will address core sets of issues. Academic
centre/departments may augment these core questions to reflect their own particular
situations and needs. The centre/department will also facilitate the distribution and
collection of these student questionnaires at the end of every semester.
Furthermore, the college encourages teachers to collect and respond to feedback on
their teaching at least every two weeks from students, and may do the same from
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colleagues and peers, as well as from other stakeholders, regularly. These may
come from a range of sources such as:
- formative and summative assessment of students
- complaints, comments and suggestions
- classroom and office discussions
- reports and analysis of stakeholders and other observers
- feedback from various sources such as student questionnaires, online comments
and suggestions, discussion forums, etc
The collected feedback should be included as part of the teacher’s course file, which
can be used for immediate adjustment of teaching styles and approaches to address
students’ difficulties and in general to be used in the improvement of teaching, and
learning process.
ii) Other Feedback Activities
Students feedback on other activities like the Services provided by the college, OJT
& EPT, NCT curriculum is also collected every semester to monitor the
improvements in each activity and hence depict quality in teaching training and
learning.

B.

Staff feedback

As mentioned the quality of teaching, training and learning in NCT not only involves
students but also staff members who are involved in imparting good knowledge and
skills in the field of technology, hence feedback data comes from a number of
sources, including staff course portfolio, student learning outcomes, teacher selfreflection

and

analysis,

peer

review

of

teaching,

and

evaluation

from

center/department administrator.
The major modes of feedback on teaching, training and learning with respect to all
individual performances, team teaching situations and conduct of courses and
programs that can be carried out are:
k. Self-reflection by the teacher
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The self-reflection and analysis of teaching for academic staff will include matters
such as teaching philosophy and activities, curriculum planning and development
activities in courses for which the teacher is responsible, as well as assessment on
students’ work focusing on methods used.
l. Peer review of teaching
Peer review for teachers should be conducted according to the following:
Where the teacher wishes to use peer review(s) as part of the evaluation process,
the procedures to be used will be subject to agreement between the lecturer and a
colleague of his own choosing, without the intervention of the head of the academic
department concerned. The teacher may choose up to two of his peers to conduct
the review for the sole purpose of using the results obtained for teaching
improvement and development. This may also involve the use of an evaluation panel
as agreed upon by the teacher and the College Staff Development Committee.
m. Administrator feedback on teaching
Center/Department administrators (HoDs and HoSs) may also participate in the
improvement of teaching, training and learning through class visits. In this regard,
there should first be an agreement between the teacher concerned and the
administrator as to the nature of the visit, that is, mainly for improvement purposes.
As such, the administrator is expected to give suggestions on aspects such as
lesson delivery, presentation of topic, teacher interaction with students during class,
teaching techniques, topic organization, and the like. Comments and suggestions of
the administrator should be written in a form specially made for the purpose and sent
to the concerned teacher for discussion and other possible
Also feedback is collected from the staff members for the all other activities which
are addressed to the students, so as to have a balanced review system which
monitors the developments in each activity.
C.

Industry and Parents feedback
The contribution of industry and parents also plays a vital role in the development of
NCT’s mission and vision hence they too are addressed with activities like survey on
103

college & curriculum, OJT & EPT, Services provided by the college, graduates
attributes, market needs of new specialization, for feedback. The data collected will
be processed to monitor the growth, developments and improvements in NCT.

7. Roles and Responsibilities
The administration of evaluation of the collected feedback data for improvement and
development purposes will be the responsibility of all the concerned staff and will be
carried out according to the following:
n.

The committee authorized by the concerned department is responsible in
administering the formal student, staff, industry and parents evaluation instrument.

o.

The completed formal student evaluation forms will be processed by the QAFU
department.

p.

A report of the collated responses (quantitative and qualitative) of the formal student
evaluation towards teaching, learning and training will be sent to the teacher with a
copy of this report sent to his HoD.

q.

Information regarding individual staff evaluation will remain confidential to the
individual, his HoD, Assistant Dean Academics and the College Dean.

r.

All raw data will be retained by the QAFU for a period of one year and then
destroyed.

s.

Other forms of feedback, comments and suggestions, as well as other related
information from students, colleagues, and other stakeholders should likewise be
analyzed by the QAFU and copy sent to Asst. Dean Academics and concerned
HoD.

8. Communication
This policy is disseminated through the College Policy Manual as well as the college
intranet.

9. Procedures and Forms
All the procedures in general involve:
i.

Questionnaire preparation addressing all the attributes of teaching

ii.

Distribution and collection of the feedback forms
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iii.

Analysis of the collected data for necessary improvements.

iv.

ADRI model is to be used in the assessment of all feedback activities.
Procedures and Forms related to this policy are as follows:
1. Procedures for Student Evaluation of Teaching by the Staff
2. Procedures for Student Evaluation of Teaching by the Centre/Department
3. Student Evaluation of Teaching Questionnaire
4. Staff Evaluation of Teaching Questionnaire
5. Student Evaluation of services provided by NCT Questionnaire
6. Staff Evaluation of services provided by NCT Questionnaire
7. Industry and Parents evaluation of College and its curriculum Questionnaire
8. Student Evaluation of OJT & EPT Questionnaire
9. Staff Evaluation of OJT & EPT Questionnaire
10. Industry Evaluation of OJT & EPT Questionnaire
11. [please include here other related procedures and forms]

10. Guidelines (if necessary)
Guidelines related to this policy include:
1. Guideline in completing/writing Self-Reflection of Teaching
2. Guideline for collecting and summarizing feedback
3. Guideline for responding to online comments and suggestions
4. [please include here other relevant guidelines]

11. Acknowledgments
1) www.unimelb.edu.au/erp/downloads/FINAL-ERP-Feedback.pdf
2) www.rmit.edu.au
3) staffcentral.brighton.ac.uk
4) www.canterbury.ac.uk
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1. Policy Statement
NCT is committed to resolve fairly, consistently and promptly any student’s academic
and none academic complaints, appeals and grievances and provide healthy
studying environment so as to achieve it mission & vision and maintain its values at
high standards.
2. Purpose and Scope
NCT believes that addressing and resolving students’ complaints, appeals and
grievances is an important matter for ensuring healthy and encouraging studying and
learning environment. Students should feel that they have the right to question,
complain, and raise an appeal or grievance concerning any matter in the control of
the college that is directly related to him/her as a student. They have the right to be
informed about the informal and formal resolution processes of the grievance
according to the guidelines and procedures of this policy. Informal processes
include direct discussions to resolve the problem in order to minimize any delay and
complications from administrative formalities. Formal processes include written
grievance or appeal against an outcome or a decision.
All bodies involved in handling the formal and informal grievance transactions
should be consistent to the justice rules. Investigations and decisions for cases have
to be prompt and fair. Any personal students’ information collected for addressing
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grievances will be treated as highly confidential and will not be disclosed by the
college to any internal or external body.
The timeframe for handling formal and informal grievances will consider all issues
related to the grievousness and urgency for smooth student study. The college aims
to have solutions within 24 hrs; however appropriate timeframes matching the
college bylaws will be followed with a maximum of one week for severe cases from
the date of application of the grievance.
In case the student is not satisfied with the outcome of the formal or informal
grievance decision, the student has the right for appealing to the next higher
authority inside the college or to apply for an external appeal based on the guidelines
of this policy and the college bylaws.
All information that is included in this policy and of concern to students will be
made available to them in their prospectus and as part of their Orientation or
Induction programs. They will be encouraged, first, to pursue internal informal
grievance processes before raising any formal grievance since this may result in
relatively quick and easy resolution of the student’s concern, except where the
grievance relates to money allowance or restriction, suspension, temporary
termination of enrolment, or expulsion from the college, in which case formal
processes should be followed. In that case, students have the right to get written
statement of the outcome of the grievance process including reasons for the decision
taken.
Feedback on the satisfaction with grievance and appeal processes will be
collected regularly from students and bodies involved in the addressing process. The
information will be used for review of quality and improvement purposes.
College authorities; Dean, Assistant Deans, HoDs, and staff are responsible for
addressing students’ informal and formal grievances and appeals according to the
procedures of this policy and the regulation given in the bylaws of Colleges of
Technology. All stages of implementation will be dealt with high degree of
confidentiality, trenchancy and fairness.

3. Definitions
Complaint: any informal statement of disagreement or dissatisfaction made by a
student to a person in authority at NCT that requires action or response.
Grievance: a formal written statement of disagreement or dissatisfaction where a
student believed he/she has been adversely affected by a decision made to a person
in authority at NCT that requires action or response.
Appeal: a formal written statement for reconsideration of a decision made by the
College or any person acting on behalf of the College. Academic appeal covers non
satisfaction with exam results, probation, etc while non academic appeals cover all
disciplinary decisions.
4. Implementation

5. Grievance Handling Principles
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The following are the principles of this policy [1]:- (need rephrasing as they are
the same of the reference)
a) Accessible and simple – Students MUST know the avenues of logging a
complaint and the process must be as simply as possible to follow.
b) Transparent – The processes for handling complaints and appeals must be
transparent in operation and outcome.
c) Equity – Complaints are dealt with in an equitable and culturally sensitive
manner.
d) Fairness – The process needs to ensure complaints are handled and judged
on merit and there should be fairness to all concerned.
e) Timely – Students must have ALL complaints dealt with in a timely manner
and specific deadlines.
f) Quality and improvement – The Complaint process MUST allow the College
to reflect on practices and have the ability to improve them.
g) Accountability – Specific staff within each department/center within NCT
need to take on a complaint advocate role. We need to instill a culture that
assists with complaint handling, rather than one which passes the problem.
The University is well placed with the University’s Ombudsman’s Office and
having one person in each Faculty/major organization unit provides a
mechanism to assist in the communication process relating to complaints.
h) Confidential – The College will ensure information pertaining to the grievance
will be keep confidential and used for the purpose for which it was collected,
unless i) The express written consent of the individual(s) concerned is
obtained; or ii) The College has reasonable grounds for believing that the use
of the information will reduce threat to life or health of any person; or iii) The
use is specifically required by law
i) This Complaint and Grievance handling Policy and Procedures do not
derogate from the rights of an individual under the Sultanate law to make or
pursue a complaint through an external agency.

6. Roles and Responsibilities
The Assistant Deans have the ultimate responsibility for implementing and
overseeing the grievance policy. In general, the Assistant Dean of Academic affairs
will be in charge for academic grievances, disciplinary grievances for the A. D. of
Student Affairs while service grievances for the A.D. Administrative Affairs, however
overlapping issues will be addressed as per the college bylaws. The Asst. Deans are
responsible for deciding the procedures and solutions for students having problems
on campus. They shall exercise this responsibility personally or delegate it to the
Head of Department/Centers which in turn can delegate it to staff under
consideration; however serious cases which need detailed investigation shall be
forwarded to the Dean.
7. Communication
This policy is disseminated through the College Policy Manual as well as the college
intranet.
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8. Procedures and Forms
The following procedure describes how to handle informal and formal grievances
and appeals of students in the college:
8.1 Informal Complaints Resolution
Informal complaints are usually oral complaints (e.g. course delivery, biased staff
rapport, marks of assignment, students service, class or exam time table, conflict,
harassment, etc.) . The first step in dealing with such cases is to hold informal
discussions with an aim to resolve the problem quickly avoiding time delay and
complications of formalities otherwise the case could be considered for processing
as a formal grievance. The following steps might help facilitating the resolution:
i. The student is required first to contact the staff responsible for the area in
which the claimed grievance has occurred.
ii. Staff in charge should listen carefully to the student inquiry and provide
informal advice and support to enable the student finding justification and
solution.
iii. The staff should explore all options and implications of resolving the case
before deciding to refer the student to higher authority or asking the student to
apply for a formal grievance.
iv. In case the concerned staff could not provide a convening resolution to the
problem or not advising the student to contact next authority, then the student
can contact the higher authority; supervisor, registrar, HoS, etc. who should
also first start orally resolving the problem. Likewise, the student could reach
higher authorities, HoDs, HoCs, Assistant Deans and Dean who should help
getting resolution in a similar way.
v. The student should follow the organizational hierarchy in raising informal
complaints. Thus the higher authority person should verify that the student
had exhausted all lower chains otherwise the case should be referred back
starting from the lowest point of the chain.
vi. In case there are many parties involved in the informal complaint, the
staff/supervisor in charge of looking a resolution should contact and listen to
all parties before giving a decision. Meeting with each individual and/or all
individuals to collect facts on the claims have to be ensured so as to arrive at
a transparent and fair resolution.
vii. Staff/supervisor in charge should keep a record of all informal complaints for
use of quality and improvement. Copy could be forwarded to higher authority
but not mandatory; however the higher authority should be informed at least
orally.
8.2 Procedure for Handling Formal Complaints & Appeals
Formal complaints/appeals are usually written statement of dissatisfaction; by letter,
email or a college predesigned form. Before receiving the formal complaint/appeal,
the staff/supervisor in charge should advice the student for the quick informal
processing and as per the procedure in 8.1 above; otherwise, the following steps
could be followed to arrive at a resolution:
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i. The student raising the written complaint/appeal should include all personal
information; name, ID, dept/center, level and contact number. The same
applies for a group of students raising one complaint.
ii. Students should be advised to mention all incidents or actions that form part
of their complaints.
iii. Students should be informed that no other person or agency may
complain/appeal on behalf of a student.
iv. The students should follow the college organizational hierarchy in raising
formal complaints/appeals starting from the lowest chain, otherwise and as
per the college bylaws, the student may submit the written complaint/appeal
directly to the supervisor of concern. When a student contacts a higher
authority person, the later should verify that the student had exhausted all
lower chains otherwise the student should be referred back to the concerned
person.
v. The staff/supervisor in charge should explore all options and implications of
resolving the case before deciding a resolution or refer the student to higher
authority.
vi. The staff/supervisor in charge shall request a “complaint/appeal handling
reference number” which will be used to track the complaint/appeal internally
and create a database for grievance information. The numbering is to be
agreed within each dept/center.
vii. Under this policy the staff/supervisor who receives the complaint/appeal can
delegate the investigation and resolution of the complaint/appeal to a member
of staff/committee who has the authority and skills to investigate and resolve
complaints.
viii. The investigating staff/supervisor may request a formal meeting with all
parties involved in the complaint on individual or collective bases. Students
should be advised at this point that they may bring a support person with them
to any such meeting. No person or agency may appear on behalf of a
complainant except in special circumstances with the permission of the
person conducting the hearing. Any party has the right to be heard either
through written submission and/or personal representation at any formal
meeting considering their complaint
ix. Staff/supervisor in charge shall give a written decision/resolution (via letter or
electronic means) within 48 hours from the time of receiving of the
complaint/appeal or within one week for complaints that require time within
the investigation and or disciplinary committees.
x. Students raising complaints should be acknowledged in case of any delay
more than the 48hrs or the one week due to reasons beyond the control of the
college.
xi. Students can apply for external appeals to the Ministry of Manpower or any
other as per the college bylaws and the Sultanate laws.

9. References
1. Student Complaint and Grievance Handling Policy and Procedures- LA
TROBE UNIVERSITY,
http://www.latrobe.edu.au/policy/documents/grievance-students-not-yetupdated.pdf)
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2. Student Grievances and Appeals - Governing Policy
http://www.usc.edu.au/University/AbouttheUniversity/Governance/Policies/
Grievance.htm
3. STUDENT GRIEVANCE POLICY AND PROCEDURES OF THE SYDNEY
COLLEGE OF DIVINITY,
http://www.scd.edu.au/Documents/PPM%202007/GRIEVANCES/Student
Grievance.pdf
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Course Progress Monitoring

1. Policy Statement
Nizwa College of Technology is committed to achieve and maintain high system
performance through keeping track on Student retention and progress.
Retention and progress analysis is a comprehensive process to attain optimum
system performance.
2. Purpose and Scope
This document sets out policies and procedure for implementing a student
retention process. The principle and aspirations that underlie that process are
consistent with those expressed in college vision, mission and strategic plan.
The Academic department heads will make every reasonable effort to inform all
appropriate constituencies about the principles, aspirations, policies and
procedures outlined in this document and to solicit their cooperation in making
this system effective.
The authorities of academic affairs and the authorities of students affairs of NCT,
support a regularized system for monitoring academic and professional (example:
affective, ethical, social) aspects of individual students performance. Although
professional aspects are not separate from such academic indicators as grade
averages, the later are monitored by a centralized system that is designated to
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ensure that exceptionally strong or weak performance will be noticed and will
receive timely recognition and attention. The staff and faculty members of Nizwa
College of Technology wish to be at least equally confident that professional
aspects of student performance are receiving timely recognition and attention.
3. Definitions
a. General definitions for retention and progression monitoring
 Original Department In-take (Admission)(Original Freshmen): The act of
admitting the student in the Academic department, from NCT foundation, if
he/she fulfills the minimum criteria viz., passing all foundation courses and
TOFFEL .
 Transferred:
In: The student studying in Academic department may be transferred
from other colleges to NCT on personal request for the following
reasons.
 to continue the higher level program.
 to study the specialization which is not offered in other colleges.
 family or personal reasons(middle of any level).
out: The student studying in Academic department may move to
another technical college on personal request for the following reasons.
 to continue the higher level program.
 to study the specialization which is not offered with NCT
 family or personal reasons(middle of any level).
 Promotion: The act of continuing the studies of a student in Academic
department, after successful completion of a program, moving to the next
higher level program. For example moving from certificate to diploma level.
 Graduation:
The
successful
completion
of
a
program
(certificate/diploma/higher diploma) of study, by a student got admitted in the
Academic department. This includes completion of the training requirements
like OJT and EPT.
 Dismissal: The termination of a student studying in Academic department at
any point of time due to academic reasons, absenteeism or disciplinary
reasons as per article 72 of the college bylaws.
 Withdrawal: The student studying in Academic department, at any point of
time stop continuing his/her studies voluntarily and abruptly due to various
reasons and having a chance for continuing their studies later.
 Postponement: The student studying in Academic department may be
putting off their studies to a future time (may be after one semester or two
semesters).
 Discontinue of study: The successful completion of a program (certificate /
diploma/higher diploma) of study, by a student got admitted in the Academic
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department having eligibility to the next higher level but having no intent to
continue his/her studies.
 Readmission: The graduated student in any level from Academic department
for want of continuing his/her studies may be getting admitted in the
department.
 Repetition: The number of semesters that the student spends in the level in
which he/she is enrolled.
 Temporary Dismissal: The student studying in Academic department may
be suspended from his/her studies for one semester for academic reasons
like cheating or disciplinary reasons.
 Change of department: The student studying in Academic department in the
certificate level may move to another department on request if eligible.
 Change of Specialization in Higher Diploma: The student studying in
Academic department in Diploma/Higher Diploma level may move to another
specialization on request if eligible.
b. Key Performance Indicators(KPIs)
 Promotion rate: is the proportion of students who have successfully
completed a level(certificate/diploma/higher diploma) and proceeded to the
next level.
 Graduation rate: is the proportion of students who have successfully
completed a level(certificate/diploma/higher diploma) and graduated. \
 Repetition rate: is the proportion of students who repeat a level. The
repetition rate of level L, year Y is obtained by dividing repeaters of level L,
year Y+1, by intake in level L, year Y. (L=1  Certificate, L=2  Diploma, L=3
 Higher Diploma)
 Drop-out rate: is the proportion of students who leave the system without
completing the given level in the given year.
 Input-Output rate: is the proportion relating output to the Input of an Intake.
4. Implementation[1]
We propose to implement a process that
a. is comprehensive as to the sources of input about each student’s progress
and in terms of establishing a cumulative record in case of concern.
b. takes a case by case approach and allows for variety of responses.
c. involves collaboration in professional judgment.
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When making collaborative decisions about the continuation of students in the
program the following are expected from the staff(Academic and Non-Academic)
for students:
1. Demonstrated effectiveness in developing interpersonal relationship in
individual and group contacts
2. Demonstrated aptitude for counseling, student personnel services, or related
human development responsibilities
3. Demonstrated commitment to a career in counseling or college student
personnel services
4. Demonstrated potential for establishing facilitative relationships with people at
different levels of development and with various needs and problems
5. Demonstrated openness to self-examination and personal and professional
self-development
6. Demonstrated commitment to and practice of ethical principles
5. Retention and Progress Principles [2]
(i). Encourages Contact between Students and Faculty
Frequent student-faculty contact in and out of classes is the most important
factor in student motivation and involvement. Faculty concern helps students
get through rough times and keep on working. Knowing a few faculty
members well enhances students' intellectual commitment and encourages
them to think about their own values and future plans.
(ii). Develops Reciprocity and Cooperation among Students
Learning is enhanced when it is more like a team effort that a solo race. Good
learning, like good work, is collaborative and social, not competitive and
isolated. Working with others often increases involvement in learning. Sharing
one's own ideas and responding to others' reactions sharpens thinking and
deepens understanding.
(iii). Encourages Active Learning
Learning is not a spectator sport. Students do not learn much just by sitting in
classes listening to teachers, memorizing pre-packaged assignments, and
spitting out answers. They must talk about what they are learning, write about
it, relate it to past experiences and apply it to their daily lives. They must make
what they learn part of themselves.
(iv). Gives Prompt Feedback
Knowing what you know and don't know focuses learning. Students need
appropriate feedback on performance to benefit from courses. When getting
started, students need help in assessing existing knowledge and competence.
In classes, students need frequent opportunities to perform and receive
suggestions for improvement. At various points during college, and at the end,
students need chances to reflect on what they have learned, what they still
need to know, and how to assess themselves.
(v). Emphasizes Time on Task
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Time plus energy equals learning. There is no substitute for time on task.
Learning to use one's time well is critical for students and professionals alike.
Students need help in learning effective time management. Allocating realistic
amounts of time means effective learning for students and effective teaching
for faculty. How an institution defines time expectations for students, faculty,
administrators, and other professional staff can establish the basis of high
performance for all.
(vi). Communicates High Expectations
Expect more and you will get more. High expectations are important for
everyone -- for the poorly prepared, for those unwilling to exert themselves,
and for the bright and well motivated. Expecting students to perform well
becomes a self-fulfilling prophecy when teachers and institutions hold high
expectations for themselves and make extra efforts.
(vii). Respects Diverse Talents and Ways of Learning
There are many roads to learning. People bring different talents and styles of
learning to college. Brilliant students in the seminar room may be all thumbs in
the lab or art studio. Students rich in hands-on experience may not do so well
with theory. Students need the opportunity to show their talents and learn in
ways that work for them. Then they can be pushed to learn in new ways that
do not come so easily.
Teachers and students hold the main responsibility for improving higher
education. But they need a lot of help. College expected to provide an
environment that is favorable to good practice in higher education.
6. Roles and Responsibilities
The Assistant Dean of Academic Affairs and Assistant Dean of Students Affairs
have the ultimate responsibility for implementing and overseeing the Retention
and Progression Policy in the college.
Lecturers (Course tutors) shall assume the role of identifying the retention
students and help them to progress.
The advisors shall share the role of identifying the retention students and
reporting to the students’ affairs department for the necessary counseling.
7. Communication
This policy is disseminated through the College Policy Manual as well as the
college intranet.
8. Procedures [1]
The following points describe how to monitor retention and progression in the
college.
 Students within the department will be informed about the retention policy
early in the admission process.
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Students will receive a paper copy upon admission to the oriented graduation
programs
Regularized system of monitoring our students’ performance will require
liaison efforts between the academic departments and the other supportive
departments
Any faculty member/advisor may request a meeting at any time to express
concern about student’s deficiencies.
When a concern about a student is reported, the Assistant Dean academic
affairs and the Assistant Dean students’ affairs will make a judgment about
what kind of response is appropriate, within the guidelines of this document.
The most common response will be to contact other persons who have been
associated with the student to ascertain whether or not other professionals
have similar concerns about the student.
As a result of these contacts and discussions, the Assistant Deans will, with
the combined judgment of those acquainted with the student’s performance,
decide whether or not further action should be taken at this time, and if so,
will establish what the appropriate steps are, given the conditions of concern.
In cases where student performance is deficient, the student should be
informed(by the persons stipulated above) about the nature of the deficiency,
should be encouraged to state his or her views of the situation, and , except
in extreme or dangerous circumstances, given an opportunity to improve.

9. References
[1]. Kansas State University, Department of special education, counseling and
student affairs – student retention policy Accessed: 14Nov2009
[2]. The American Association for Higher Education Bulletin, March 1987
Accessed:14Nov2009
[3]. United Nations Statistical Institute for Asia and the Pacific (SIAP)Compilation of Education Indicators.
[4].UNESCO: International Institute for Educational Planning-Internal
efficiency of an education system. Module 2.
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Student Progression Monitoring Procedures
Responsible Authority
Contact Details

Authorization
Effective From
Amendments
Superseded
Documents
Review

File Number
Related Documents

Assistant Dean of Academic Affairs
1. HoC of English Language Centre, Ext. No. 595
2. HoD of Engineering Department, Ext. No. 510
3. HoD of IT Department, Ext. No. 544
4. HoD of Business Studies Department, Ext. No. 531
NCT College Council
Decision No. ___ Date: ____________
Date:
This is the first written version of an existing procedure.
n/a
Review to be done by AD Academics, Heads of ELC and
Academic Departments; Policy review to be done annually,
preferably during the Summer Term.
**This will be assigned by QAFU.

1. Purpose
This procedure describes how the NCT will:
 systematically monitor, record and assess the student progression in each
course in the level they are enrolled in;
 be proactive in notifying, supporting and counseling students who are at risk of
failing to meet progression requirements.

2. Scope
This procedure articulates the NCT’s practices on student progression monitoring as
per Student Retention and Progression Policy.

3. Definitions
At Risk: An ‘At Risk’ student is a student who is unsatisfactorily progressing by
scoring less than 40% in an assessment made in a course.
Program: A full-time registered program of education on NCT for the attainment of
graduation.
Course Progress: The measure of advancement through academic merit or skillbased competencies towards the completion of a course as per course guidelines.
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Intervention Management Tool: A method, tool or process that allows the following
processes:
 Recording of assessment tasks and the marks awarded.
 Identify whether the student is above or below the designated ‘At Risk’ level,
 Recording of communication with student.
Intervention Strategy: Any documented action targeted at addressing the needs of
an ‘At Risk’ student.

4. Implementation
The course guidelines specify the progress requirements for each course that forms
a part of a program. These guidelines are communicated to staff and students. (Like
outcomes and objectives, delivery plan, assessment plan etc.)
Actions required to meet this procedure are outlined as follows:
#

Steps

1.

Assess progress of all
students after
completion of one month
of the course from the
start of the semester.

2.

3.

4.

5.

Faculty in
charge
Course
Teacher

Details

All progress assessments occurred up to one
month completion point of the course like
quizzes, tests, assignment, etc. The
assessments should be made optimal in a
way that will demonstrate the real ‘At risk’
student. The 40% is determined based on the
average of all quizzes, home works, tests etc.
Record and Analyze the Course
Using intervention management tool, the data
assessment progress
Teacher
is analyzed to identify ‘At Risk’ students.
results.
This must be used in conjunction with their
attendance records and their CGPA of
previous conduct.
Unsatisfactory progress– Course
The ‘At risk’ students’ list will be reported to
Reported to the Advisor Teacher
the respective advisors and course
and course coordinator.
coordinator.
Aggregate the number of Course
a) Collect the names of the ‘At risk’ students
‘At risk’ students in a
Coordinator from all the course teachers, teaching the
specific course.
same course.
Reported to HoS.
b) A plan for remedial/tutorial classes
requested with the HoD through HoS. Office
hours by course tutors may be enough if the
number of at risk students in all sections of
the course is small.
Planning for Remedial
Course
Scheduling for remedial classes and
Class and
Coordinator assigning one of the teachers, teaching that
communicating to the
/
specific course to conduct the class will be
course teachers.
HoS/HoD
done by HoS/HoD.
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6.

7.

Communicating the
schedule to the
students.
Check the ‘At risk’
students’ overall
performance.

Course
Teacher

Communicating the remedial class schedule
to the students personally.

Advisor

Collecting records of at risk students from all
course coordinators. Check the previous
academic records of each student and his/her
performance in other courses of the same
semester.

8.

The ‘At risk’ students are Advisor
counseled.

The factors affecting the students’ academic
progression will be identified.

9.

Intervention Process:
Advisor and
Based on the factors
HoD
identified, after HoDs’
approval, the
Intervention Strategy is
activated and
communicated directly to
student via college email and personally.

Intervention strategy will be activated to every
student at risk based on the reasons;
a. Academic reasons:
Students advised with remedial schedule
only.
b. Non-academic reasons: advised with the
referral to the students’ counseling
department and the remedial class schedule
if needed.
(Using the referral form attached with the procedure)

10. Reassess all students’
course progress after
mid-exam results.
11. Aggregates number of
‘At risk’ students of the
second cycle of
monitoring.
12. Check the ‘At risk’
students’ overall
performance.
13. Report on achievements

Course
Teacher

Follow step 2, 3 and 6 as stated above for
second cycle of monitoring.

Course
coordinator

Follow step 4 and 5 as stated above for
scheduling the second cycle of remedial
classes.

Advisor

Follow step 7, 8 and 9 as stated above for
second cycle of monitoring.

Course
Teacher

14. Consolidation of
achievement reports
given by the teachers
teaching the same
course
15. Report on
achievements

Course
coordinator

A common report must be submitted to the
course coordinator by the course teacher that
shows the achievements on monitoring the
academic progress of ‘At risk’ students. A
copy can be kept in the course file.
Consolidated report must be submitted by the
course coordinator to the HoD through the
HoS.

Advisor

The report must be submitted to the HoD by
the advisor that shows the achievements on
advising ‘At risk’ students.

5. Forms
121

Intervention Strategy Recommendation and Undertaking.doc

6. References
[1]. University of Ballart Australia, official university progress monitoring.
Last Accessed: 14Nov2009
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Intervention Strategy Recommendation and Undertaking
Date ..…./……/……
Student Name ……………………………………..
Student ID ………………………………………….
Level .……………………………………………..
Course .……………………………………………..
Advisor .……………………………………………..
Insert Student Name has been assessed as being at risk of not satisfactorily meeting course
progress requirements. After consultation with the student, I recommend the following
intervention strategy be activated:
e.g.1. Plan for the remedial classes:[Schedule- approved and signed by HOD will be
communicated by course teacher in the class]
e.g.2. Referral to the students’ counseling centre[pl. fill page 2].

Signature:
Advisor: …………………

HOD:……………………....

Date..…./..…./……
Student Name ………………………………….
Student ID ………………………………………
Course …………………………………………..

I agree to the Intervention Strategy activated to assist me in meeting satisfactory course
progress and will comply with all the recommendations above.
I understand that a copy of this agreement will be kept on file and may be used to assist the
NCT in any subsequent academic progress determinations.
Signed ……………………………………………
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Transfer Form to Students’ Counseling Centre
Date ..…./……/……
Student Name ……………………………………..
Student ID ………………………………………….
Level .……………………………………………..
Course .……………………………………………..
Department: ……………………………………………..
Please accept the above student for referral to the Student Counseling Centre for the
following reasons:
……………………………………………..……………………………………………..
……………………………………………..……………………………………………..
……………………………………………..……………………………………………..
……………………………………………..……………………………………………..
……………………………………………..……………………………………………..
……………………………………………..……………………………………………..

Advisor Name: ……………………………………………..
Signature: ……………………………………………..
Ext No.: ……………………………………………..
Date: ……………………………………………..
Cc to HOD.
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Program Review and Development Policy
Responsible authority

Assistant Dean for Academic Affairs
1. HOD Engineering, EXT: 510

Contact Details

2. HOD Information Technology, Ext: 544
3. HOD Business Studies, Ext: 531
4. HOC English Language Center, EXT: 595

Authorization

NCT College Council
Decision No _______ Date: ___/___/ ________

Effective From

May 2010

Amendments

This is the first Written version of an existing policy

Superseded Documents

NA
Review to be done by AD Academics, Heads of Academic Affairs and

Review

Centers, policy review to be done every two years.

File number

AC-STF-016

Related Documents

Terms of Reference for Internal core specialization Committee

1. Policy Statement
Nizwa College of Technology endeavor to regularly review and update its curriculum by
incorporating new technology requirements as provided through analysis of existing and
forecasted market needs in order to fulfill its strategic goals and to achieve the college
mission and vision.

2. Purpose and Scope
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The purpose of the policy is to provide the route map to the internal core specialization
committee members from different specializations of different departments or centers, who
are involved in the review of existing programs or working towards the development of new
programs for the college to keep up the modern developments that the market is looking
for.
The aim of the policy is to
•

review and develop academic programs which is a crucial aspect for any educational
institution

•

review the suitability of program’s objectives and outcomes with market needs

•

track the success of each program and to identify its unique strengths

•

collect feedback from different stake holders to update the existing programs to suit
the ever changing requirements of the industry or to introduce new programs

•

provide necessary suggestions to the specialization committee for developing new
programs

•

provide suggestions to the specialization committee after reviewing the existing
curriculum with market needs for improvement

This policy applies to all the members involved in the internal core specialization
committee of the college.

3. Definitions
i.

Academic programs
An Academic program is a series of courses in which a student is enrolled to obtain
an academic degree.

ii.

Curriculum
A Curriculum is the set of courses and their goals, objectives, outcomes, credit
hours, theory contact hours, practical contact hours, etc., offered at a college.

iii.

Curriculum Development
Curriculum Development includes the process associated with review and
development of new curriculum, changes to the existing curriculum.

iv.

Program Development
Program Development includes the process associated with review and
development of new programs or changes to the existing programs.

v.

Market needs
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Market needs refers to the attributes that the employers are looking for from the
graduates of the college.
vi.

Industry
Industry is any government or private organization which is in need of employment
services of the graduates of the college.

vii.

Specialization Committee
A committee framed in the ministry to look into the obstacles during the
implementation of any academic program. The committee will present its
recommendations to the Dean’s Council.

viii.

ELC Committee
A committee framed in the ministry to look into the obstacle during the
implementation of any general foundation program. The committee will present its
recommendations to the Dean’s Council.

ix.

Dean’s Council
It is an assembly of all the seven colleges of technology Deans in Oman who decides
on the common issues of colleges of technology.

x.

OJT Assessors
OJT Assessors are the staff members of the academic departments who will visit the
organizations (where the students of NCT are getting the on job training) to assess
the students.

xi.

OJT Coordinators
OJT Coordinators are the staff members in each academic department who will
coordinate the on-job training with the academic departments and industrial
establishments with the help of OJT Department in the college.

xii.

Course Coordinators
Course coordinators are the lecturers nominated by the Heads of the academic
departments in any semester to coordinate with the lecturers who teach any course
with more than one section to track the teaching among the sections and will
provide the feedback on the course to the internal core specialization committee
and then to the Heads of the sections weekly or fortnight.

xiii.

ELC Level Coordinators
ELC Level coordinators are the staff members of English language center, who will
coordinate with the lecturers in their particular level and will provide feedback to
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the HOSs of curriculum and then to the Head of the Center about the courses in
their level regularly.
xiv.

Industry Advisory Board
Industry advisory board is a unit which is composed of 3 external members of
college council and is also responsible for giving advises to the college in terms of
technology and industrial requirements.

xv.

Internal Core specialization Committee
Internal Core specialization committees are the internal units formed with in each
department for each specialization, and will find the gaps within the programs and
will make recommendations about new program requirements.

4. Implementation
i.

A Systematic way can be devised to develop and review programs and it includes –
a. Course Tutors review on course objectives, outcomes, student’s feedback,
course material, prerequisites, graduate attribute mapping, course level &
grading, Course fitness to the market needs etc.,
b. Feedback from the industry with the help of OJT department
c. Bench marking with reputable institutions
d. Continued ability to address the market demand
e. Availability of Qualified staff in the specialization
f.

ii.

Success of the program in terms of student attributes.

OJT department will conduct market surveys, field visits, workshops, conferences,
job fairs with employers with the help of OJT coordinators and assessors.

iii.

Industry advisory board will meet regularly to provide the necessary inputs for the
curriculum development.

5. Program Development Principles
i.

Roles and Responsibilities
The Assistant Dean of Academic Affairs is responsible for implementing and
overseeing the Program development and Review Policy in the college. The Asst.
Dean of Academic Affairs is also responsible for recommending the suggestions to
the specialization committee. The AD Academic Affairs shall exercise this
responsibility personally or delegate it to the Heads of Departments under
consideration.

ii.

Communication
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This policy is disseminated through the College Policy Manual as well as the
college intranet.
iii.

Procedures

i. Course Tutors to review the course objectives, outcomes, course
prerequisites, course level and grading, its fitness to market needs
regularly and the feedback to be given to the course coordinators.
ii. In every department & center, Internal Core Specialization
Committees (ICSCs) are to be formed for each specialization, with the
membership of Head of sections and a minimum of two teaching
experts from the concerned specialization. Course coordinators will
provide their feedback to this committee which will be consolidated
by the HOS and HOD.
iii. HOD report before submitting for the approval of Academic council
should be discussed within the department or center meetings.
iv. Representatives from the College Marketing unit, Survey team, OJT
department, Industry advisory board, Internal Core Specialization
Committee and OJT coordinators from various departments need to
collaborate in finding out the market needs pertaining to various
specializations by conducting market surveys, field visits, and
workshops within the college or with employers / industry.
v. Review the currently offered programs to identify the gaps
considering the requirements of the market and the feedback
collected from the stakeholders.
vi. Detailed deliberations need to be carried out periodically with
participations from the industry based on the survey findings in the
development of new programs.
vii. The survey result or feedbacks shall be used by the internal core
specialization committee by coordinating with the industry advisory
board, OJT Department to specify the technology requirements for
every course that are used in the industry/ market.
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viii. Training programs needs to be arranged if required for the staff
members in their specialization in the market driven latest
technologies and to address for shortages.
ix. In case of general foundation program, ELC level coordinators will
collect the feedback from the course tutors, and will be discussed
with the HOSs of Curriculum which will be discussed further in the
center meeting.
x. All the findings will be sent for academic council’s approval and then
for college council’s approval.
xi. College council approved suggestions need to be recommended to
the specialization committees for their discussions.
6. References
www.adelaide.edu.au/policies/glossary/
http://www.ubalt.edu/policies/index.cfm?page=730
http://www.ous.edu/about/provcouncil/pacapp.php
http://www.wikipedia.com
Bylaws of Colleges of Technology (Article 57)
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IPR POLICY
Responsible Authority
Contact Details

Authorization
Effective From
Amendments
Superseded
Documents

Review
File Number
Related Documents

Assistant Dean of Academic Affairs
1. Educational Technologies Center, Head Office, Ext.
No. 500
2. English Language Centre, HoC Office, Ext. No. 595
3. Engineering Department, HoD Office, Ext. No. 510
4. IT Department, HoD Office, Ext. No. 544
5. Business Studies Department, HoD Office, Ext. No.
531
Date:
This is the first written version of an existing policy.
n/a
Review to be done by AD Academics, Heads of ETC,
ELC and Academic Departments; policy review to be
done annually, preferably during the Summer Term.
AC-STF-017
**Related procedures and guidelines will be listed here
as they become available.

1. Policy Statement
Nizwa College of Technology (NCT) commits itself to uphold the rules of the
international IPR stated in the WIPO [1] and the Law on the protection of the
intellectual property rights promulgated through Royal Decrees of Oman No.
37/2000[2] and 82/2000 [3]. Staff members of NCT including technicians and
administrative personnel are advised to follow IPR rules strictly in accordance to this
policy. They are reminded that it is illegal to reproduce, disclose the copyrighted
materials without getting formal permission from the parties of concern. Both the
individual requesting such services and those performing them may be liable for IPR
infringements which lead to disciplinary and legal actions.

2. Purpose and Scope
This Policy will cover all academic materials of NCT which may come under
Intellectual property rights, patents, copyrights, and trademarks etc. The academic
documents would include, but not restricted to:
i. Course Materials
ii. Teaching aids
iii. Student projects and assignment reports
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iv. Electronic materials such as software packages, operating systems, videos,
audios etc.

3. Definitions:
All definitions and interpretations would be applied to this policy are as found and
applied in the WIPO and Royal Decrees quoted. However, the most frequently
referred definitions are given under for ready reference:
(i) Intellectual property (IP): “The term intellectual property refers broadly to the
creations of the human mind. Intellectual property relates to items of information
or knowledge, which can be incorporated in tangible objects at the same time in
an unlimited number of copies at different locations anywhere in the world. The
property is not in those copies but in the information or knowledge reflected in
them”, [1]
(ii) Copyright: “Copyright relates to artistic creations, such as books, music,
paintings and sculptures, films and technology-based works such as computer
programs and electronic data bases. The expression of copyright refers to the
main act which, in respect of literary and artistic creations, may be made only by
the author or with his authorization. That act is the making of copies of the work”,
[1].
(iii) Patent: “A patent is an exclusive right granted for an invention, which is a
product or a process that provides, in general, a new way of doing something,
or offers a new technical solution to a problem”, [1].
“The patent entitles its holder the right to utilize the invention by manufacturing,
usage, import whatever is being manufactured and offer it for sale, whether the
subject of invention was material produce, industrial operation or manufacturing
process. Others may not utilize the patent without the patent holder’s
permission”, [3]
(iv) Trademark: A trademark is a sign capable of distinguishing the goods or
services of one enterprise from those of other enterprises, [1].

4. Implementation
Checking of copyright and other IP infringement will be done through random
evaluation by the Dean, Asst. Deans, and HoDs, HoSs and Lecturers.
4.1 Roles and Responsibilities
The administration of evaluation of copyright infringement will be the responsibility of
the Dean for the works of Asst. Deans. The Asst. Dean- Academics would be
responsible for evaluation of works of Heads of departments. HoDs would be
responsible for evaluation of works of the faculty and technical staff. The faculty
would be responsible for the works of students.

132

i.

The Dean/ Asst,.Deans/ HoD/teacher concerned is responsible for facilitating
and making arrangements regarding random review and informal evaluation
of his/her subordinates’ works/materials.
ii. The completed evaluations will be processed by the committee authorized for
the purpose.
iii. A report on the copyright and other IPR infringements (if any) will be sent to
the concerned individual with a copy of this report sent to the concerned
Superior for further action and according to the Sultanate law.
4.2 Communication
This policy is disseminated through the College Policy Manual as well as the college
intranet.

4.3 Guidelines
Usage of Copyrighted Materials
All usage of copyrighted materials may be done strictly adhering to the Royal
Decree. Chapter 1V of the Decree [2] permits the following usage without obtaining
legal permission from the rights holder:
“Reproduction of protected works by public libraries, non-commercial
documentation centers, educational establishments and scientific and cultural
institutions, provided that such reproduction and the number of copies are limited to
the needs of their activities and serve their purposes and that such reproduction does
not cause prejudice to the legitimate interests of the author” (ref:1)
WIPO offer the following guidance for free use of copyrighted materials:
“Particular acts of exploitation, normally requiring the authorization, of the rights
owner, which may, under circumstances specified by law, be carried out without
authorization” such usage is called as free use. “Examples of free use include:
Quoting from a protected work, provided that the source of the quotation and the
name of the author are mentioned, and that the extent of the quotation is compatible
with fair practice; Use of works by way of illustration for teaching purposes;” [1]

Any usage beyond the scope provided in the Decree must be strictly carried out only
after formal written legal permission from the rights holder(s).
Teaching Materials:
All teaching materials may be prepared strictly in adherence to legal practices.
Chapter 1V, section C, [2] of the Decree permits educational establishments to
reproduce copyrighted materials without the consent of the rights holder. However, it puts
restrictions on the number of copies to be made. So,
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•
•
•

The total number of reproductions of copyrighted materials made may not exceed the
total number of students in that course.
In case of compilations, then the total pages taken from any one source may not
exceed the permission given in the source.
All necessary acknowledgements may be provided at the cover page of the
materials. In case of taking short phrases or paragraphs due acknowledgements
may be made at the bottom of the concerned page.

Students’ Submissions:
All care must be taken to ensure that only original works may be submitted. If certain parts of
the submissions are taken from copyrighted source, then necessary acknowledgements may
be given.

Usage of digital/electronic works or materials:
It must be noted that computer programs, audio visual works are also protected and
covered in the Decree (ref: 1). Hence what applies to printed materials would also
apply to electronic or digital materials.
However materials in the public domain uploaded by the right holders or authors intending to
make their work available for free use can be made use of with due acknowledgements.

4.4 Procedures and Forms
Procedures related to this policy are as follows:
The concerned responsibility holders will make ad-hoc and random inspections of
their sub-ordinate’s works for infringement. In case of any observation or suspicion of
infringement, then such cases may be referred to the Dean for action.

5. References
•

1. World Intellectual Property Organization
(WIPO), http://www.wipo.int/portal/index.html.en

•

2. Royal Decree No. 37/2000, Promulgating the Law on the Protection of
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Copyrights and Neighboring Rights.
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1. Policy Statement
Nizwa College of Technology (NCT) commits itself to uphold the copyright law.
Members of NCT are advised to use copyrighted materials strictly in accordance
to copyright law and this policy. Faculty members and other staff (including
technicians and administrative personnel) are reminded that it is illegal to copy
material for which necessary written permission to copy has not been obtained.
Both the individual requesting such services and the individual performing them
may be liable for copyright infringements which lead to disciplinary and legal
actions.
2. Purpose and Scope
The commitment of the college to maintain high standards in all its major
functions requires it to uphold strict rules in the use of materials, tools, utilities
and equipment that are legally bound to other authors. As such, this policy, with
its accompanying guidelines, is created to guide the members of the college
community on the proper use of copyrighted materials as they perform varied
functions in the college.
This Policy has been drafted based on the Copyright Law of Australia, taking into
account amendments up to Act No. 9 of 2006, particularly the following parts:
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Part VB: Reproducing and communicating works etc. by educational and
other institutions;
Division 2: Reproduction by educational institutions of works that are in hardcopy
form.

In addition, the 1976 revision of the US Copyright Law has also been consulted,
as this revision includes the amendments with reference to the “Fair Use”
guidelines for educational purposes. The “Digital Copyright Millennium Act (USA)
which deals with technological advances and electronic information has been
used as the basis for the section of this policy which addresses the copyright
practices of electronic data.
This policy applies to all staff of the college who have access to copyrighted
materials in the college, and who use them in the performance of their official
functions.
3. Definition
Copyright promotes the arts and sciences by providing legal protection to
creators of original works. Section 106 of the Copyright Act (17 U.S. Code Sec.
106) generally gives the copyright owner, who is not necessarily the creator, the
exclusive right to do and to authorize others to do, the following:
1. Reproduce or copy the work
2. Prepare derivative works
3. Distribute copies of the work
4. Perform work publicly
5. Display the work publicly
6. Perform the work publicly via digital audio transmission
Fair Use allows exceptions to the copyright owner’s exclusive rights by permitting
others to make reasonable use of the material without the consent of the
copyright owner. Fair use includes reproduction of copyrighted work for purposes
such as criticism, comment, news reporting, teaching (including multiple copies
for classroom use), scholarship, and research.
4. Implementation
Checking of copyright infringement will be done through random evaluation of
staff or student work by the concerned HoD or lecturer respectively. The following
section describes this in detail:
4.2 Roles and Responsibilities
The administration of evaluation of copyright infringement will be the
responsibility of the HoD with respect to the staff, and the teacher
concerned with regards to the students. It will be carried out according to
the following:
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t. The HoD/teacher concerned is responsible for facilitating and making
arrangements regarding random review and informal evaluation of his
subordinates’ works/materials.
u. The completed evaluations will be processed by the committee
authorized by the concerned department.
v. A report on the copyright infringement (if any) will be sent to the
concerned individual with a copy of this report sent to the concerned
HoD.
4.3 Communication
This policy is disseminated through the College Policy Manual as well as
the college intranet.
4.4 Procedures and Forms
Procedures and Forms related to this policy are as follows:
1. [please include here other related procedures and forms]
4.5 Guidelines
Guidelines related to this policy are as follows:
5. Guideline for Usage of Copyrighted Materials
The following ‘fair use’ of copyrighted materials by faculty, students and other
educators is allowed without permission from the copyright owner. Such
specific exceptions are:
Single copying for Teachers:
A single copy may be made of any of the following by or for a teacher at his or
her individual request for his or her scholarly research or use in teaching or
preparation to teach a class:
•
•
•
•

A chapter from a book
An article from a periodical or news paper,
A short story, short essay or short poem,
A chart, graph, diagram, drawing, cartoon or picture from a book,
periodical or newspaper.

Multiple Copies for Classroom Use:
Multiple copies (not to exceed one coy per student in a course) may be made
by or for the teacher offering the course for distribution in the classroom.
However such multiple copies must carry the copyright details in the first page
or cover and no charge shall be made to the students beyond the actual cost of
the photocopying.
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Works that can be used without permission:
The following works do not warrant permission hence members can use them
without seeking permission:

• Works in the Public Domain
• Works with expired copyrights
• Works placed in the public domain by the creator
• Works that were first published before 1 January 1978 without a
copyright notice
Unpublished Works:
Manuscripts, letters and other unpublished materials are likely to be protected
by copyright even if they do not have notice of copyright.
Copying for Course materials and classroom Handouts:
Course materials or Handouts are any customized anthologies which have a
collection of articles or chapters from different books bound together to be
circulated to students.
Faculty preparing such course materials must exercise caution in doing so.
Materials from public domain and pages from NCT e-brary (abiding by the
restrictions of e-brary), other permissible works (multiple copies for class) can
be collected for circulation among students.
However, if copyrighted materials are used then, the first page in the course
material must display the copyright details of the contents.
Only the students of that course must receive copies and the course materials
must be collected back at the end of the course in order to disable misusage of
contents after tenure.
Student Use of Copyrighted Projects Materials for Class:
Students may use copyrighted project materials for learning exercises. They
may include such copyrighted materials into their projects, however a clear
acknowledgement and copyright details must be provided at the first page of
the report.
Such Papers or product must remain the property of the student. Copies may
not be retained by the teacher or the institution; it may not be shown,
transmitted, or broadcast outside the classroom; and no copies may be sold or
given away.

Usage of digital/electronic works or materials:
Audiovisual Materials: Classroom Use of Films and Videotapes:
Use of films and Videotapes are permitted only if the use meets the following
conditions:
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• They must be used in face to face teaching situations.
• They must be done within the classroom or labs or in such teaching
places only
• They must be shown using a legitimate (that is, not illegally reproduced)
copy with the copyright notice included.
• They must be shown as part of the instructional program
• They must be shown by students, instructors or guest lecturers.
• They must be shown only to students and educators.
• The relationship between the film or video and the course must be
explicit.
Copying films or Videotapes:
Copying a copyrighted film or videos must be carried out only with due
permission from the copyright owner. College departments will not duplicate
any film or videotape. Those who obtain written permission must clearly
indicate the number of copies that can be made, the length of time that item can
be retained. Also it must be ensured to indemnify NCT against any infringement
actions pertaining to the work.
Filmstrips and Slide Sets:
Copying filmstrips and slide sets in their entirety, or altering a program, requires
written permission. Transferring a program to another format (e.g., filmstrip to
video, filmstrip to slides) also requires permission.
Microforms: (CD, Floppy discs, USB, Hard Disc etc)
Microforms (microfilms, microfiche, etc.) are protected under the copyright act.
Microform copies of old books, periodicals, and manuscripts may be copied
freely if the original works are in the public domain. If the original publication is
copyrighted, copies may be made using the rules that apply to books and
periodicals.
Sound Recordings:
Cassettes or disks may be used in the following conditions:
• The library currently has the item in the library’s collection;
• The library’s copy is lost, damaged; deteriorating, stolen, or its current
format is obsolete;

Computer software:
NCT will make all efforts to negotiate license for extensive use of software
programs. This arrangement will provide all members of NCT with efficient
access to computer programs that support the curriculum while assuring the
copyright owner a fair royalty. Check with the Head of Educational Technology
to determine the availability of particular soft ware and the license restrictions if
any.
However, copying of such software is strictly limited except for backup
purposes. The following are permitted:
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• Make one copy of software for archival purposes in case the original is
destroyed or damaged. However, if the original is sold or given away, the
archival copy must be destroyed.
• Make necessary adaptations (customizations) to use the program
• Add features to the program for specific applications. These
improvements may not be sold or given away without owner’s permission.
• ETC, Libraries or Labs which circulate these software inside NCT must
put a warning label as indicated under:
Software Copyright Warning
Software is protected by the copyright law. In general, software may not be
copied without the copyright owner’s permission. Read the software license for
further restrictions that may apply.
NCT strictly prohibits the illegal copying of software. You will be held liable for
damages from the illegal duplication of software. Violators will be referred to the
College’s judicial process.
Software and Intellectual Rights
Respect for intellectual labor and creativity is vital to academic discourse and
enterprise. This principle applies to works of all authors and publishers in all
media. It encompasses respect for the right to acknowledgment, right to
privacy, and right to determine the form, manner, and terms of publication and
distribution.
Because electronic information is volatile and easily reproduced, respect for the
work and personal expression of others is especially critical in computer
environments. Violations of authorial integrity, including plagiarism, invasion of
privacy, unauthorized access, and trade secret and copyright violations, may be
grounds for sanctions against members of the academic community.
Software Classifications:
The EDUCOM Code defines four broad classifications of software and applies
different principles to each classification as follows:
COMMERCIAL SOFTWARE - software for which a license has been purchased
allowing use. Minimally, the license will stipulate that the software is covered by
copyright; one backup copy of the software may be made, although it cannot be
used unless the original package fails or is destroyed; and modifications to the
software are not allowed. Other restrictions may apply; read the license for
specific limitations.
SHAREWARE - the copyright holder specifically allows you to make and
distribute copies of the software, but demands payment if, after testing the
software, you adopt it for use. In general, all license restrictions for commercial
software apply. Selling software as shareware is a marketing decision and does
not change the legal requirements with respect to copyright.
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FREEWARE - the conditions for freeware are in direct contrast to generally
understood copyright restrictions. Although the software is covered by
copyright, the license allows for free use, modification, and distribution of the
software as long as the purposes are not for profit and credit for the original
work is given to the copyright holder.
PUBLIC DOMAIN - software for which the copyright holder has explicitly
relinquished all rights to the software. It must be clearly marked as "Public
Domain." Since March 1, 1989, all works assume copyright protection unless
the "Public Domain" notification is stated.
Computer Scanning
Computer scanning is the process of entering books, periodicals, art works,
etc., into a computer by means of an optical scanner. Once a work is entered in
the computer, it can be edited, manipulated, and reproduced. Scanning a text
may be a fair use if it is used only for research (e.g., for textual analysis).
Except for research uses, any other scanning of copyrighted texts requires the
permission of the copyright holder. Scanning by students as a learning
exercise may be permissible, but the copies should be promptly erased.
Database Downloading
Downloading involves copying a data transmission from a database utility to a
user’s computer.
Database, in any form. On-line or CD-ROM must not be copied. However, if the
license agreements include fair use provisions of the copyright law then such
copying may be carried out in accordance to the license provider. Printing from
the data base or copying it into another form must be strictly in accordance to
the vendor’s license.

5. Acknowledgments
The Copyright Law of Australia Part VB. Reproducing and communicating works etc.
by educational and other institutions & Division 2. Reproduction by
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Consortium of College and University Media Centers (CCUMC). Fair Use
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1. Policy Statement
NCT will establish clear process and guideline in advising the students in specifying
objectives of his/her program to ensure that the students progress to the next level in the
minimum stipulated time.
2. Purpose and Scope
This document relates to the tasks that the lecturer has to carry out as academic advisor. The
procedures and guidelines mentioned in this document are applicable to all NCT staff for the
proper implementation of advising in accordance to the College by laws.
3. Procedure
3.1. At the beginning of every semester, the Head of Registration Department provides
Heads of Academic Departments with the number of students to be admitted to their
departments in order to decide on the allocation of advisors
3.2. The Head of Academic Department prepares the allocation plan of advisors in which
he decides on the number of new advisees that each advisor will be assigned. He
takes into account
3.3. The fairness of allocations among all advisors
3.4. Ensure the advisor to advisee ratio
3.5. Lecturers who joined in the current semester or at the end of the previous semester
are not assigned advisees
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3.6. The Head of Academic Department sends the allocation plan to the Head of
Registration Departments.
3.7. The Head of Registration Department assigns the advisors to their advisees as per the
HoD allocation plan.
3.8. The Head of Registration Department prepares the lists of new students' Intakes
including the name of their advisors and then circulates it to the Head of Academic
Departments in order to be announced to their students.
3.9. Head of Academic Departments circulate the new students' intake to the concerned
advisors.
3.10. The Academic Advisor is to receive and meet his new advisees, open a file for each
one and to record the details of their visits and the issues he discuss with them. In
this first meeting with his advisees, the Academic Advisor should explain his role
and encourage them to contact him regularly.
3.11. In the beginning of every semester and in the first class of their courses, all course
tutors must explain the advising process and the role of the academic advisor to the
whole class.
3.12. The Academic Advisor should announce his advising hours to his advisee by
displaying it on his office door.
3.13. He needs to check if the advising process is explained in the first class of each
subject by the course tutors.
3.14. The Academic Advisor should report to the counseling department if his advisee
faces non-academic difficulties
3.15. The Academic Advisor should contact course lecturers or tutors who teach their
advisees to be aware of their progress and attendance.
3.16. The Academic Advisor has to pay special attention to the advisees who are on
academic probation and follow them up with the counseling department. In GFP,
Students who are repeating the level has to be treated in the same way.
3.17. At the end of every semester, the Academic Advisor should submit a report on his
advising process to the Head of the Section. The report should include the issues
discussed with his advisees and their performance (whether improved or not in
terms of GPA, removed probation or not) as well as the cases transferred to the
counseling department.
3.18. HoS will coordinate with the Departmental QAFU Coordinator to conduct a survey
at least 3 weeks before the end of every semester except summer semester. (Sample
of the questionnaire is attached herewith)
3.19. HoS is to get the result of survey from QAFU and prepare a report on the advising
process for that semester in which he compares its result with the previous
semesters and show the difficulties and improvements.
3.20. Department Council is to study the report and checks any related-KPIs in the
operational plan and then provides the college council with suggestions for
improving the advising process.
3.21. Discuss the report in the departmental meeting.
3.22. HoD sends the report with the suggestions to the Dean, Assistant Dean for
Academic Affairs, Assistant Dean for Student Affairs and Head of Counseling
Department.
4. Guideline
4.1. The Heads of Sections are to monitor the academic advising (Articles 24.5)
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4.2. The Heads of Academic Departments is to follow-up the academic advising (Articles
22.5)
4.3. The Head of Counseling Department is to supervise the counseling/advising process
and supervise the appointment of and training of the academic advisors in
coordination with the concerned department (Articles 26.1, 26.2)
4.4. Assistant Dean for Academic Affairs is to supervise the college academic activities
(Article 11.1) and Submit periodical reports on the different academic activities to
the dean (Article 11.10)
4.5. Assistant Dean for Student Affairs is to supervise the students' registration process,
providing them with guidance and monitor their attendance (Article 12.5)
4.6. Advisors has to provide their advisees/students with information on the following
academic activities:
4.6.1. Information for students in the General Foundation Program (GFP)
4.6.1.1.Advising process and procedure
4.6.1.2.
How students are placed in the relevant levels of the GFP after
the placement test
4.6.1.3.
The role of the group tutor
4.6.1.4.
The skills and courses that the student study in each level as
well as the number of hours per week
4.6.1.5.
What happens if a student fails in a certain level?
4.6.1.6.
What happens if a student fails in Math or IT courses but pass
in the English level or vise versa in the Intermediate or Advanced
Levels?
4.6.1.7.
What happens if a student fails in the TOEFL exam first time
and second time?
4.6.1.8.
When the students have to get external TOEFL and after how
many semesters?
4.6.1.9.
What type of TEOFL the student has to get from outside the
college?
4.6.1.10.
Tutorial class for students who fail in MATH or IT after the
announcement of results.
4.6.1.11.
How to use the self access center and its importance?
4.6.1.12.
The requirements to successfully complete the General
Foundation Program
4.6.1.13.
College vision and mission
4.6.1.14.
Graduate attributes
4.6.1.15.
Department/center resources
4.6.1.16.
Department Sections and role of heads of sections (HoS)
4.6.1.17.
Attendance rules and warnings
4.6.1.18.
Assessment criteria and how the student can pass the level
4.6.1.19.
College policy on late submission of assignment
4.6.1.20.
How the student can proceed from one level to another
4.6.1.21.
Examination rules
4.6.1.22.
Examination timetables and the draft copies
4.6.1.23.
Study skills
4.6.1.24.
Postponement of study
4.6.1.25.
Dismissal rules and how the student can be readmitted to the
college.
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4.6.1.26.
Feedback system on teaching, advising, classrooms, labs,
workshops, library, computers, assessment, timetables, registration,
visits, seminars, services and others
4.6.1.27.
Grievance and complaint procedure
4.6.1.28.
What is self-learning assignments?
4.6.1.29.
Using the library and the library information system
4.6.1.30.
Learning support services such as seminars, lectures, visits to
industry, guest lecturers, competitions
4.6.1.31.
The role of counseling department
4.6.1.32.
Transfer to other college
4.6.1.33.
How students can get their results
4.6.1.34.
Exam Appeals procedure
4.6.1.35.
The documents that the student can get when he completes the
GFP
4.6.1.36.
How student can change his specialization
4.6.1.37.
Where to go when joining the academic department
4.6.2. For Students in the Academic Departments
4.6.2.1.
Advising process and procedure
4.6.2.2.
How the student can register for courses and what courses they
can register for.
4.6.2.3.
What is course registration schedule and course registration
timetable and when and where they will be available
4.6.2.4.
Course Grading scales (90-100(A, 4 points), 85-89.99(A-, 3.7
points),etc.
4.6.2.5.
Which courses the student can register in the next semester
4.6.2.6.
Explain the terms of credit hours, contact hours, prerequisites,
academic probation and CGPA, SGPA and Overall GPA, Descriptive
Grade.
4.6.2.7.
When the student becomes on probation? And how to get rid of
it?
4.6.2.8.
Courses the student can repeat to improve his study
4.6.2.9.
How to calculate the student's GPA and the expected GPA to
avoid the academic probation (dismissal from college) or to improve
the student's GPA
4.6.2.10.
Courses that the student can repeat to improve his performance
and GPA
4.6.2.11.
The specializations in the department and their job
opportunities
4.6.2.12.
The degree audit(programs structure) of the students' Levels of
their study
4.6.2.13.
The content of the student's transcript
4.6.2.14.
Facilitate any tutorials that your advisee may need with other
tutors
4.6.2.15.
On-The-Job Training(OJT)
4.6.2.16.
Enhancement/Practical Training (EPT)
4.6.2.17.
The documents that the student can get when he graduates from
the college?
4.6.2.18.
College vision and mission
4.6.2.19.
Graduate attributes
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4.6.2.20.
Department/center resources
4.6.2.21.
Department Sections and role of heads of sections (HoS)
4.6.2.22.
Attendance rules and warnings
4.6.2.23.
Assessment criteria and how the student can pass the level
4.6.2.24.
College policy on late submission of assignment
4.6.2.25.
How the student can proceed from one level to another
4.6.2.26.
Examination rules
4.6.2.27.
Examination timetables and the draft copies
4.6.2.28.
Study skills
4.6.2.29.
Postponement of study
4.6.2.30.
Dismissal rules
4.6.2.31.
Feedback system on teaching, advising, classrooms, labs,
workshops, library, computers, assessment, timetables, registration,
visits, seminars, services and others
4.6.2.32.
Grievance and complaint procedure
4.6.2.33.
What is self-learning assignments?
4.6.2.34.
Using the library and the library information system
4.6.2.35.
Learning support services such as seminars, lectures, visits to
industry, guest lecturers, competitions
4.6.2.36.
The role of counseling department
4.6.2.37.
Transfer to other college
4.6.2.38.
How students can get their results
4.6.2.39.
Exam Appeals procedure
4.6.3. For Students in the CAT Program (Certified Accounting Technician)
4.6.3.1.
Advising process and procedure
4.6.3.2.
Program entry requirements
4.6.3.3.
What is ACCA and the registration process including student
ID.
4.6.3.4.
Program Structure and the requirement to complete the
program (This includes the number of papers and the passing marks of
each paper and subject)
4.6.3.5.
ACCA Exams schedules and location
4.6.3.6.
How ACCA announces the results and how students can get
them
4.6.3.7.
On-the-Job-Training
4.6.3.8.
The documents that the student can get from ACCA and from
the college when he graduates from the college?
4.6.3.9.
How student continues his study after getting CAT certificate
and what other certificates he/she can get
4.6.3.10.
College vision and mission
4.6.3.11.
Graduate attributes
4.6.3.12.
Department/center resources
4.6.3.13.
Department Sections and role of heads of sections (HoS)
4.6.3.14.
Attendance rules and warnings
4.6.3.15.
Assessment criteria and how the student can pass the level
4.6.3.16.
How the student can proceed from one level to another
4.6.3.17.
Examination rules
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4.6.3.18.
Feedback system on teaching, advising, classrooms, labs,
workshops, library, computers, assessment, timetables, registration,
visits, seminars, services and others
4.6.3.19.
Using the library and the library information system
4.6.3.20.
Learning support services such as seminars, lectures, visits to
industry, guest lecturers, competitions
4.6.3.21.
The role of counseling department
4.6.3.22.
Study skills
4.6.3.23.
Postponement of study
4.6.3.24.
Dismissal rules
4.6.3.25.
Grievance and complaint procedure
4.6.3.26.
Transfer to other college
4.6.3.27.
Exam Appeals procedure
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RISK MANAGEMENT POLICY

2.1 INTRODUCTION
Risk management is a systematic approach to maximize the prospects of ongoing success by
identifying, analyzing, evaluating and treating threats. (ISO/IEC Guide 73 (2002)
Risk management of the Colleges of Technology (CTs) is designed to understand, prioritize
and develop action plans for avoiding potential risks and their consequences that may affect
the efficiency of running the college operations.
2.2 POLICY
The colleges of technology recognize that risk in its many forms can affect governance and
management, reputation, health and safety, environment and community. They must therefore
be committed to identify, manage and minimize risks that may affect the day-to-day college
operations.
2.3 SCOPE
Staff in the college has a role to play in the identification and analysis of risk through the risk
management processes which are incorporated within the operational and activity plans of
centers and departments. The college is responsible to do the following;
•

Setting out a risk management policy to support the objectives such as:
a) avoid or minimize loss,
b) identify opportunities and threats, and
c) manage risks.

•

Training the staff to provide a rational basis in deciding what to do with regard to any
identified risks.

2.4 PROCEDURES
Step (1) Risk Identification
Step (2) Risk Analysis
Step (3) Risk Evaluation
Step (4) Risk Treatment
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Step (5) Risk Monitoring
Note: For details of the procedures, see the Annexure.
2.5 Risk Management Committee
This committee is responsible for ensuring that risk management is applied to all college
activities.
A.

Membership
Chairman

Members

: Dean

: The ADAA, ADSA and ADAF
Heads of Centers and Heads of Departments (HoDs and HoCs)
College Risk Officer (CRO)

B.

Roles and Responsibilities
Chairman
1. Oversees the functioning of the CRO.
2. Reviews the identified risks along with the corresponding contingency plans submitted by
CRO.
3. Approves the contingency plan for identified risks.
4. Ensures proper implementation of the risk management system in the college.

HoCs and HoDs
1. Promote risk awareness among staff through discussions and training.
2. Ensure that procedures are followed in identifying, assessing, and managing risks
according to policy.
3. Inform the CRO which risk requires immediate attention.
4. Submit risk register to CRO.

CRO
1. Oversees the risk management activities of the centers and departments.
2. Reviews the risk register submitted by centers and departments.
3. Evaluates and prioritizes treatment of risks.
4. Prepares contingency plans for identified high risk cases.
5. Reports to the Chairman of the Committee the identified risks along with the
corresponding contingency plans and the actions taken by the units concerned.
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2.6 RELATED DOCUMENTS
1. Bylaws of Colleges of Technology
2. Quality Assurance Manual (QAM)
3. Quality Sub-Manuals (QSMs)
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Annexure
Risk Management Process
Risk management is the process of anticipating and analyzing risks and coming up with
effective and efficient ways of managing and eliminating them.

Managing risks is a

continuous activity, which assists in making decisions to improve current work practices.
In establishing the context, risk management process requires an examination of the external
and organizational aspects of the college. It also studies the environment for risk
identification, analysis and treatment options. The context determines the scope for each
level of the assessment.
There are different steps involved in this process, which are illustrated in Figure 1 below.
Establish the context

Risk
identification
I(1)

Risk

Risk Evaluation

Analysis

(3)

Risk
Treatment

Risk
Monitoring

Communication and consultation

Figure 1: Risk Management Process

adapted from:
a)Victorian TAFE Governance Program 2006, Training Materials. org (based on ISO 31000)
b) Office of Training and Testing Education, 2006, retrieved on 15 November 2010
from http://www.vta.vic.edu.au/docs/GovW3_Participants_Notes.pdf
c) Southern Cross University,2008, retrieved on 15 November 2010 from
http://www.scu.edu.au/risk_management/index.php/2/
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Step (1) Risk Identification: Define the types of risks that may occur, how they could
happen, and which stakeholders (students, staff, community) will be affected. The table
below defines the types of risks with examples.

Table 1. Types of Risks
Types

Definition

Examples

of Risks
Strategic

An unexpected event which may affect

•

the effectiveness of the management

Planning and implementation of college
strategic and operational plan

•

Major decisions taken by management

Risk resulting from inadequate

•

Recruitment problem

or failed internal systems and processes,

•

Failure in accounting controls

resources, or from external events.

•

Failure in IT systems, e.g. registration

•

Breakdown of equipment

•

Inadequate document retention or record

process towards meeting the college
objectives.
Operational

keeping
•

Poor management

•

Lack of supervision, accountability and
control

Financial

The risk of having inadequate budget

•

Budget allocation

to meet financial obligations.

•

Links

between

planning

and

resource

allocation
Compliance

Reputation

Risk

arising

from

centers

and

•

Non-adherence to new policies such as health

departments not following policies and

and safety policy , parking policy and

procedures.

maintenance policy

Risk arising from negative opinion of

•

Leakage of information

others which affects the institution’s
image and its ability to continue or
establish new

relationships or

services.
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Adapted from: http://www.businesslink.gov.uk/bdotg/action/detail?itemId=1074405311&type=RESOURCES
retrieved on 18 November 2010.

Step (2) Risk Analysis: The likelihood of the risk happening and the consequences or impact
of that event occurring.
Step (3) Risk Evaluation: Describe and quantify the likelihood and consequences that
risks may cause. The risks are ranked and prioritized to help in deciding the extent and nature
of treatment required. The table below describes the degrees of consequences and likelihood
of risks.
Table 2. Severity
Level

Descriptor

5

Very High

4

High

3

Average

2

Low

1

Very Low

Level

Descriptor

A

Very High

B

High

C

Average

D

Low

E

Very Low

Description
Loss would lead to questioning the viability of the college and
system.
Loss will disrupt the functioning of the college.
Loss would disrupt operations or threaten the viability of an
operational process.
Minor loss.
Loss is within acceptable or reasonable range associated with dayto-day activities.

Table 3. Occurrence
Description
Loss is likely to occur on a day-to-day basis.
Loss is likely to occur at regular intervals.
Loss is likely to occur within the upcoming year.
Occurrence of loss in the future.
Occurrence of loss in the near future is possible, but unlikely.

Adopted from Road to implementation, Enterprise Risk Management for colleges and universities,
Arthur Gallagher Higher Education practice, 2009 retrieved on 12 October 2010 from
http://www.ajgrms.com/portal/server.pt/gateway/PTARGS_0_28406_570311_0_0_18/
ERM%20TT%20Report%20Final%209-23-09.pdf
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Step (4) Risk Treatment: Develop and implement a plan with specific solutions to
address the identified risks.

Table 4. Risk Register
Event/

Possible

Risk

Recommended

Resources

Possible

How risk

Staff

Situation

loss due to

based on

Solution

Needed

handling

options

Responsible

options

can be

Event/Situation

Severity

Occurrence

monitored
Computers

In-progress

breakdown

practical

due

sessions

to

electric

4

B

need

to be postponed

Provide

Generator

Ensure the

Technicians

generator or

or

availability

of

Powerful

powerful

of

centers and

Uninterrupted

UPS

resources

departments

Forecasting

HoCs

of

HoDs

Power Supply

failure

(UPS)
Lack

of

Timetable

classrooms

schedules

due

followed.

to

3
not

C

*Extend

the

number

of

teaching hours

increase of

*

enrollees

number

student

enrollees

Increase
of

buildings

Step (5) Risk Monitoring: Monitor the activities and processes to determine the accuracy of
assumptions and the effectiveness of the measures taken to treat the risk (see Table 4 above).
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and

NAME OF
POLICY

HEALTH and SAFETY POLICY

1.1 INTRODUCTION
The Colleges of Technology are concerned about the health and safety of staff, students and
visitors in the campus. One of the responsibilities of the colleges is to provide a safe working
and learning environment. The Health and Safety Committee (HSC) is created to ensure
proper implementation of the health and safety policies and other requirements implemented
in the centers and departments.
1.2 POLICY
In order to provide a healthy and safe working and learning environment for staff, students
and visitors, the colleges are committed to do the following:
•

Manage and maintain a work environment where risks to health and safety are
minimal

•

Promote awareness and protection against hazards at the workplace

•

Protect staff, students, and visitors from any dangers in case of emergency or crisis

•

Ensure the orderly and complete evacuation whenever an emergency or crisis arises

•

Familiarize the staff and students with procedures to follow in case of events such as
fire, smoke, natural calamities and accidents

•

Provide appropriate training to staff according to their duties and responsibilities.

1.3 SCOPE
•

Setting out an institutional policy for the colleges of technology to ensure safety and
protection of staff, students and visitors inside the college premises.

•

Creating awareness of safety procedures in Quality Sub Manual (QSM) to staff and
students.

•

Ensuring that health and safety is everyone’s responsibility and its effective
implementation requires the involvement and commitment of all stakeholders.

•

Reporting the health and safety matters to the Health and Safety Committee through
proper channels for further action.

Types of hazards
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Regardless of the type or kind of hazard, they are all risks and therefore should be
minimized, if not totally eleminated, at all costs.
Hazards include, but not limited to, the following:
Fire, smoke, natural calamities, toxic gas release or explosions are examples of the
various hazards which may happen during office work or in class.
1.4 PROCEDURES
a) General Procedure:
1. Conduct awareness programs for staff and students on health and safety policies
and procedures.
2.

Ensure that safety procedures are followed by staff and students.

b) Evacuation Procedure:
1. Instruct and direct students to evacuate the building immediately through the
nearest building exit when notified of an emergency.
2.

Proceed to the assembly point.

3.

Proceed to the alternative assembly point decided upon by the college authority if
the designated assembly point is blocked.

4.

Report the unaccounted or missing persons to the health and safety officers
immediately.

5.

Remain at the designated assembly point until the all-clear signal has been given
by the designated health and safety officers.

c) Procedure in the event of fire:
1. Raise the alarm immediately if a fire is confirmed or discovered.
2. Break the glass of the nearest location of the fire extinguisher.
3. Inform Civil Defense on 999.
4. i. Shutdown emergency switches, operation of all machines, equipment and other
electrical devices.
ii. Turn off gas supplies and gas cylinders.
5. Go immediately to the assembly point.
6. Proceed to the alternative assembly point decided upon by the college authority

if the designated assembly point is blocked.
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7. Remain at the designated assembly point until the all-clear signal has been given

by the designated health and safety officer.

d) Procedure in the event of accident during work or class/lab: (QSM, page
1.
Provide appropriate first aid treatment.
2.

Seek help from the nearest staff member, for serious cases.

3.

Take the person to the college clinic for further treatment.

4.

Report the incident immediately to the Head of Unit.

5.

Inform the family of the injured person.

6.

Ensure that the injured person is well assisted.

e) Electrical Hazards Procedure: (QSM, page

)

)

Minor Situation
1.

Report any electrical problems such as faulty wiring, electric shock, flickering
lights, busted electrical fixtures (switches, lights, lamps etc.) to the College
Maintenance Department immediately.

2.

Call extension number _______ or ______ for requests requiring urgent
action. During weekends, holidays and after working hours, the staff may call
_________ for immediate assistance.

3.

Fill in a maintenance form which is available in the portal for action by the
maintenance department.

4.

Report the case to the health and safety officer for further action.

Serious and Immediate Situation
1.

Instruct and direct students to evacuate the building immediately through the
nearest building exit when notified of an emergency.

2.

Proceed to the assembly point.

3.

Proceed to the alternative assembly point decided upon by the college
authority if the designated assembly point is blocked.

4.

Report the unaccounted or missing persons to the health and safety officers
immediately.

5.

Remain at the designated assembly point until the all-clear signal has been
given by the designated health and safety officers.
158

1.5 Health and Safety Committee
This committee is responsible for ensuring that all centers and departments are complying with
policies and procedures, and requirements set in the Quality Assurance Manual (QAM), Quality
Sub Manual (QSM), and Regulation of Occupational Safety and Health for establishments
governed by labor law (OSH) (Ministerial decision 286/2008)
a) Membership
Chairman

: Assistant Dean for Administration and Finance (ADAF)

Members

: Health and Safety officers of centers and departments (HSO),
who will represent the respective centers and departments Cs &Ds.

b) Roles and Responsibilities
Chairman
1. Oversees the activities of the committees.
2. Ensures proper implementation of health and safety system in the college.
3. Reviews the implementation of health and safety policies and recommend changes.
4. Reviews feedback reports received from HSO and takes necessary action.
5. Addresses health and safety issues requiring immediate attention.
Health and Safety Officers (HSOs) of centers and departments
1. Raise awareness of good health, safety and welfare practices among staff and students
in the college through training, seminars and workshops.
2. Identify the hazardous area and safety needs of their unit and suggest improvements.
3. Ensure that the general operating guidelines for labs and workshops are strictly
followed.

4. Check the facilities and safety requirements such as first aid kits, emergency exit
marking, fire fighting system, assembly points, etc.
5. Facilitate the annual evacuation and fire drill activity.
6. Report to the chairman about health and safety needs of the unit and activities in the
college.

1.6 RELATED DOCUMENTS
1. Bylaws of Colleges of Technology
2. Quality Assurance Manual (QAM)
3. Quality Sub-Manuals (QSMs)
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NCT
Nizwa College of Technology

STAFF INDUCTION POLICY
Responsible Authority
Contact Details
Authorization
Effective From
Amendments
Superseded Documents

Review
File Number
Related Documents

College Dean
Dean Coordinator, Ext. No. 554
Human Resource Department, Ext. No. 557
NCT College Council
Decision No. ___ Date: ____________
Date: __________
This is the first written version of an existing policy.
QAM-2007-Section 9.4
Review to be done by HoD of Human Resource Dept.,
Heads of ELC and Academic Departments; Policy review to
be done annually during the Summer Term.
AD-STF-022
Induction Procedure
Bylaw Article No. ____

1. Policy Statement
All newly-recruited staff at the college will receive a complete induction
within the first two weeks of a new semester. Inductions will occur in the
first two semesters of the academic year and will be conducted in two
phases. There will be a general college induction followed by a
departmental induction.
2. Purpose and Scope
The aim of this policy is to welcome new staff and help them integrate smoothly into
their new roles. Staff inductions should help newcomers:
b)
c)
d)
e)
f)
g)
h)
i)

understand the college Mission, Vision and Values;
understand the College Bylaws
become familiar with the policies and procedures of the college;
understand the college structure and organization;
understand their roles and responsibilities in the college;
feel supported by the college;
meet administrators, colleagues and other staff members; and
become familiar with the college campus.

This policy applies to all newly-recruited staff of the college.
3. Implementation
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3.1 Roles and Responsibilities
For the general college induction, the Head of Human Resource Department is
responsible for coordinating the conduct of the induction. The HR department is
likewise responsible for the development of the induction in consultation with
AD Academics and AD Administration and Finance.
For departmental induction, HoDs and HoSs are responsible for facilitating the
entire process.
For administrators (e.g. HoDs and HoSs), the immediate superior will conduct the
induction.
3.2 Communication
This policy will be distributed through the College Policy Manual and via the
college intranet.
3.3 Procedures and Forms
Procedures and Forms related to this policy are as follows:
2.Staff Induction Procedures
3. [please include here other related procedures and forms]
3.4 Guidelines (if necessary)
Guidelines related to this policy include:
I.

[please include here relevant guidelines if there is any]

4. Revisions
Version

0.1

Date

16/06/2009

Author
QAFU

Approval

Sections
Modified

N/A

Details of
Amendments
This is a new policy.

Distributed To
Asst. Deans, HoD –
HR, HoC – ELC,
HoDs – Academic
Depts.
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NCT
Nizwa College of Technology

STUDENT INDUCTION POLICY
Responsible Authority
Contact Details
Authorization
Effective From
Amendments
Superseded
Documents

Review
File Number
Related Documents

College Dean
Assistant Dean of Student Affairs, Ext. No. 599
NCT College Council
Decision No.___ Date: ______________
Date: __________
This is the first version of a new policy.
NCT QAM, p.45 No. 8.3.2
Review to be done annually during the summer term
by the
Assistant Dean of Student Affairs, Heads of ELC and
Academic Departments.
AD-STU-023
Student Induction Procedure

1. Policy Statement
The college will provide induction programs to students at three different times
during their studies as follows:
A. A foundation-oriented induction in the first week of their foundation studies
B. An induction for students in the first week of their certificate studies to introduce
students to their academic departments
C. An induction for diploma/higher diploma students to brief students about their
area of specialization
2. Purpose and Scope
The aim of this policy is to welcome students and help them integrate smoothly into
college life. Student inductions should help students to:
a)
b)
c)
d)
e)
f)
g)
h)
i)

understand the college Mission, Vision, and Values
become familiar with student-related policies and procedures of the college
understand the college structure
understand the college rules and regulations
feel supported by the college
be introduced to college authorities and key staff members
become familiar with the college campus
learn about the services and facilities available to them
help students get ready access to information and advice on student finance
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j) understand the various academic programs and specializations offered at the
college
3. Implementation
3.1 Roles and Responsibilities
For the foundation induction, the Assistant Dean of Student Affairs is responsible for
coordinating events in conjunction with the ELC Department and the Finance
Department.
For the certificate and specialization inductions, the academic departments are
responsible for facilitating the entire process.
3.2 Communication
This policy will be distributed through the College Policy Manual and via the college
intranet.
3.3 Procedures and Forms
Procedures and Forms related to this policy are as follows:
1. Student Induction Procedures File No. X
3.4 Guidelines (if necessary)
Guidelines related to this policy include:
1. [please include here other relevant guidelines]
4. Revisions
Version

0.1

Date

20/06/09

Author

QAFU

Approval
NCT College
Council
Decision No.
Date: ______

Sections
Modified

N/A

Details of
Amendments

Distributed
To

This is the first
written version
of the policy.

Asst. Deans,
HoD – Finance,
HoC – ELC,
HoDs –
Academic
Depts.
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ﻣﻘﺘﺮﺡ ﻻﺋﺤﺔ ﺍﻻﻧﺘﻘﺎﻝ ﻓﻲ ﺍﻟﻜﻠﻴﺎﺕ ﺍﻟﺘﻘﻨﻴﺔ
ﺍﻭﻻ :ﺍﻧﺘﻘﺎﻝ ﻁﻼﺏ ﺍﻟﻜﻠﻴﺎﺕ ﺍﻟﺘﻘﻨﻴﺔ ﺑﻴﻦ ﺍﻟﺘﺨﺼﺼﺎﺕ ﺑﻌﺪ ﺍﻻﻧﺘﻬﺎء ﻣﻦ ﺍﻟﺴﻨﺔ ﺍﻟﺘﺎﺳﻴﺴﻴﺔ
ﻳﺤﻖ ﻟﻠﻄﻼﺏ ﺍﻟﻤﻘﺒﻮﻟﻮﻥ ﻓﻲ ﺍﻟﻜﻠﻴﺎﺕ ﺍﻟﺘﻘﻨﻴﺔ ﻭﺑﻌﺪ ﺍﻧﻬﺎﺋﻬﻢ ﺍﻟﺴﻨﺔ ﺍﻟﺘﺎﺳﻴﺴﻴﺔ ﺍﻻﻧﺘﻘﺎﻝ ﺍﻟﻰ ﺍﻟﺘﺨﺼﺼﺎﺕ ﺍﻟﻤﺨﺘﻠﻔﺔ
ﺍﻻﺧﺮﻯ ﺩﺍﺧﻞ ﺍﻟﻜﻠﻴﺔ ﺍﻟﻮﺍﺣﺪﺓ ﻭﺫﻟﻚ ﻭﻓﻖ ﺍﻟﺸﺮﻭﻁ ﺍﻟﺘﺎﻟﻴﺔ:
 .1ﻳﺘﻢ ﺗﻘﺪﻳﻢ ﻁﻠﺐ ﺗﻐﻴﻴﺮ ﺍﻟﺘﺨﺼﺺ ﺍﻟﻰ ﻗﺴﻢ ﺍﻟﺘﺴﺠﻞ ﻓﻲ ﺍﻟﻜﻠﻴﺔ ﺑﻌﺪ ﺍﻥ ﻳﻜﻮﻥ ﺍﻟﻄﺎﻟﺐ ﻗﺪ ﺍﻧﻬﻰ ﻛﺎﻓﺔ
ﻣﺘﻄﻠﺒﺎﺕ ﺍﻟﺴﻨﺔ ﺍﻟﺘﺎﺳﻴﺴﻴﺔ ﺑﻨﺠﺎﺡ ﻭﺍﺟﺘﺎﺯ ﺍﻣﺘﺤﺎﻥ ﺍﻟﺨﺮﻭﺝ ﻭﺍﻟﺘﻮﻓﻞ ﻭﻣﻬﺎﺭﺍﺕ ﺍﻟﺮﻳﺎﺿﻴﺎﺕ
ﻭﺍﻟﻜﻤﺒﻴﻮﺗﺮ.
 .2ﻳﺘﻢ ﺗﻐﻴﻴﺮ ﺍﻟﺘﺨﺼﺺ ﺑﻌﺪ ﻅﻬﻮﺭ ﻧﺘﺎﺋﺞ ﺍﻟﻤﺴﺘﻮﻯ ﺍﻟﻤﺘﻘﺪﻡ ﻣﻦ ﺍﻟﺴﻨﺔ ﺍﻟﺘﺎﺳﻴﺴﻴﺔ ﻭﻋﻠﻰ ﺍﻥ ﻻ ﻳﺘﺠﺎﻭﺯ
ﺍﻗﺮﺍﺭ ﻋﻤﻠﻴﺔ ﺍﻟﺘﻐﻴﻴﺮ ﺑﻜﺎﻣﻠﻬﺎ ﻓﺘﺮﺓ ﺍﺳﺒﻮﻋﻴﻦ ﻣﻦ ﺑﺪﺍﻳﺔ ﺍﻟﻔﺼﻞ ﺍﻟﺪﺭﺍﺳﻲ ﺍﻻﻭﻝ ﺑﻤﺴﺘﻮﻯ ﺍﻻﻧﺠﺎﺯ.
 .3ﺍﺳﺘﻴﻔﺎء ﺷﺮﻭﻁ ﺍﻟﻘﺒﻮﻝ ﻟﻠﺘﺨﺼﺺ ﺍﻟﻤﻄﻠﻮﺏ ﺍﻻﻧﺘﻘﺎﻝ ﺍﻟﻴﺔ ﻣﻦ ﻣﺮﻛﺰ ﺍﻟﻘﺒﻮﻝ ﺍﻟﻤﻮﺣﺪ ﻭﺍﻟﻤﻌﻠﻨﺔ ﻓﻲ
ﺍﻟﺴﻨﺔ ﺍﻟﺘﻲ ﺗﻢ ﻗﺒﻮﻝ ﺍﻟﻄﺎﻟﺐ ﺑﻬﺎ.
 .4ﻭﺟﻮﺩ ﺷﺎﻏﺮ ﻓﻲ ﺍﻟﺘﺨﺼﺺ ﺍﻟﻤﻄﻠﻮﺏ ﺍﻻﻧﺘﻘﺎﻝ ﺍﻟﻴﻪ -ﺍﻟﺸﻮﺍﻏﺮ ﺗﻜﻮﻥ ﺑﻌﺪﺩ ﺍﻟﻄﻼﺏ ﺍﻟﻤﻔﺼﻮﻟﻴﻦ
ﻭﺍﻟﻤﻨﺴﺤﺒﻴﻦ ﻭﺍﻟﻤﻨﺘﻘﻠﻴﻦ.
 .5ﻳﻌﺘﺒﺮ ﺍﻟﺘﻐﻴﻴﺮ ﻧﺎﻓﺬﺍ ﺑﻌﺪ ﺍﻗﺮﺍﺭﻩ ﻣﻦ ﻣﺠﻠﺲ ﺍﻟﻜﻠﻴﺔ ﻟﻠﺤﺎﻻﺕ ﺍﻟﻤﺴﺘﻮﻓﻴﺔ ﻟﻠﺸﺮﻭﻁ.
 .6ﻳﺘﻢ ﺍﺧﻄﺎﺭ ﺍﻟﻤﺪﻳﺮﻳﺔ ﺍﻟﻌﺎﻣﺔ ﻟﻠﺘﻌﻠﻴﻢ ﺍﻟﺘﻘﻨﻲ ﻭﻣﺮﻛﺰ ﺍﻟﻘﺒﻮﻝ ﺍﻟﻤﻮﺣﺪ ﺑﺎﺳﻤﺎء ﺍﻟﻄﻠﺒﺔ ﺍﻟﺬﻳﻦ ﺗﻢ ﺗﻐﻴﻴﺮ
ﺗﺨﺼﺼﺎﺗﻬﻢ.
ﺛﺎﻧﻴﺎ :ﺍﻻﻧﺘﻘﺎﻝ ﺑﻴﻦ ﺍﻟﺘﺨﺼﺼﺎﺕ ﻓﻲ ﻣﺮﺣﻠﺔ ﺍﻻﻧﺠﺎﺯ
ﻳﻤﻜﻦ ﻻﻱ ﻁﺎﻟﺐ ﻏﻴﺮ ﻣﺴﺘﻮﻓﻲ ﻟﺸﺮﻭﻁ ﺍﻟﺘﻐﻴﻴﺮ ﻓﻲ ﺍﻭﻻ ﺍﻻﻧﺘﻘﺎﻝ ﻣﻦ ﺗﺨﺼﺺ ﻻﺧﺮ ﺧﻼﻝ ﻓﺘﺮﺓ ﺍﻻﻧﺠﺎﺯ
ﻭﺫﻟﻚ ﻭﻓﻖ ﺍﻟﺸﺮﻭﻁ ﺍﻟﻤﺒﻴﺔ ﺍﺩﻧﺎﻩ:
 .1ﻳﻜﻮﻥ ﺍﻧﺘﻘﺎﻝ ﺍﻟﻄﺎﻟﺐ ﺑﻴﻦ ﺍﻟﺘﺨﺼﺼﺎﺕ ﻓﻲ ﺍﻟﻜﻠﻴﺔ ﺍﻟﻮﺍﺣﺪﺓ ﺍﻭ ﻟﻜﻠﻴﺔ ﺍﺧﺮﻯ ﻋﻨﺪﻣﺎ ﻻ ﻳﺘﻮﻓﺮ ﺍﻟﺘﺨﺼﺺ
ﻓﻲ ﻛﻠﻴﺘﻪ.
 .2ﻳﺘﻢ ﺗﻘﺪﻳﻢ ﻁﻠﺐ ﻟﻘﺴﻢ ﺍﻟﺘﺴﺠﻴﻞ ﺑﻌﺪ ﻅﻬﻮﺭ ﻧﺘﺎﺋﺞ ﺍﻟﻤﺴﺘﻮﻯ ﺍﻟﻤﺘﻘﺪﻡ ﻟﻠﺴﻨﺔ ﺍﻟﺘﺎﺳﻴﺴﻴﺔ ﻭ ﻗﺒﻞ ﺑﺪﺍﻳﺔ ﺍﻟﻔﺼﻞ
ﺍﻻﻭﻝ ﻟﻤﺮﺣﻠﺔ ﺍﻻﻧﺠﺎﺯ ﻋﻠﻰ ﺍﻥ ﻻ ﺗﺘﺠﺎﻭﺯ ﻓﺘﺮﺓ ﺍﻗﺮﺍﺭ ﻁﻠﺐ ﺍﻻﻧﺘﻘﺎﻝ ﺍﺳﺒﻮﻋﻴﻦ ﻣﻦ ﺑﺪء ﺍﻟﻔﺼﻞ.
 .3ﻋﻠﻰ ﺍﻟﻄﺎﻟﺐ ﺍﻟﺤﺼﻮﻝ ﻋﻠﻰ ﺩﺭﺟﺔ ﺗﻮﻓﻞ ﻣﺆﺳﺴﻲ ﺍﻭ ﻋﺎﻟﻤﻲ ﺍﻛﺒﺮ ﺍﻭ ﻳﺴﺎﻭﻱ  400ﻣﻦ ﺩﺍﺧﻞ ﺍﻟﻜﻠﻴﺔ
ﺍﻭ  500ﻣﻦ ﺧﺎﺭﺝ ﺍﻟﻜﻠﻴﺔ.
 .4ﻗﺒﻮﻝ ﻁﻠﺒﺎﺕ ﺍﻟﺘﻐﻴﻴﺮ ﻳﻌﺘﻤﺪ ﻋﻠﻰ ﻋﺪﺩ ﺍﻟﻤﻘﺎﻋﺪ ﺍﻟﺘﻲ ﻳﻤﻨﺤﻬﺎ ﻛﻞ ﻗﺴﻢ ﻭﻓﻖ ﺍﻟﻤﻮﺍﺭﺩ ﺍﻟﻤﺘﺎﺣﺔ.
 .5ﺍﺳﺘﻴﻔﺎء ﺷﺮﻭﻁ ﺍﻻﻧﺘﻘﺎﻝ ﻭﻓﻖ ﺍﻟﻤﻌﺎﻳﻴﺮ ﺍﻟﻤﺒﻴﻨﺔ ﻓﻲ ﺟﺪﻭﻝ ﺭﻗﻢ ) (1ﻭﺣﺴﺐ ﺍﻟﺘﺨﺼﺺ ﺍﻟﻤﻄﻠﻮﺏ.
 .6ﻳﺨﻀﻊ ﺍﻟﻄﺎﻟﺐ ﻻﻣﺘﺤﺎﻥ ﺗﺤﺪﻳﺪ ﻣﺴﺘﻮﻯ ﺑﻌﺪ ﺍﺳﺘﻴﻔﺎءﻩ ﻟﻤﻌﺎﻳﻴﺮ ﺍﻻﻧﺘﻘﺎﻝ ﻟﻠﺘﺨﺼﺺ ﺍﻟﺬﻱ ﻳﻄﻠﺒﻪ.
 .7ﻳﺤﺴﺐ ﺍﻟﺘﺎﺧﻴﺮ ﺑﺴﺒﺐ ﺍﻻﻧﺘﻘﺎﻝ ﻣﻦ ﻣﺪﺓ ﺍﻟﺪﺭﺍﺳﺔ ﻭﻋﻠﻰ ﺍﻟﻄﺎﻟﺐ ﺍﻥ ﻻ ﻳﺘﺠﺎﻭﺯ ﺍﻟﻤﺪﺓ ﺍﻟﻤﻘﺮﺭﺓ ﻟﻠﺪﺭﺍﺳﺔ
ﻓﻲ ﺍﻟﻜﻠﻴﺔ ﻭﻓﻖ ﺍﻟﻼﺋﺤﺔ ﺍﻟﺘﻨﻈﻴﻤﻴﺔ.
 .8ﻳﺴﻤﺢ ﻟﻠﻄﺎﻟﺐ ﺍﺧﺘﻴﺎﺭ ﺗﺨﺼﺺ ﻭﺍﺣﺪ ﻓﻘﻂ ﻟﻠﺘﻐﻴﻴﺮ.
 .9ﺑﻌﺪ ﺍﻟﻨﺠﺎﺡ ﺑﺘﺤﻘﻴﻖ ﻣﻌﺎﻳﻴﺮ ﺍﻻﻧﺘﻘﺎﻝ ﺗﺤﺴﺐ ﺍﻟﺴﺎﻋﺎﺕ ﺍﻟﻤﻌﺘﻤﺪﺓ ﻓﻘﻂ ﻟﻠﺪﺭﻭﺱ ﺍﻟﻤﺸﺘﺮﻛﺔ ﻭﺍﻟﺘﻲ ﺗﺘﻔﻖ
ﻣﻊ ﺍﻟﺨﻄﺔ ﺍﻟﺪﺭﺍﺳﻴﺔ ﻟﻠﺘﺨﺼﺺ ﺍﻟﺠﺪﻳﺪ .ﺍﻣﺎ ﺍﻟﻤﻘﺮﺭﺍﺕ ﺍﻻﺧﺮﻯ ﻓﻼ ﺗﺪﺧﻞ ﻓﻲ ﺣﺴﺎﺏ ﺍﻟﻤﻌﺪﻝ
ﺍﻟﺘﺮﺍﻛﻤﻲ.
 .10ﻳﺘﺤﻤﻞ ﺍﻟﻄﺎﻟﺐ ﻣﺴﺆﻭﻟﻴﺔ ﺍﻱ ﺗﻌﺎﺭﺽ ﻓﻲ ﺍﻟﺠﺪﻭﻝ ﺍﻟﺪﺭﺍﺳﻲ ﺑﺴﺒﺐ ﺭﻏﺒﺘﻪ ﺑﺎﻻﻧﺘﻘﺎﻝ ﻟﺘﺨﺼﺺ ﺍﺧﺮ
ﻭﺗﺴﺠﻴﻠﻪ ﻣﻮﺍﺩ ﻣﻦ ﺫﻟﻚ ﺍﻟﺘﺨﺼﺺ.
 .11ﻳﻌﺘﺒﺮ ﺍﻟﺘﻐﻴﻴﺮ ﻧﺎﻓﺬﺍ ﺑﻌﺪ ﺍﻗﺮﺍﺭﻩ ﻣﻦ ﻣﺠﻠﺲ ﺍﻟﻜﻠﻴﺔ ﻟﻠﺤﺎﻻﺕ ﺍﻟﺘﻲ ﺍﺳﺘﻮﻓﺖ ﻣﻌﺎﻳﻴﺮ ﺍﻻﻧﺘﻘﺎﻝ ﺑﻨﺠﺎﺡ.
164

 .12ﻳﺘﻢ ﺍﺧﻄﺎﺭ ﺍﻟﻤﺪﻳﺮﻳﺔ ﺍﻟﻌﺎﻣﺔ ﻟﻠﺘﻌﻠﻴﻢ ﺍﻟﺘﻘﻨﻲ ﻭﻣﺮﻛﺰ ﺍﻟﻘﺒﻮﻝ ﺍﻟﻤﻮﺣﺪ ﺑﺎﺳﻤﺎء ﺍﻟﻄﻠﺒﺔ ﺍﻟﺬﻳﻦ ﺗﻢ ﺗﻐﻴﻴﺮ
ﺗﺨﺼﺼﺎﺗﻬﻢ ﺑﻌﺪ ﺍﺟﺘﻴﺎﺯﻫﻢ ﻣﻌﺎﻳﻴﺮ ﺍﻻﻧﺘﻘﺎﻝ ﺑﻨﺠﺎﺡ.
ﺟﺪﻭﻝ ﺭﻗﻢ )(1
ﻣﻌﺎﻳﻴﺮ ﺍﻻﻧﺘﻘﺎﻝ ﻣﻦ ﺗﺨﺼﺺ ﻻﺧﺮ ﺧﻼﻝ ﻣﺮﺣﻠﺔ ﺍﻻﻧﺠﺎﺯ
ﺍﻻﻧﺘﻘﺎﻝ ﺍﻟﻰ

ﺍﻻﻧﺘﻔﺎﻝ ﻣﻦ

ﻗﺴﻢ ﺍﻟﺪﺭﺍﺳﺎﺕ
ﺍﻟﺘﺠﺎﺭﻳﺔ

ﺍﻱ ﻗﺴﻢ ﺍﺧﺮ

ﺍﻟﺤﺪ ﺍﻻﺩﻧﻰ
ﻟﻤﺠﻤﻮﻉ ﺍﻟﻨﻘﺎﻁ
GPA

3.00

ﻗﺴﻢ ﺍﻟﻬﻨﺪﺳﺔ

ﺍﻟﺪﺭﺍﺳﺎﺕ
ﺍﻟﺘﺠﺎﺭﻳﺔ ﻭﻗﺴﻢ
ﺗﻘﻨﻴﺔ
ﺍﻟﻤﻌﻠﻮﻣﺎﺕ

3.00

ﺍﻟﻌﻠﻮﻡ ﺍﻟﺘﻄﺒﻴﻘﻴﺔ
3.00
ﻗﺴﻢ ﺗﻘﻨﻴﺔ
ﺍﻟﻤﻌﻠﻮﻣﺎﺕ

ﺍﻱ ﻗﺴﻢ ﺍﺧﺮ
2.3

ﺍﻟﻤﻘﺮﺭﺍﺕ ﺍﻟﻤﻄﻠﻮﺑﺔ ﻗﺒﻞ
ﺍﻻﻧﺘﻘﺎﻝ
1. BAMG 1100
Introduction to
Business
2. BAMA 1101
Business
Mathematics
1. College Algebra)(compulsory
2. Fundamental of
Chemistry or
3. Engineering
Graphics
1. College Algebra
2. Engineering
graphics
(1) ITSE1101
Introduction to C
Programming

ﺍﻟﺤﺪ ﺍﻻﺩﻧﻰ ﻟﻤﻌﺪﻝ
ﻧﻘﺎﻁ ﺍﻟﻤﻘﺮﺭﺍﺕ
Min “B” grade
in the required
courses without
repeating

Min “B” grade
in the required
courses without
repeating

Min “C” grade
in the required
courses without
repeating

ﺍﻟﺤﺪ ﺍﻻﺩﻧﻰ ﻟﻌﺪﺩ
ﺍﻟﺴﺎﻋﺎﺕ ﺍﻟﻤﻌﺘﻤﺪﺓ

15

15

15

(2) MATH1100
College Algebra

ﺛﺎﻟﺜﺎ :ﺍﻻﻧﺘﻘﺎﻝ ﻣﻦ ﺟﺎﻣﻌﺎﺕ ﻭﻛﻠﻴﺎﺕ ﻭﻣﺆﺳﺴﺎﺕ ﺗﻌﻠﻴﻤﻴﺔ ﺍﺧﺮﻯ ﺍﻟﻰ ﺍﻟﻜﻠﻴﺎﺕ ﺍﻟﺘﻘﻨﻴﺔ
ﻳﻜﻮﻥ ﺍﻧﺘﻘﺎﻝ ﺍﻟﻄﻼﺏ ﻣﻦ ﺍﻟﻤﺆﺳﺴﺎﺕ ﺍﻟﺘﻌﻠﻴﻤﻴﺔ ﺍﻻﺧﺮﻯ ﻣﻦ ﺩﺍﺧﻞ ﺍﻭ ﺧﺎﺭﺝ ﺍﻟﺴﻠﻄﻨﺔ ﻭﺍﻟﺮﺍﻏﺒﻴﻦ ﺑﺎﻟﺪﺭﺍﺳﺔ ﻓﻲ
ﺍﻟﻜﻠﻴﺎﺕ ﺍﻟﺘﻘﻨﻴﺔ ﻭﻓﻖ ﺍﻟﻀﻮﺍﺑﻂ ﺍﻟﺘﺎﻟﻴﺔ:
 .1ﺍﻥ ﻳﻜﻮﻥ ﺍﻟﻄﺎﻟﺐ ﻋﻤﺎﻧﻴﺎ ﻭﺍﻥ ﻻ ﻳﺰﻳﺪ ﻋﻤﺮﻩ ﻋﻦ  25ﻋﺎﻣﺎ.
 .2ﺍﻥ ﺗﻜﻮﻥ ﺍﻟﻤﺆﺳﺴﺔ ﺍﻟﺘﻲ ﻳﺪﺭﺱ ﻓﻴﻬﺎ ﻣﻌﺘﺮﻑ ﺑﻬﺎ ﻣﻦ ﻣﺠﻠﺲ ﺍﻟﺘﻌﻠﻴﻢ ﺍﻟﻌﺎﻟﻲ ﺍﻟﻌﻤﺎﻧﻲ.
 .3ﻋﻠﻰ ﺍﻟﻄﻼﺏ ﺍﻟﻤﺤﻮﻟﻮﻥ ﻣﻦ ﻣﺆﺳﺴﺎﺕ ﺍﻟﺘﻌﻠﻴﻢ ﺍﻟﻌﺎﻟﻲ ﺍﻟﺤﻜﻮﻣﻴﺔ ﻭﺍﻟﺨﺎﺻﺔ ﻭﺍﻟﺨﺎﺭﺟﻴﺔ ﺍﺣﻀﺎﺭ
ﺭﺳﺎﻟﺔ ﻋﺪﻡ ﻣﻤﺎﻧﻌﺔ ﻣﻦ ﺍﻟﺠﻬﺎﺕ ﺍﻟﺘﻲ ﻳﺪﺭﺳﻮﻥ ﻓﻴﻬﺎ.
 .4ﻋﻠﻰ ﺍﻟﻄﻼﺏ ﺍﻟﺤﺎﺻﻠﻴﻦ ﻋﻠﻰ ﻣﻨﺤﺔ ﺩﺭﺍﺳﻴﺔ ﺍﺣﻀﺎﺭ ﺭﺳﺎﻟﺔ ﻋﺪﻡ ﻣﻤﺎﻧﻌﺔ ﻣﻦ ﺍﻟﺠﻬﺔ ﺍﻟﻤﺒﺘﻌﺜﻴﻦ ﻣﻨﻬﺎ.
 .5ﻓﻲ ﺣﺎﻟﺔ ﺗﺴﺎﻭﻱ ﺍﻟﻤﻌﺪﻝ ﺍﻟﺘﺮﺍﻛﻤﻲ ﻟﻠﻄﻠﺒﺔ ﺍﻟﻤﺘﻘﺪﻣﻴﻦ ﺳﻮﻑ ﺗﻌﻄﻰ ﺍﻻﻭﻟﻮﻳﺔ ﻟﻠﺤﺎﺻﻠﻴﻦ ﻋﻠﻰ
ﺍﻟﻤﻌﺪﻻﺕ ﺍﻻﻋﻠﻰ ﻓﻲ ﺍﻟﺸﻬﺎﺩﺓ ﺍﻟﻌﺎﻣﺔ.
 .6ﻳﻤﻜﻦ ﺍﺣﺘﺴﺎﺏ  %50ﻓﻘﻂ ﻣﻦ ﺍﻟﻤﻘﺮﺭﺍﺕ ﺍﻟﺪﺭﺍﺳﻴﺔ ﺍﻟﺘﻲ ﺩﺭﺳﻬﺎ ﺍﻟﻄﺎﻟﺐ ﻓﻲ ﻣﺆﺳﺴﺘﻪ ،ﻭﺍﻟﺘﻲ ﺣﺼﻞ
ﻓﻴﻬﺎ ﻋﻠﻰ ﺗﻘﺪﻳﺮ ﻻ ﻳﻘﻞ ﻋﻦ )ﺝ( ﻓﻘﻂ ،ﻣﻦ ﺿﻤﻦ ﺍﻟﺨﻄﺔ ﺍﻟﺪﺭﺍﺳﻴﺔ ﻟﻠﻘﺴﻢ ﺍﻟﺬﻱ ﻳﺘﺤﻮﻝ ﺍﻟﻴﻪ ﺍﻟﻄﺎﻟﺐ ﻓﻲ
ﺍﻟﻜﻠﻴﺎﺕ ﺍﻟﺘﻘﻨﻴﺔ ﻭﺑﺎﻟﺘﻨﺴﻴﻖ ﻣﻊ ﺍﻟﻤﺆﺳﺴﺔ ﺍﻟﻤﻌﻨﻴﺔ ﻭﻟﻜﻦ ﺩﻭﻥ ﺍﺣﺘﺴﺎﺏ ﺍﻟﺘﻘﺪﻳﺮ ) ﺍﻱ ﻛﺴﺎﻋﺎﺕ ﻣﺤﻮﻟﺔ(.
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 .7ﺍﻥ ﻻ ﺗﺰﻳﺪ ﻓﺘﺮﺓ ﺍﻧﻘﻄﺎﻉ ﺍﻟﻄﺎﻟﺐ ﻋﻦ ﺍﻟﺪﺭﺍﺳﺔ ﻓﻲ ﻣﺆﺳﺴﺘﻪ ﺍﻟﺤﺎﻟﻴﺔ ﻋﻦ ﺳﻨﺘﻴﻦ.
 .8ﻋﻠﻰ ﺍﻟﻄﺎﻟﺐ ﺍﺣﻀﺎﺭ ﻣﺎ ﻳﺜﺒﺖ ﺣﺼﻮﻟﻪ ﻋﻠﻰ  500ﻓﺎﻛﺜﺮ ﻓﻲ ﺍﺧﺘﺒﺎﺭ ﺍﻟﺘﻮﻓﻞ ﺍﻟﻌﺎﻟﻤﻲ ﺍﻭ ﻣﺎ ﻳﻌﺎﺩﻟﻬﺎ
ﺍﻭ ﺍﻟﻤﺴﺘﻮﻯ  5ﻧﻘﺎﻁ ﻓﺎﻛﺜﺮ ﻓﻲ ﺍﺧﺘﺒﺎﺭ ﺍﻻﻳﻠﺘﺲ ﺍﻻﻛﺎﺩﻳﻤﻲ.
 .9ﺍﺳﺘﻴﻔﺎء ﺍﻟﺸﺮﻭﻁ ﺍﻟﺨﺎﺻﺔ ﺑﻜﻞ ﻗﺴﻢ ﻣﻦ ﺍﻟﻜﻠﻴﺎﺕ ﺍﻟﺘﻘﻨﻴﺔ ﻭﻛﻤﺎ ﻫﻮ ﻣﻮﺿﺢ ﻓﻲ ﺟﺪﻭﻝ ﺭﻗﻢ ) (2ﺍﺩﻧﺎﻩ.
 .10ﺳﻮﻑ ﻳﻜﻮﻥ ﺍﻟﻘﺒﻮﻝ ﻓﻲ ﺍﻟﻘﺴﻢ ﻭﻟﻴﺲ ﻓﻲ ﺍﻟﺘﺨﺼﺺ ،ﻭﻳﺘﻢ ﺍﻟﻘﺒﻮﻝ ﺑﺎﻟﺘﺨﺼﺺ ﺑﻌﺪ ﺍﺳﺘﻴﻔﺎء ﺷﺮﻭﻁ
ﺍﻟﺘﺨﺼﺺ ﺑﺎﻟﻘﺴﻢ.
ﺟﺪﻭﻝ ﺭﻗﻢ )(2
ﻣﻌﺎﻳﻴﺮ ﺍﻻﻧﺘﻘﺎﻝ ﻣﻦ ﺍﻟﻤﺆﺳﺴﺎﺕ ﺍﻟﺘﻌﻠﻴﻤﻴﺔ ﺍﻻﺧﺮﻯ ﺍﻟﻰ ﺍﻟﻜﻠﻴﺎﺕ ﺍﻟﺘﻘﻨﻴﺔ
ﺍﻟﻘﺴﻢ ﺍﻟﻄﻠﻮﺏ
ﺍﻻﻧﺘﻘﺎﻝ ﺍﻟﻴﻪ

ﺍﻟﻤﻌﺪﻝ
ﺍﻟﺘﺮﺍﻛﻤﻲ
ﺍﻟﻤﻄﻠﻮﺏ

ﻗﺴﻢ ﺍﻟﺪﺭﺍﺳﺎﺕ
ﺍﻟﺘﺠﺎﺭﻳﺔ

3.0

ﻗﺴﻢ ﺍﻟﻬﻨﺪﺳﺔ

3.5

ﻗﺴﻢ ﺗﻘﻨﻴﺔ
ﺍﻟﻤﻌﻠﻮﻣﺎﺕ

2.3

ﺍﻟﻌﻠﻮﻡ ﺍﻟﺘﻄﺒﻴﻘﻴﺔ

3.00

ﺍﻟﺘﺼﻮﻳﺮ ﺍﻟﻀﻮﺋﻲ
ﺗﺼﻤﻴﻢ ﺍﻻﺯﻳﺎء
ﺍﻟﺼﻴﺪﻟﺔ

2.0
2.0
3.0
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ﻋﺪﺩ ﺍﻟﺴﺎﻋﺎﺕ
ﺍﻟﻤﻌﺘﻤﺪﺓ ﺍﻟﺘﻲ ﺩﺭﺳﻬﺎ
ﺍﻟﻄﺎﻟﺐ ﻭ ﺍﻟﻤﻄﻠﻮﺑﺔ
ﻋﻨﺪ ﺍﻟﺘﻘﺪﻳﻢ

 36ﺳﺎﻋﺔ ﺍﻭ ﺍﻛﺜﺮ ﻣﻦ
ﺧﻄﺔ ﺍﻟﻄﺎﻟﺐ ﺍﻟﺪﺭﺍﺳﻴﺔ
ﺑﻨﻈﺎﻡ ﺍﻟﺘﻔﺮﻍ ﺍﻟﻜﺎﻣﻞ

ﻋﺪﺩ ﺍﻟﻤﻘﺎﻋﺪ ﺍﻟﻤﺘﻮﻓﺮﺓ
ﻟﻄﻼﺏ ﻣﺆﺳﺴﺎﺕ
ﻟﻄﻼﺏ ﻣﺆﺳﺴﺎﺕ
ﺍﻟﺘﻌﻠﻴﻢ ﺍﻟﻌﺎﻟﻲ
ﺍﻟﺘﻌﻠﻴﻢ ﺍﻟﻌﺎﻟﻲ
ﺍﻟﺨﺎﺻﺔ ﻭﺍﻟﺨﺎﺭﺟﻴﺔ ﺍﻟﺤﻜﻮﻣﻴﺔ
ﺍﻻﻋﺪﺍﺩ ﺗﺤﺪﺩ ﻣﻦ
ﻗﺒﻞ ﻣﺪﻳﺮﻳﺔ ﺍﻟﺘﻌﻠﻴﻢ
ﺍﻟﺘﻘﻨﻲ ﻭﻓﻖ ﺍﺳﺘﻴﻌﺎﺏ
ﺍﻟﻜﻠﻴﺎﺕ

ﺍﻟﺸﺮﻭﻁ ﺍﻟﺨﺎﺻﺔ

ﺍﻟﺤﺼﻮﻝ ﻋﻠﻰ ﺗﻘﺪﻳﺮ )ﺏ( ﻓﻲ
ﻣﻘﺮﺭ ﻣﺪﺍﺧﻞ ﺍﻟﻌﻠﻮﻡ ﺍﻻﺩﺍﺭﻳﺔ ﺍﻟﺘﻲ
ﺩﺭﺳﻬﺎ ﺍﻟﻄﺎﻟﺐ ﺑﻤﺆﺳﺴﺘﻪ
ﺍﻟﺤﺼﻮﻝ ﻋﻠﻰ ﺗﻘﺪﻳﺮ )ﺏ( ﻓﻲ
ﻣﻘﺮﺭﻳﻦ ﻣﻦ ﺍﻟﻜﻴﻤﻴﺎء ﻭﺍﻟﻔﻴﺰﻳﺎء
ﻭﺍﻟﺮﻳﺎﺿﻴﺎﺕ ﺍﻟﺘﻲ ﺩﺭﺳﻬﺎ ﺍﻟﻄﺎﻟﺐ
ﺑﻤﺆﺳﺴﺘﻪ
ﺍﻟﺤﺼﻮﻝ ﻋﻠﻰ ﺗﻘﺪﻳﺮ )ﺏ( ﻓﻲ
ﻣﻘﺮﺭﻱ ﺍﻟﺒﺮﻣﺠﺔ ﺑﻠﻐﺔ C
ﻭﺍﻟﺮﻳﺎﺿﻴﺎﺕ ﺍﻟﺘﻲ ﺩﺭﺳﻬﺎ ﺍﻟﻄﺎﻟﺐ
ﺑﻤﺆﺳﺴﺘﻪ
ﺍﻟﺤﺼﻮﻝ ﻋﻠﻰ ﺗﻘﺪﻳﺮ )ﺏ( ﻓﻲ
ﻣﻘﺮﺭﻳﻦ ﻣﻦ ﺍﻟﻜﻴﻤﻴﺎء ﻭﺍﻟﻔﻴﺰﻳﺎء
ﻭﺍﻟﺮﻳﺎﺿﻴﺎﺕ ﺍﻟﺘﻲ ﺩﺭﺳﻬﺎ ﺍﻟﻄﺎﻟﺐ
ﺑﻤﺆﺳﺴﺘﻪ

NAME OF
POLICY

ACADEMIC INTEGRITY AND HONESTY FOR THE
COLLEGES OF TECHNOLOGY
(PLAGIARISM POLICY)

Sultanate of Oman
January 2011
Introduction
Academic honesty and integrity are highly valued by the Colleges of Technology (CoTs)
in line with the “college academic integrity code” (Article 77.2, Part Nine of the College
Bylaws) and the principle of “respect for intellectual property” (Art. 75.7, Part Eight of the
College Bylaws). Accordingly, the CoTs should ensure that all staff and students are aware
of all aspects of plagiarism and its implications.

Policy
The Colleges of Technology are committed to keeping up with high standards of academic
honesty and integrity among its staff and students by dealing pro-actively with cases of all
forms of plagiarism. Staff and students must be encouraged to use proper citations and
acknowledgements to the work of others in respect of the principle of intellectual property.

Scope

•Setting out an policy for the Colleges of Technology in order to keep up with the highest
standards of academic integrity and honesty

•Encouraging staff and students to present original, high-quality academic outputs
•Ensuring that plagiarism is avoided in all its forms
•Complying with the OAAA Policy on Plagiarism
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Examples of Plagiarism
Plagiarism occurs when other’s work such as print material, images, audio-visual creations,
computer programs, electronic materials, etc. are used without appropriate acknowledgement.

Plagiarism includes , but not limited to, the following:

•Copying full or part (paragraphs, sentences or significant part of a sentence) of other’s
work directly

•Copying from other’s work with an end reference to the original source but without
putting the copied text between quotation marks

•Paraphrasing, summarising or rearranging words, phrases or ideas of other’s work
•Copy-Paste of statements from multiple sources (electronic or print material)
•Presenting a work, done in collaboration with others, as independent work
•Using one’s own work presented previously
Procedures
A. Dealing with Staff Plagiarism (by Department Council)
1. Conduct awareness programs for all staff on standards of academic honesty and
integrity of the college and the importance of becoming role models to students.
2. Disseminate the policy to all staff.
3. Train staff on the use of the plagiarism detection software.
4. Require the staff to conduct a test of their own academic work (e.g., Course Handouts,
Seminar Papers, PowerPoint Presentations, Projects, etc.) for plagiarism using the
software.
5. Require the staff to submit a signed declaration using the Staff Declaration Form and
test report along with the original work to the HOD/HOC.
6. Verify the originality of work submitted.
7. Identify cases of plagiarism, if any.
8. Inform the staff in writing using the Staff Plagiarism Notice Form, in case plagiarism
is detected.
9. Report the case to the Plagiarism Committee through proper channel for further
actions.
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10. Implement the action approved by the College Council.

B. Dealing with Student Plagiarism (by Staff)
1. Conduct awareness programs for all students on plagiarism and its consequences.
2. Disseminate the policy to all students.
3. Require the student to submit a signed declaration using the Student Declaration
Form.
4. Check student work for cases of plagiarism using the plagiarism software.
5. Inform the student in writing using the Student Plagiarism Notice Form, in case
plagiarism is detected
6. Report the case to the Plagiarism Committee through proper channel for further
actions.
7. Implement the action approved by the College Council.
Related Documents
1. Bylaws
2. Strategic Plan
3. Quality Assurance Manual
4. OAC Plagiarism Policy
5. Staff Code of Conduct
6. Student Handbook
Attachment 1: Suggested Plagiarism Committee
Plagiarism Committee. This Committee is responsible for taking care of all matters related
to plagiarism.
A. Membership
Chairman
: Asst Dean for Academic Affairs
Members
: HODs/HOCs
: 1 or 2 Subject Experts (ad hoc basis)
B. Roles and Responsibilities
1. Conducting awareness programs and issuing guidelines on plagiarism for the
college community
2. Receiving referrals or complaints for cases of plagiarism
3. Investigating cases of plagiarism referred or complaints received
4. Recommending appropriate actions depending on the degree of seriousness of the
case
5. Forwarding recommendations agreed upon to the Dean/College Council for taking
action
6. Documenting cases and reports of plagiarism
169

7. Reviewing the Plagiarism Policy regularly and recommending changes, if needed
8. Submitting reports to the Dean/College Council regarding cases of plagiarism
heard and their dispositions at the end of each semester

Disciplinary Action for Staff Plagiarism

 First offense
Written Warning and revise the work

 Second offense
Dismissal from the college

Staff are given the chance to lodge their appeal against the sanctions to the Dean or College Council.

Disciplinary Action for Student Plagiarism

 First offense
Attachment 2: Suggested Forms
A. Staff Declaration Form
Name of the College
Department

Staff Declaration
(To accompany all Academic Submissions made by Staff)
(Semester………………. Year………………)
To
The Head, Department of ………….

I, ……(Name)………………….……………………………………………..
(Designation): ………, hereby declare that this (Specify the work) …………………...,
hi h i b i
b itt d b

with the title
i
t
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B.

Student Declaration Form
Name of the College
Department
Student Declaration
( (Semester………………. Year………………)
To
The Head, Department of ………

I, ……(Student's Name)………………….……………………………………………..
(Student's ID): ……… student of ………….Level, in ……………………..Section of …….. ………………………...…….Department,
hereby declare that all my submissions/(specify, if it is for a particular submission only)
………………………………………………………………………………………………… as requirements for the course/program
…………..………… are results of my own original work except for source materials explicitly acknowledged by
proper citations.
I also understand that plagiarism is an offense that can lead to disciplinary depending on the seriousness of the
case.

Signature:
Name:

Date:
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C.

Staff Plagiarism Notice Form
Department
Plagiarism Notice
(Semester………………. Year………………)
To
Lecturer's Name: ……………………………………………………………………….
Designation: ………………………………………

This is to inform you that your academic work …(specify the work)………………… with the
title……………………………………………………………….. , submitted by you on ….(Date)……for …(purpose of the work
submitted)……………………... contains suspected cases of plagiarism as detailed below.
S No.

Page

Para

Lines

Suspected Source

Remarks

(Use additional sheets if required)
Accordingly, you are hereby directed to submit to the undersigned any clarifications or evidences supporting
the original authorship of your work on or before …………...
Failure to do so will be taken up as admission of the offense by you, and the case will be referred to the
College Plagiarism Committee for further action subject to the prevailing rules and regulations.

Signature:
Name:
Designation:

Place:
Date:
…………………………………………………………………………………………
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D.

Student Plagiarism Notice Form
Name of the College
Department

Attachment 3: Alternatives

Plagiarism Notice

While implementing the policy,(Semester……………….
the Colleges may
find it difficult to detect plagiarism for
Year………………)
large numbers of submissions (assignments, reports, projects, etc.). The following
alternatives are proposed:
1.

To
Instead of requiring students to sign the Student Declaration Form for each
academic submission, the college may opt to require a similar declaration from each
Student's Name:
………………………………………………………………………..
student for each course at the beginning
of every
semester.

2.

The software for testing plagiarism may be made available to students for testing
their academic
work you
andthat
generating
plagiarism report (similar
to the …………)
procedure
This is to inform
your (Assignment/Presentation/
Project/Thesis/
with for
the
staff).
title……………………………………………………………...
submitted by you on ….(Date)……as a requirement for the

Student's ID: ………………………………………

course…(Course Code & Title)……… contains suspected cases of plagiarism as detailed below.

Note: The software should be capable of archiving all submissions, providing
comparison with web resources and previous submissions, and generating
reports/alerts automatically.

S No.

3.

Page

Para

Lines

Suspected Source

Remarks

In case the software is not available; the College may decide to implement the
policy on major academic work of students in selected levels, preferably the
diploma, higher diploma and bachelor levels.

(Use additional sheets if required)

Accordingly, you are hereby directed to submit to the undersigned any clarifications or evidences supporting
the original authorship of your work on or before …………...
Failure to do so will be taken up as admission of the offense by you, and the case will be referred to the
College Plagiarism Committee for further action subject to the prevailing rules and regulations.
Signature:
Name:
Designation:
Place:
Date:
…………………………………………………………………………………………
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ASSIGNMENT / PROJECT LATE SUBMISSION POLICY
1. Overview
This policy relates to the submission of assignments by all students in courses offered by the
Information Technology (IT) department of Nizwa College of Technology.
2. Scope
This policy applies to all students registered in courses offered by IT department.
3. Definitions
Term
Assignment or Project

Definition
Work other than an examination that forms
part of the assessment of course
The date by which an assignment is to be
submitted, as announced by the lecturer or
posted on other documentation such as
handout or Moodle

Due date

4. Policy Principles
1. Students are to submit assignments on or before the due date.
2. Students must retain a copy of all pieces of assessment, which must be produced if
requested by the lecturer, HoS or HoD.
3. It is the student’s responsibility to submit assignments by the due date in the
prescribed manner.
4. Assignments submitted after the due date will attract a marking penalty unless an
extension has been granted (see information under ‘Extensions’ below).
5. Late submissions will attract a penalty of 5% of the total mark allocated for that
assignment / project for each day the work is late (including weekends) without a
formally approved extension. For example, if an assignment is due by 4:00pm
Wednesday and is worth a total of 10% then this means the maximum mark possible
will be:
Days late
1

Week day

Penalty (5% of
total marks(
-1

Weight 10%

After 4:00pm
9
Wednesday is
deemed to be
Thursday
2
Friday
-2
8
3
Saturday
-3
7
4
Sunday
-4
6
5
Monday
-5
5
6
Tuesday
-6
4
7
Wednesday
-7
3
6. If the student submitted the assignment after a week, the student will get 0.
5. Extensions
An extension of time may be granted by the lecturer in circumstances where:
• A written request for an extension is received before the submission due date.
• An acceptable reason is given by the student [Note: being disorganized is not an
acceptable reason). The standard acceptable reasons are illness, family tragedy, and
circumstances beyond the control of the student provided a written supporting document is
submitted and approved by the Registration Department or any other concerned authority.
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• The reason for the extension and length of extension are reasonable and fair given the
circumstances.
Any complaints over an extension or the award of marks or both will be determined by the
HoD and HoS.
5. Responsibilities
The following staffs from the IT department are responsible for the maintenance and
application of this policy:
 HoD – Head of Department
 HoD – Head of Section
6. Communication
This policy and procedures document will be communicated to –
• all staff members of the IT department by electronic means and hard copy
• students of IT department through the course delivery plan and Moodle
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NCT
Nizwa College of Technology

PROMOTING COLLEGE ACTIVITIES POLICY
Responsible Authority
Contact Details

Authorization
Effective From
Amendments
Superseded Documents
Review

File Number
Related Documents

Head, Media and Marketing Committee
1. English Language Centre, Rep. Ext. No. 595
2. Engineering Department, Rep. Ext. No. 524
3. IT Department, Rep. Ext. No. 507
4. Business Studies Department, Rep. Ext. No. 525
5. Educational Technologies Centre, Rep. Ext. No. 500
College Council Decision No. ________
Meeting No. X/09-10
Date:
This is the first version of this policy.
n/a
Review to be done by Media and Marketing Committee;
policy review to be done annually, preferably during the
Summer Term.
AC-STF-027
Procedure: General Procedure for Media Coverage
Form: Information Gathering and Archiving Form

1. Policy Statement
Nizwa College of Technology (NCT) will ensure promotion and marketing of its
activities and scholarly works through the use different means such as print and
broadcast media, as well as its own publications and other initiatives.
2. Purpose and Scope
The need for the college to promote its activities is imperative, as this will be the means by which
the general community will know and understand its initiatives in improving and developing its
students in particular, and the society in general. As such, the college deems it fit to form a central
committee which will plan and supervise all media activities in carrying out promotional and
marketing initiatives of the college.

This document provides the necessary information concerned staff should follow
regarding this matter, as well as related general principles in college media coverage and
publication of news articles related to college activities.
This policy applies to all concerned staff of the college.
3. Implementation
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Promotion and marketing of college activities should be supervised by a central
committee and should follow a single, institutional plan in order to ensure proper and
efficient utilization of college resources, as well as better identification of priorities.
Moreover, media coverage of these activities should follow a single institutional
procedure. Likewise, college activities that entail media coverage should be classified
following a uniform guideline.
3.4 Roles and Responsibilities
w. The task of developing the operational plan and identification of priority
projects for media coverage, promotion and marketing activities of the college
falls within the Media and Marketing Committee (MMC).
x. For easy and smooth coordination between centers/departments and the
committee regarding media and marketing strategies, the Head of MMC
should make necessary arrangements in informing everyone about the
committee and its functions, as well as the names of representative of the
committee from each unit in the college.
y. MMC is responsible for arranging media coverage (internal or external) of all
college activities.
z. The MMC representative of each center/department is responsible for
informing the MMC of any activity in his center/department that requires the
services of MMC.
aa. MMC is responsible for maintaining an archive (electronic or otherwise) of
college activities, and for safe-keeping of such. Likewise, MMC should
ensure that major college activities are announced in the college website and
news on these activities are posted on the same.
bb. MMC is responsible for collecting brochures and information guides from
centers/departments, compiling them and making them a single document that
could be used in college promotion and marketing activities.
cc. MMC should ensure the existence of appropriate and relevant equipment for
providing media coverage of college activities.
3.5 Communication
This policy is disseminated through the College Policy Manual as well as the
college intranet.
3.6 Procedures and Forms
1. General Procedure for Media Coverage
a. The MMC representative of a center/department makes a formal
request to the MMC regarding media coverage of the
center/department’s activity; the MMC classifies the requests,
compiles them and makes a schedule, then forward the schedule to the
ETC for necessary bookings and arrangements of MPH (including A/V
equipment) if needed;
b. The ETC posts the announcements of submitted activities in the
college website;
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c. The ETC assigns a staff to take photos/videos of the activity/event;
d. The MMC representative of the requesting center/department takes
pertinent information of the activity/event, drafts a news article and/or
report on the same, and submits it to the Head of MMC for further
refining;
e. The MMC submits the news article to the Head of ETC for posting to
the college website; depending on classification, the MMC may
forward the news article to the Media Unit of the Ministry of
Manpower for publishing to national newspapers;
f. The MMC keeps a copy of the activity/event report in the college
archiving system.
2. The attached form is used by the Central Archiving Group to collect
information on college activities and maintaining this information in a central
repository.

4. Revisions
Version

Date

Author

1.0

12/06/2010

Dr. Rolando
Lontok Jr.,
Head - ETC

Approval

Sections
Modified

Details of
Amendments

n/a

This is the first
written version of an
existing policy.

Distributed To
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NCT
Nizwa College of Technology

SECURED HANDLING OF EXAM PAPERS POLICY
Responsible Authority
Contact Details

Assistant Dean of Academic Affairs
1. English Language Centre, HoC Office, Ext. No. 595
2. Engineering Department, HoD Office, Ext. No. 510
3. IT Department, HoD Office, Ext. No. 544
4. Business Studies Department, HoD Office, Ext. No. 531

Authorization
Effective From
Amendments
Superseded Documents
Review

File Number
Related Documents

Date:
This is the first written version of an existing policy.
n/a
Review to be done by AD Academics, Heads of ELC and
Academic Departments; policy review to be done annually,
preferably during the Summer Term.
AC-STF-028
**Related procedures and guidelines will be listed here as
they become available.

1. Policy Statement
Nizwa College of Technology (NCT) staff will ensure safe, transparent and
confidential handling of examination materials.
2. Purpose and Scope
The integrity and credibility of examinations speak of the standard of quality of learning in an
educational institution. As such, NCT strives to ensure that major examinations such as the
midterm and final exams are credible and free from any doubt of tampering or leakage. In this
context, all academic staff – lecturers, instructors and laboratory technicians – are encouraged to
follow strict rules in maintaining transparency, reliability and integrity of exam scripts and to
ensure as well that strict guidelines are followed in the storage, distribution and retrieval of these
exam scripts.

This document provides necessary information that staff should follow regarding this
matter, as well as related general principles in exam scripts preparation, storage,
distribution and retrieval.
This policy applies to all academic staff of the college who are required to develop
examinations in various subject matter that they teach.
3. Implementation
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Examination scripts should be generally ensured for integrity, reliability, transparency
and fairness on the part of the course tutor. The course tutor, depending on the specific
policies and procedures of his/her department, can coordinate with committees or groups
that are responsible in further verifying the reliability and fairness of the exam scripts
prior and after the utilization of the documents. The following sections provide more
detailed information regarding the handling of examination scripts:
3.7 Roles and Responsibilities
dd. The task of developing the examination papers is the sole responsibility of the
course tutor in case of a single staff teaching the course, or the course
coordinator in case of multiple staff teaching the same course.
ee. The course coordinator/tutor has to take strict security measures in regard to
the drafting of the exam script in softcopy. It is advised that while the exam
script is still being drafted, the course coordinator/tutor disconnects his/her
computer from the college network. It is also advised to put a password to the
file to avoid easy access by unauthorized persons of the exam script.
ff. Printing of the exam script should be done personally and securely by the
concerned course coordinator/tutor, preferably in the department/center where
he/she belongs.
gg. The course coordinator/tutor should make sure that immediate action be made
on changing the exam paper in case it is suspected that there is a leak of the
exam or any related incident such as loss of flashdisk where the exam is
saved.
hh. Moderation of the concerned examination paper is the responsibility of the
designated moderator for the course. The concerned staff/moderator is
advised to consult the department policy and procedure on exam moderation.
ii. The Head of Section has the responsibility of ensuring the timely submission
of the exam script to the Head of Department. Likewise, he is responsible for
ensuring that the said exam script is free of any typographical and/or
contextual/factual errors.
jj. The course coordinator/tutor must make sure that the examination script is
complete and submitted for the signature of concerned HoD at least seven (7)
working days before the actual examination date of the paper.
kk. Making copies of the examination script is the responsibility of the course
coordinator/tutor. High degree of care should be observed during the
photocopying of the examination script so as not to leave any copy in the
photocopying center.
ll. Only the course coordinator/tutor and the HoD/HoS are allowed to handle the
examination scripts prior to the actual use of the paper. During the
examination period, the Senior Invigilator is also given authority in
handling/securing the examination papers. In this regard, no other third party
is allowed to handle the examination script before, during or immediately
after the actual examination.
mm.
It is the responsibility of the course coordinator/tutor to submit the
correct number of examination sheets to the Exam Officer (AD of Academic
Affairs) two (2) working days before the actual date of examination, duly
sealed in a secure envelop with a clear marking of the contents.
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nn. The Exam Officer has the full responsibility in securing the storage of the
exam papers in the Central Examination Office.
oo. On the day of actual examination/utilization of exam paper, and after the
allotted time for the examination is over, it is the responsibility of the course
tutor to collect the answer scripts from the Central Examination Office,
physically count the number of answer sheets handed over to him/her, and
correspondingly sign on the acknowledgement form.
pp. During the conduct of the exam/use of the exam paper, it is the sole
responsibility of the assigned staff/invigilators the safe custody and handling
of the exam scripts, as well as the assurance of no leakage happening to the
paper.
3.8 Communication
This policy is disseminated through the College Policy Manual as well as the
college intranet.
3.9 Procedures and Forms
Procedures and Forms related to this policy are as follows:
1.

[please include here other related procedures and forms]

4. Revisions
Version

1.0

Date

7/12/2009

Author

Approval

Sections
Modified

Details of
Amendments

n/a

This is the first
written version of an
existing policy.

Distributed To
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NCT
Nizwa College of Technology

POLICY for SETTING POLICIES IN NCT
Responsible Authority
Contact Details

Authorization
Effective From
Amendments
Superseded Documents
Review

File Number
Related Documents

Assistant Dean of Academic Affairs
1. HoC of English Language Centre, Ext. No. 595
2. HoD of Engineering Department, Ext. No. 510
3. HoD of IT Department, Ext. No. 544
4. HoD of Business Studies Department, Ext. No. 531
NCT College Council
Decision No. ___ Date: ____________
Date: Sep 2009
This is the first written version of an existing policy.
n/a
Review to be done by AD Academics, Heads of ELC and
Academic Departments; policy review to be done annually,
preferably during the Summer Term.
AC-STF-029
Procedures for Handling Academic Integrity Violations by
Staff

1. Policy Statement
Nizwa College of Technology used to involve its entire staff in the decision making
process
2. Purpose and Scope
The aim is to share & exchange ideas and to increase their awareness.
3. Definitions

4. Implementation

5. Academic Integrity Principles
5.1. Roles and Responsibilities

5.2. Communication
This policy is disseminated through the College Policy Manual as well as the college
intranet.
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5.3. Procedures and Forms
The following procedure describes how to handle academic integrity violations for the
staff in the college.
• Concerned authority shall write a draft policy.
• The draft policy should be sent to other similar level authorities and to QAFU
head to get a primary feedback.
• IP college messenger can be used as communication tool.
• Meeting/workshop of concerned authorities may be necessary after getting the
primary feedback for more elaboration and awareness.
• Second draft should be sent to all college staff to collect comments and feedback
within 1-2 weeks period.
• The second draft has also to be sent to higher authorities for their comments
• Final draft issue has to be approved in a council meeting of the concerned party
(department, center or the college).
• Final approved copy should be distributed to staff of concern for
implementation.
• Implementation feedback has to be collected by the concerned responsible
authority.
• Review of the policy should be done every semester/year by the responsible
authority considering the implementation feedback.

6. References

7. Revisions
Version

1.0

Date

Author

04 / 07
/ 2009

Head,
QAFU;
AD
Academics;
Dr. Pujari –
Business
Lecturer

Approval

Sections
Modified

Details of
Amendments

n/a

This is the first
written version of an
existing policy.

Distributed To
HoC – ELC, HoDs –
Academic Depts.
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NCT STAFF GRIEVANCE POLICY
Responsible Authority
Contact Details

Authorization
Effective From
Amendments
Superseded Documents
Review

File Number

Assistant Deans
1. Dean, Ext.No. 555
2. Assistant Dean Academic, Ext.No. 550
3. Assistant Dean Admin, Ext.No. 556
4. Assistant Dean Student Affairs, Ext.No. 599
5. HoC, ETC, Ext.No. 500
6. HoC of English Language Centre, Ext. No. 595
7. HoD of Engineering Department, Ext. No. 510
8. HoD of IT Department, Ext. No. 544
9. HoD of Business Studies Department, Ext. No. 531
NCT College Council
No. 8 Date: 18 May 2010
Date: May 2010
This is the first written version of an existing policy.
n/a
Review to be done by Assistant Deans, Heads of ETC, ELC
and Academic Departments; policy review to be done
annually, preferably during the Summer Term.
AC-STF-030

1. Policy Statement
NCT will provide a liberal environment for its staff to raise grievances arising during the
course of their employment and resolve them quickly to contain the negative impact on
the performance of staff.
2. Purpose and Scope
The purpose of this document is to establish a clear and fair process to address staff
grievances and resolve them effectively. Grievances include, but are not limited to,
problems or concerns about work, working conditions, health and safety, and working
relationships with colleagues and students.
The procedure mentioned in this document is applicable for all staff of NCT for the
settlement of grievances. All settlements and actions will be done in accordance with the
rules and/or guidelines mentioned in the following documents:
i)
ii)
iii)
iv)

College by laws
Ministry guidelines for employees
Civil services rules and regulations for staff of Ministry of Manpower
Security of College Properties – Guidelines (Royal Decree No. 23/85)
184

v) Employees contract with the appointing company
vi) Policies and procedures of NCT
3. Definitions
Complainant: The staff member who is lodging the grievance against another staff
member(s), student(s) or his superiors.
Respondent: The staff member or members against whom the grievance has been
lodged.
Grievance: an informal or formal complaint or dissatisfaction expressed by the
complainant against the respondent(s) and needs response or action.
Informal Grievance: Oral complaint
Formal Grievance: a written complaint with all information and solutions suggested in
the informal grievance
Investigation Committee: a committee established temporarily by the College Dean to
conduct an investigation into the substance of a formal grievance and suggest an action or
solutions for the settlement of issue.
4. Grievances Settlement Procedures
4A. Guidelines
1. First, in the dispute of any issue between the complainant and the respondent(s),
the complainant is encouraged to settle the grievance directly with the
respondent(s) or through mediation of a senior staff of his/her choice.
2. If the complainant is not satisfied with the above, then the complainant is
encouraged to elevate his/her grievances with the Head of Section (HoS) and get it
solved.
3. In the case of personal grievances (such as salary, position, compensation, leave,
etc), the complainant should discuss his/her concerns with the HoS and the Head
of the Department (HoD) about its applicability and possibility of solutions as per
the applicable rules.
4. The grievances against a student(s) are encouraged to be solved first through the
concerned HoS. If this is not successful, the HoD shall be referred for settlement
of issues.
5. For any complaint or misunderstanding against higher authorities, the
complainants have to refer first to their immediate superior in hierarchical order
for advice. The superior shall discuss this matter with the concerned authority to
get to the truth and alleviate the misunderstandings of the complainants and settle
the issues amicably.
4B. Informal Procedure [1,2,3,4]
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1. The informal procedure will be any oral/unwritten complaint or grievance raised
by the complainant with intention to solve it through discussion and dialogue.
2. The informal procedure will be invoked if the complainant’s grievance is not
settled or not satisfied with the outcomes in the actions mentioned above.
3. A complainant may refer the grievance against another staff to the Assistant Dean
of Academic Affairs. The grievances related to services, employment contract,
etc. shall be referred to Assistant Dean of Administration and Finance. The
grievances against student(s) can be referred to Assistant Dean of Student Affairs.
Any grievance against a higher authority shall be referred to next higher authority
in the hierarchical order. All complaints should be hand carried to Assistant
Deans and the College Dean after arranging for appointments.
4. On receiving the complaint, the concerned Assistant Dean shall personally, or
through an appointee, assess the matter of the grievance as per the definition, and
consequently consider a resolution within the college by laws, ministry guidelines,
or the contract deeds.
5. If the matter of the complaint falls outside the definition of grievance, attempts
will be made to settle the grievance through discussion, arranging counseling,
mediation and/or conciliation.
6. The complaint shall be ignored if the complainant is ill-advised, misguided, or if
found out to just want to push forward personal interests.
7. Conclusion of the Informal procedure shall be intimated directly or communicated
through concerned HoD/HoC to the concerned complainant indicating the
outcome of the process and specifying any action that has been recommended.
4B. Formal Procedure [2,3,4]
1. The formal procedure for the settlement of grievances will not normally be
invoked unless the matter has been referred for settlement under the Informal
Procedure.
2. The complainant can seek for settlement through the formal procedure, if the
outcome of the informal procedure was not satisfactory to him/her.
3. A formal grievance may be initiated by submitting a Grievance Form to the
concerned higher authority following the hierarchy by writing:
a. A clear statement of the grievance.
b. A solution suggested both in the informal procedures and the reasons
for disagreement.
c. His expected solution focusing to achieve a productive working
environment or relationship.
4. If this is not resolved and if the grievance reaches the College Dean, then the
College Dean may either form an Investigation Committee, or personally hear the
grievance and conduct any investigation in accordance with the rules and
guidelines.
5. The decision of the College Dean is the final step in the grievance process. The
outcome of the process, reasons for the decision and actions shall be notified in a
written form to the concerned person(s).
5. Confidentiality
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All persons associated with the preliminary, informal and formal procedures should
maintain confidentiality and discuss the grievance only with those who have
responsibility for dealing with the grievance.
6. Roles and Responsibilities
The Assistant Deans have the ultimate responsibility for implementing and overseeing the
grievance policy. They are also responsible for deciding the procedures and solutions. In
general, the Assistant Dean of Academic Affairs will be in charge for academic
grievances, while the Assistant Dean of Administration and Finance will be in charge of
service related grievances. The Assistant Dean of Student Affairs will be in charge for
grievances related to students. Assistant deans shall exercise this responsibility personally
or delegate it to the Head of Department/Centers or raise it to the College Dean.
7. Communication
This policy is disseminated through the College Policy and Procedure Manual as well as
the college intranet.
8. References
1. Staff Grievance Procedure
http://policy.ballarat.edu.au/university/staff_grievance/ch01.php
2. Staff Grievance Policy and Procedure
http://www.gsa.ac.uk/%5Cdownloads%5Cpolicies%5CGrievance%20Policy.pdf
3. Grievance policy and procedure for academic support staff
http://www2.lse.ac.uk/intranet/LSEServices/divisionsAndDepartments/humanRe
sources/employmentRelations/policiesAndProcedures/grievances/grievancePolicy
AndProcedure.aspx
4. Grievance Policies and Procedures
http://www.gsu.edu/hr/31971.html
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STUDENT MASS ABSENCE POLICY
Responsible Authority
Contact Details

Authorization
Effective From
Amendments
Superseded Documents
Review

File Number
Related Documents

Assistant Dean of Academic Affairs
1. HoC of English Language Centre, Ext. No. 595
2. HoD of Engineering Department, Ext. No. 510
3. HoD of IT Department, Ext. No. 544
4. HoD of Business Studies Department, Ext. No. 531
NCT College Council
Decision No. ___ Date: ____________
Date: December 2009
This is the first written version of an existing policy.
n/a
Review to be done by AD Academics, Heads of ELC and
Academic Departments; policy review to be done annually,
preferably during the Summer Term.
AC-STF-031
Procedures for Handling Academic Integrity Violations by
Staff

1. Policy Statement
The college will follow strict measures in dealing with mass absences of students
following the rules stipulated in the College Bylaws as well as other related decrees and
circulars.
2. Purpose and Scope
It is found that there are incidences of student mass absence on many occasions. This
practice of students not only disturbs the normal schedule of lecturers, but more
importantly, it reduces the seriousness of study among students. Moreover, the mass
absences of students seriously jeopardize the delivery plan of lecturers during the
semester, and cases of non-completion of syllabus can crop up. To minimize if not
eliminate this problem, this policy is drafted. This policy applies to all academic staff and
students of the college.
3. Definitions
Academic Staff. Academic staff in this context refers to all NCT staff with a teaching
load, either full time or part-time, in the college for the duration of the current semester.
This includes lecturers, instructors, laboratory assistants, and technicians.
4. Mass Absence Principles
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Mass absence used by students as an excuse for their preparation for the mid-semester,
final or other examinations will not be taken as permissible and is not encouraged as a
practice. As such, it will be considered as absence without permission. Similarly, any
post-facto leave incurred by students will not be sanctioned for mass absence days.
Topics that should have been covered or are scheduled to be covered during the mass
absence day will not be repeated as a matter of policy. This includes practical classes and
other similar class activities.
In lieu of the lecture, assignments and other related course works shall be given on topics
that should have been discussed during the mass absence. It should be noted that these
topics will also be included in the final examinations for the course.
5. Communication
This policy is disseminated through the College Policy Manual as well as the college
intranet.

6. Revisions
Version

0.1

Date

09 / 11
/ 2009

Author
Mr. NKR Nair –
HoD Engineering;
Dr. Rolando
Lontok – Head
QAFU

Approval

Sections
Modified

Details of
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n/a

This is the first
written version of an
existing policy.

Distributed To
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EVALUATION AND IMPROVEMENT OF TEACHING,
TRAINING and LEARNING POLICY
Responsible Authority

Contact Details

Authorization
Effective From
Amendments
Superseded
Documents

Review
File Number
Related Documents

Assistant Dean of Academic Affairs
1. English Language Centre, HoC Office, Ext. No. 595
2. Engineering Department, HoD Office, Ext. No. 510
3. IT Department, HoD Office, Ext. No. 544
4. Business Studies Department, HoD Office, Ext. No.
531
Asst. Dean of Academic Affairs
Reference: NCT QA Manual Sections 4.3.4 & 4.8.2
Date: _____________
This is the first written version of an existing policy.
n/a
Review to be done by AD Academics, Heads of ELC and
Academic Departments; policy review to be done
annually, preferably during the Summer Term.
AC-STF-032
**Related procedures and guidelines will be listed here
as they become available.

1. Policy Statement
Nizwa College of Technology is committed to ensure effective
teaching, training and learning through the implementation of a
consistent feedback system which presents a framework for
undertaking evaluation to ascertain and monitor the quality of
teaching, training and learning processes and outcomes, and in turn
provide an informed basis for making decisions to improve them.
2. Purpose and Scope
Fundamental to the achievement of its mission, the Nizwa College of Technology
values academic excellence, which underpins all its educational programs. The
achievement and maintenance of high-quality technological education is an
integral component of this philosophy. The commitment to maintaining high
academic standards must be sustained by quality teaching, training and learning.
To ensure that its aim of delivering quality technological education experience is
met, the teaching staff must be committed, well-prepared, expert in their
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discipline, and willing to reflect upon and improve the programs and courses they
teach. As such, this policy commits the College to a systematic approach to
evaluation and improvement of teaching, training and learning, through a system
of feedback on teaching that is firmly based on College values and high-standard
professional practices.
The needs, which should be addressed by a college-wide system for the
evaluation of teaching, training and learning, are:
a. to ensure that the college’s aim of delivering quality teaching and training
across all courses and programs and across different modes of delivery is
being met;
b. to ensure that the college obtains timely information in regard to professional
development needs;
c. to ensure that students are being delivered quality and relevant teaching and
training service;
d. to ensure that students’ views/feedback are provided to the college and its
staff in the most helpful and productive way;
e. to ensure that students know that their views and feedback are valued
through appropriate response, such as improvements/changes made
pursuant to their comments;
f. to ensure that academic staff receives timely and constructive feedback /
advice / counsel on their teaching from both their students, peers and
administrators in such a way as to allow appropriate professional
development where such is required;
g. to ensure that academic staff are provided with evaluations of their teaching
that is consistent across various departments which demonstrates a
reasonably objective viewpoint for purposes such as professional
development and other incentives.
This policy applies to all teachers who have a full time appointment, as well as
part-time staff delivering lectures, conducting experiments and other practical
activities, or providing tutorials for a semester or more.
3. Definition
In this policy and related documentation, the term “teacher” refers to staff of the
college in their teaching role in all contexts, including lecturing, tutoring,
conducting seminars and workshops, demonstrating, and so on. This pertains to
lecturers, instructors, laboratory assistants and technicians.
4. Implementation
Evaluation data comes from a number of sources, including staff course portfolio,
student learning outcomes, student feedback and evaluation, teacher selfreflection and analysis, peer review of teaching, and evaluation from
center/department administrator. It is encouraged that teaching and learning
improvement activities involve data from these various sources.
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The major modes of evaluation of teaching, training and learning with respect to
all individual performances, team teaching situations and conduct of courses and
programs that can be carried out are:
a. Self-reflection by the teacher
The self-reflection and analysis of teaching for academic staff will include
matters such as teaching philosophy and activities, curriculum planning and
development activities in courses for which the teacher is responsible, as well
as assessment on students’ work focusing on methods used.
b. Peer review of teaching
Peer review for teachers should be conducted according to the following:
Where the teacher wishes to use peer review(s) as part of the evaluation
process, the procedures to be used will be subject to agreement between the
lecturer and a colleague of his own choosing, without the intervention of the
head of the academic department concerned. The teacher may choose up to
two of his peers to conduct the review for the sole purpose of using the results
obtained for teaching improvement and development. This may also involve
the use of an evaluation panel as agreed upon by the teacher and the College
Staff Development Committee.
c. Administrator evaluation of teaching
Center/Department administrators (HoDs and HoSs) may also participate in
the improvement of teaching, training and learning through class visits. In this
regard, there should first be an agreement between the teacher concerned
and the administrator as to the nature of the visit, that is, mainly for
improvement purposes. As such, the administrator is expected to give
suggestions on aspects such as lesson delivery, presentation of topic, teacher
interaction with students during class, teaching techniques, topic organization,
and the like. Comments and suggestions of the administrator should be
written in a form specially made for the purpose and sent to the concerned
teacher for discussion and other possible course of action.
d. Student feedback on teaching
A teacher can get feedback from students either or both in summative or
formative forms. A formal student evaluation of teaching will be expected of
every lecturer employed by the college. Evaluation will occur on a regular
basis with a minimum requirement of once every semester and need only to
occur in one course. It is expected that new lecturers in the college will be
evaluated in their first term of employment.
Evaluation of teaching instruments are designed to provide: a) evidence of
teaching performance of individual staff, b) evidence of teaching performance
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of teams of lecturers, and c) quality of courses, including all matters of design
and delivery.
The formal student evaluation of teaching will address core sets of issues.
Academic centre/departments may augment these core questions to reflect
their own particular situations and needs. The centre/department will also
facilitate the distribution and collection of these student questionnaires at the
end of every semester.
Furthermore, the college encourages teachers to collect and respond to
feedback on their teaching at least every two weeks from students, and may
do the same from colleagues and peers, as well as from other stakeholders,
regularly. These may come from a range of sources such as:
•
•
•
•
•

formative and summative assessment of students
complaints, comments and suggestions
classroom and office discussions
reports and analysis of stakeholders and other observers
feedback from various sources such as student questionnaires, online
comments and suggestions, discussion forums, etc

The collected feedback should be included as part of the teacher’s course file,
which can be used for immediate adjustment of teaching styles and
approaches to address students’ difficulties and in general to be used in the
improvement of teaching, training and learning process.
4.6 Roles and Responsibilities
The administration of evaluation of teaching, training and learning for
improvement and development purposes will be the responsibility of the
teacher concerned and will be carried out according to the following:
a. The teacher concerned is responsible for facilitating and making
arrangements regarding peer review and informal student evaluation.
However, the department concerned is responsible in administering the
formal student evaluation instrument.
b. The completed formal student evaluation forms will be processed by
the committee authorized by the concerned department.
c. A report of the collated responses (quantitative and qualitative) of the
formal student evaluation will be sent to the teacher with a copy of this
report sent to his HoD.
d. Information regarding individual staff evaluation will remain confidential
to the individual, his HoD, and the College Dean.
e. All raw data will be retained by the department for a period of one year
and then destroyed.
f. Other forms of feedback, comments and suggestions, as well as other
related information from students, colleagues, and other stakeholders
should likewise be summarized by the teacher concerned and copy
sent to his HoD.
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g. ADRI model is to be used by teachers on issues related to teaching,
training and learning process.
4.7 Communication
This policy is disseminated through the College Policy Manual as well as
the college intranet.
4.8 Procedures and Forms
Procedures and Forms related to this policy are as follows:
1. Procedures for Student Evaluation of Teaching by the Staff
2. Procedures for Student Evaluation of Teaching by the Center /
Department
3. Student Evaluation of Teaching Questionnaire
4. Procedures for Peer Review
5. Peer Review Form
6. Class Visit Form
4.9 Guidelines (if necessary)
Guidelines related to this policy include:
1. Guideline in completing/writing Self-Reflection of Teaching
2. Guideline for collecting and summarizing feedback
3. Guideline for responding to online comments and suggestions
4. [please include here other relevant guidelines]
5. Acknowledgments
Joint Consultative Committee, Central Queensland University. Evaluation of
Teaching. 14 February 2001.
Australian Catholic University. Policy on Evaluation of Teaching and Learning.
Approved 06 March 2008.
Sydney College of Divinity. Policy on Evaluation of Teaching and Learning.
Updated 29 May 2007.
University of Sunshine Coast. Evaluation and Improvement of Teaching Policy.
Last amended 15 August 2006.
Ball State University. Evaluation of Teaching Tools Policy.
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