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1. ANNUAL PLAN OF THE DEPARTEMENT OF MANAGEMENT 

This annual plan is designed for one year activities management department of the college. Especially 

these plan emphases on the allocation, segregation, cascading and implementing of different activities and 

resources of the department as per the vision, mission and strategic plan of the college. The plan is 

designed to illustrate the activities, resources and materials of the department which are compulsory for 

the achievements of its goals. Moreover, the plan demonstrations the time schedule of activities to be 

executed in the 2024/25 

2. Vision, Mission, Objectives and Core Value of Queens’ College 

2.1 Vision 

The Vision of Queens’ College is “to be one of the leading higher institutions centers of excellence in 

teaching learning, research, public engagement and be the prime choice in Ethiopia and in east Africa by 

2035” 

2.2 Mission 

The mission of Queens’ College is to produce competent graduates in diverse field of study, provide 

need based community service, and undertake problem solving research to foster social and 

Economic development of the country. 

2.3 Objectives of Queens’ College 

The objectives of Queens’ College are to:- 

 Prepare knowledgeable, skilled and attitudinally mature graduates in numbers with demand-based 

proportional balance of fields and disciplines so that the country shall be come internationally 

competitive. 

 Promote and enhance research focusing on knowledge and technology transfer consistent with the 

country's priority needs. 

 Ensure that education and research promote freedom of expression based on reason and rational 

discourse and are free from biases and prejudices. 

 Design and provide community and consultancy services that shall cater to the developmental needs 

of the country. 

 Promote and uphold justice, fairness, and rule of law in institutional life. 

 Promote democratic culture and uphold multicultural community life. 

 Ensure the participation of key stakeholders in the governance of institutions. 

 Ensure institutional autonomy with accountability. 



2.4 Core Values 

Queens’ College is committed and guided by the following values:- 

1. Academic Freedom 

Queens’ College takes academic freedom as its core value, where all its communities inquire, investigate 

and engage in relevant academic practices and development. 

2. Excellence 

The college upholds excellence as a standard in teaching, research, and community service 

3. Maintain Quality and Standards 

The college maintains quality and standards by putting in place and following pertinent quality assurance, 

monitoring and evaluation tools. 

4. Integrity 

Queens’ College promotes integrity, justice, ethical conduct, justice, fairness, and nurtures a culture of 

teamwork and mutual support among members of the community. 

5. Good Governance 

The college promotes democratic, transparent, inclusive, responsible and accountable leadership and 

management. 

6. Respect for Diversity 

The college promotes, respects, and honors commonalities and differences in ideas, culture, religion, 

language, and ethnic identity. 

7. Student centeredness 

The college is dedicated to render academically challenging and supportive learning environment that 

motivate students to actively engage in learning, decision making and governance. 

8. Transparency and Accountability 

The college is committed to ensure transparency and accountability in the performance of all tasks, goals, 

and objectives and responsiveness to feedback, peer review, monitoring, evaluation and sustained 

personal and institutional development. 

9. Professionalism 

Commitments of high standards of professional integrity and ethics 



10. Team work and team spirit and Entrepreneurship 

The college upholds the culture of working cooperatively or develops teamwork and team spirit and 

inculcates the spirit of entrepreneurship among the academic staff, support staff, students and other 

stakeholders. 

11. Creativity and Innovation 

The college Foster the culture of generating new ideas, processes, services, and technologies. 

12. Dignity, respect, fairness equity, and justice for all individuals Positive thinking 

Develop positive thinking towards the achievability the colleges, mission, vision, objectives, and core 

values. 

13. Care, Concern, and Sensitivity for cross cutting issues (Gender, Environment, and Disabled) 

3. Monitoring and Evaluation Method 

 Field observation 

 Monthly, quarterly, semester and year report 

 Follow up and class observation 

 Telephone conversation. 



Annual Plan for Management Department Ayer Tena Campus for 2017 E.C 

Goal Objectives and Strategies Outcome 

Indicators 

 Time Frame Responsible 

Bodies  Q 
1 

  Q 
2 

  Q Q 

3   4 

1.1.Effectively using 
standardized curricula 

and comments on it 

1.1 Inputs for Building Standardize curricula 

Dep.t Head 1.1.1 Collect all comments given by ETA experts during 
accreditation and Sudden observation of the program 

 Updated curricula 

1.1.2 Collect feedback on curricula implementation and by 
benchmarking rigorous experiences 

 Updated curricula  

1.1.3 effectively Implement the approved curricula for each 

program 

1.1.4. Check the course coverage, delivery methods, 

practicing assessment methods , and providing sufficient 

course materials 

 Course offering, 

course outlines 



1.2 Standardize 

Teaching and 

Learning 

1.2 Standardize Teaching and Learning Dep.t Head 

1.2.1 Prepare Course Offering  Course Offering   

1.2.2 Assign course instructors and course coordinators timely  Assignment report 

1.2.3 Ensure implementation of first date first class practices.  Class absenteeism re  

1.2.3 Ensure distribution of course outlines for each class at 
the first week of the semester 

 Course outlines 
distributed 

 

1.2.4 follow Offering of practical standard project works, 
reviews papers in each course timely 

 Project works 
delivered 



1.2.5 Collect teaching learning and course coverage report on 
each course and each section monthly 

 Monthly report 

1.2.6 Ensure zero tolerance class absenteeism by strong 
awareness creation 

 Absenteeism 
report 



1.2.8 Follow-up the status of course coverage as per the 
course outline 

 Coverage report 

1.2.9 Collect thesis title from the students  Collected title    

1.2.9 Approve one thesis title from the three alternatives  Research reports  

1.2.10 Assign potential thesis advisors  Research reports   

1.2.11 Follow up the progress thesis working  Progress Report    



 

 

 

 

 

1.3 Assessment and 

Evaluation 

1.3 Standardize Assessment 

Dep.t Head 1.3.1 Follow continuous assessment implementation as per the 
course outline 

 Assessment Report  

1.3.2 Collect formative assessment and students attendance of 
each section at the end of the semester 

 Assessment and 
attendance reports 

  

1.3.3 Offer feedback assessment that is timely as per the 
Queens college rule 

 Feedbacks given  

1.3.4 Ensure preparation of harmonized standard summative 
examination 

 Exams prepared   

1.3.5 Aware and implement Exam rules of the College during 
commencement of summative assessment 

 Exam rules 
implemented 

  

1.3.6 Offer feedback on summative assessment that is timely 
as per Queens college rule 

 Feedbacks given   

1.3.7 Ensure submission of grades of each course to the 
registrar office within six days after conduction of final exams 

 Grade reports   

1.4.Research 

Advising and 

Defense 

1.4. Research Advising and Defense 

Dep.t Head 1.4.1. Collect three thesis title from the students  Collected title    

1.4.2. Approve one thesis title from the three alternatives Approve & 
announcement 

   

1.4.3. Assign potential thesis advisors and entering 
agreement 

 Work Agreement    

1.4.4. follow up the progress of thesis working  Progressive report  

1.4.5. Submission of the final thesis draft and assign 

potential thesis examiners 

 Submission format 
and conduct 
defense 

   

1.5. Student 

Enrolment 

1.5. Student registry and record management 

1.5.1 Conduct student enrollment for each study programs  № of students 
registered 

   

 

 

 

 

Dep.t Head and 
registrar 

1.5.2 Arranges orientation for new students on academic rules 
and regulations of the Queens college 

 Attendance and 
pictures, audio 

  

1.5.3. facilitate to Ensures the implementation of the academic 
calendar of the Queens college; 

 Implemented 
calendar 



1.5.4. supporting to Prepares and provides ID card to students  Issued Id   

1.5.5. Ensures proper documentation of students’ academic 
records systematically both in hard and soft copy at the 

 Documents 
recorded 

 



 department as well as in registrar       

1.5.6. facilitate in Preparing and regularly updating different 

formats like clearance, withdrawal, readmission, new 

admission forms, field choice, grade report, re-grading, 

routine request slips, etc. 

 Updated formats  

1.5.7. Follows up assessment process with its feedback, grade 
entry, processing and checking 

 Grade submitted  

1.6. Implement 

service improvement 

programs effectively 

1.6. Increase Satisfaction of Customers Dep.t Head and 

Quality 

assurance 

1.6.1. Organize orientation program for newly admitted 
students 

 Attendance and 
pictures 

  

1.6.2. providing information about the department via leaflet  Implemented SIP 

1.6.3.Gather student’s feedbacks through different 
mechanisms (formal and informal discussion) 

 Feedback collected  

1.6.4. Respond and act immediately to the demands of the 
students as per their feasibility 

 Action taken 

1.6.5.Provide prompt/ speedy services which will satisfy our 
customers 

 Customers response 

1.6.6.Take measure on comments collected from different 
stakeholders specially from students 

 

1.6.7. Comment book & suggestion box  Complied 
comments 



1.6.8. Comments collected through visits of classes and 
regular meeting with students 

 Notices 

1.6.9.conduct meeting with class Representatives  Minutes 

1.6.10.comment from Written request & through telephone  Complied 
documents 



1.6.11. Provide feedback monthly using notice board on the 

status of the comment & compliant given by customers 

 Posted document/ 

comment, report 



 

 

1.7. Miscellaneous 

1.7.1. Compile & Implement all comments of ETA than have 
been given during the accreditation. 

  Addressed 
comments 

Dep.t Head 

1.7.2.Compile & Implement all comments of internal QAO 
that will be given related to the office 

  Addressed 
comments 



1.7.3.Fully Implement the various guidelines and formats of 
the Queens’ College 

 Evidence of 
Implementation 





 1.7.4.Fully Implement the decisions of campus office, 
Executive Management, Senate, AC, committees etc. 

 Attendance & 
Report 

 

1.7.5.Fully conduct the required meetings, communicating the 
results to all the concerned body timely and implement them 

accordingly 

 Minutes, 

communications 



1.7.6.Graduation Matters follow up and arrangement  Graduation    

1.7.7.Communication Instructor Evaluation    

Management Department resource plan and budget breakdown for the Academic Year 2017 E.C. 
 

N
o
. Items /Consumables Unit Quantity Unit Price (Birr) Total (Birr) Remarks 

1. Adopter Piece 2 250.00 500.00  

2. Agenda small size Piece 4 100.00 400.00  

3. Air freshener Piece 8 60.00 480.00  

4. Binding plastic Piece 30 10.00 300.00  

5. Binding ring Piece 30 10.00 300.00  

6. Blue Pen Pack 4 150.00 600.00  

7. CD disk Pack 4 500.00 2000.00  

8. Copy Paper Pack 12 300.00 3600.00  

9. Correction fluid Pack 2 300.00 600.00  

10. Envelope ( Posta) A4 pack 5 500.00 2,500.00  

11. Fastener Pack 2 500.00 1,000.00  

12. File folder Piece 24 50.00 1,200.00  

13. Flash Disk 4GB Piece 4 200.00 800.00  

14. Glue (UHU) pack 10 240.00 2,400.00  

15. Hard cover Piece 30 10.00 300.00  

16. Paper Clip Pack 2 500.00 1,000.00  

17. Plaster large size Piece 10 80.00 800.00  

18. Puncher Piece 4 200.00 800.00  



19. Red pen pack 4 96.00 384.00  

20. Stamp ink Piece 4 120.00 480.00  

21. Stapler Piece 4 500.00 200.00  

22. Staples Pack 20 290.00 5,800.00  

23. Whit board marker Pack 25 240.00 6,000.00  

24. A4 paper Pack 15 1000.00 15,000.00  

25. Others 1,000.00  

Total 48,364.00  

Fixed Assets Unit Quantity Unit Price (Birr) Total (Birr) Remarks 

1. Computer With full Accessories Piece 4 10,000.00 40,000.00  

2. Customers chair Piece 5 600.00 3000.00  

3. Electric power stabilizer Piece 3 3000.00 9,000.00  

4. Managerial Table Piece 1 12,000.00 12,000.00  

5. Shelf which can be locked Piece 2 10,000.00 20,000.00  

6. Books Piece 46 2,310.00 106,260.00  

7. E-books   25,000.00 25,000.00  

8. Students Chair Piece 50 1,200.00 60,000.00  

9. Shelf at Staff room Piece 3 3,000.00 9,000.00  

Total 284,260.00  

Academic staff Budget Unit Quantity Unit Price (Birr) Total (Birr) Remarks 

1. Academic staff salary  3 9,000.00 324,000  

2. Academic staff salary  2 7,000.00 168,000.00  

Total 492,000.00  

Total Sum 824,624  

Contingency (5%) 41,231.2  

Grand Total 865,855.2  
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