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1. Brief Background of QC

The current Queens’ College was established in November 1998 G.C in Addis Ababa Ginfle
Campus as a Language-Training Institute. Queens’ Institute had been raised to a College
level in November 1999 G.C with the motto of “Excellence in Education” to provide
educational services at a Diploma level in Accounting, Secretarial Science and Office
Management. Then after, the institute was upgraded to Queens’ College. Moreover, a new
branch has been opened in different location of Addis Ababa. In 2016, the College has been
empowered to grant the bachelor’s degree in Mexico Campus. First degree in Accounting
and Finance, Computer science and Management has been begun. Over the last 6 years, the
College has expanded its branches into eleven campuses that offer a number of TEVT, Under
Graduate and Post Graduate programs at regular, extension and distance programs. It has
well qualified and experienced academic and administrative staffs.

Queens College is persistently improving its academic staff hierarchy, infrastructures
structures, administrative profile and overall systems since 1998 G.C. Quite surprisingly it
has continuously boosted its financial strength, service facilities, employees profile and
educational materials which in turn assist the college to gain wider public recognition and
reputation.

From the time of its establishment, the College had made four successful Undergraduate
graduation as well as one Post Graduate graduation ceremonies for the respective of years.
In each successive year, the number of qualified graduates are increasing with corresponding
quality education and infrastructures. The number of graduate during 2001, 2010, 2011, 2012
and 2013 E.C academic year were 39, 125, 1619 and 2385 respectively that made totally 4,168
graduates.

The College took different expansion measures to insure the delivery of education for all
societies. To this end, the college has been established twelve campuses at different districts
of the Addis Ababa city.

This expansion will helps for delivering of Quality education that makes us education easily
accessible and affordable to our customers and will have a plan expand to other uncovered
areas of Addis Ababa city and other regional States.

At this time, due to increase numbers of programs and departments in the College our
academic structure has been upgraded into Faculty Level.

Currently, QC provides educational services in the following faculties and departments:
a. Faculty of Business in the two departments namely Accounting and Finance,
And Management
b. Faculty of Information Sciences in three departments namely departments of
computer engineering, Information Technology, and Computer Science.
c. Faculty of Social Science and Humanities - Sociology and Social work.



d. School of Graduate Studies in three programs namely Masters of Business
Administration (MBA), Master of Project Management, and Master of Science in
Accounting and Finance.

In addition to these, the school of postgraduate and College of distance education are the
parts of the collage working under it. The College has been well organized in the last 23 years
in creating conducive environment for teaching learning process and engaged in social
responsibilities. Accordingly, relevant and qualified academicians and practitioners are
performing all academic and administrative tasks.

The Management of Queens College is persistently aspiring to maximize its capacity and
provide training in a more efficient manner than ever before.

1.1. Vision, Mission, Values and Educational Objectives

1.1.1. 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”.
1.1.2. 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.
1.1.3. Values
Queens College is committed and guided by the following values

* Academic Freedom

= Excellence

* Maintain Quality and Standards

* Integrity

* Good Governance

» Respect for Diversity

» Student centeredness

* Transparency and Accountability

* Professionalism

» Team work and team spirit and Entrepreneurship

» Creativity and Innovation



» Dignity, respect, fairness equity, and justice for all individuals Positive
thinking
= Care, Concern, and Sensitivity for cross cutting issues (Gender,

Environment, and Disabled)

1.1.4. Educational Objectives

The QC has the following objectives to realize the above mission.

Academic Excellence

Develop a highly competitive academic community where there is focus on
learning, inquiry, reflection, intense pursuit of knowledge and intellectual
achievement that is marked not only by transfer and ingestion of knowledge but
also by intelligence development for the furtherance of new knowledge.

Provide an intellectual background that qualifies one for further academic and/ or
professional pursuits.

Enable capacity for critical thinking, personal responsibility for one’s intellectual
growth and maturity, skills for clear communication, keen aesthetic awareness

and appreciation and understanding of key concepts within various disciplines.

Professional Capacity

Develop internationally competitive professionals in the fields of focus.

Develop professionals that can adapt their know-how to local situations and
make a difference in the socio-economic life of local communities.

Advance professional ethics that sustains respect and value for the profession, the
professional and the community for whom who stands to serve.

Impart professional know how that adds value to student intellectual
development on one hand and places of engagement at work and in private and
public lives.

Yield graduates that can add value in their professional engagements, private and

public lives, and in society at large.

Values Maturity

Challenge students to confront their values, attitudes and behavior with an ethical
spectacle that emphasizes public interest and investment in the community ahead

of the pursuit of self-interest.



Open up students to a well-ordered value structure that emphasizes attitudinal
transformation befitting of the demands of the times and the needs of
communities.

Help develop a well-integrated character that is highly sensitive to both rights
and obligations, is committed particularly to the less fortunate and

Uphold to personal ethics abstaining from immoral behavior, dishonesty and

conduct that hurts or exploits others.

Community Service

Research

Develop an ethics of indebtedness to communities and country and
commitment to service to the same.

Link the students of the college with the community for mutual learning and
progress.

Require and inspire both the faculty and students to relate their academic pursuits
to the needs of the community through ongoing exchanges, fieldwork and
outcomes that propel and support community development and enable the
development of ideas and models that can readily be useful in both learning and
development.

Develop human capital that is committed to the service of society and nature.

Serve as a center of research on particularly topics that add value to community
and national development.

Share findings of research with the academic community and those interested in
the knowledge gained.

Experiment with research findings that can be applied for use and share the

knowhow with those interested for replication.

Enabling Environment for Learning and Holistic Personal Development

Provide adequate, high standard and inspiring buildings and grounds, facilities,
learning resources and psycho-social settings that meet the teaching, learning,
administrative and student personnel requirements with transformational
impacts.

Provide an inspiring and invigorating campus by putting in place an ambient,

spacious, refreshing and environmentally friendly setting.



Linkage of the Graduates with the Job Market and Societal Needs

» Provide opportunities for the exploration of one’s interest and potential early
enough so that one will pursue an area of study that is both relevant and in line
with one’s interest or proclivity.

* Avail a linking pin with the job market through strong job placement service.

* Receive feedback about the quality and relevance of the educational program
from various stakeholders and the local and global market, adjust one’s focus
according to demands, and felt needs.

* Engage in an iterative process checking the validity of the institution’s
offerings with the changes in the knowledge industry.

Attentiveness to Nature

* Underscore an appreciation for the interdependence of man and nature and instill
a culture of environmental friendliness.

+ Emphasize the restoration and renewal of nature and help develop and promote
alternative energy and survival sources that do not degrade the environment or

hamper the restoration of the same.

2. Introduction and Scope
This document is designed to provide guidelines on the key steps to be considered in the

design, approval and review of new and existing programs at all levels. It sets out the
principles, procedures, roles and responsibilities, templates and checklists through which
the college ensures that its programs continue to attain the required quality and standard.
The procedures contained in this document are applicable to all programs run by the college
including undergraduate and graduate programs. It begins with a brief description of the
purpose of this guideline in part 3. Part 4 discusses the guidelines and specifications for
program design, followed by a discussion on program approval in part 5. Part 6 presents

the guidelines and checklists for review and assessment of academic programs.

3. Purpose of the Guideline
This guideline aims at providing the quality enhancement procedures required in
designing, approving and reviewing academic programs at Queens College (QC). The

contents in this document enable academic and administrative staff to ensure the academic,



strategic and resource viability and sustainability as well as the relevance and standard of
curricular content and outcomes of their programs.

This guideline also provides faculties, schools and departments of the College with the
opportunity to articulate their aspirations, missions and goals and to explain how their
current curricula and program activities support their accomplishments and future
direction vis-a-vis the QC’s mission and strategic plan. More specifically, this guideline
intends to facilitate and enable departments and schools to:

* Maintain and enhance the relevance and quality of academic programs that are
consistent with the College’s mission and strategic plan.

» Support and institutionalize self-improvement processes by highlighting program
strengths and weaknesses, identifying areas for improvement and opportunities for
strategic change and competitiveness.

» Validate that programs are meeting the changing needs of stakeholders, particularly
the industry, employers and the government.

» Advance the strategic direction and priorities of the College in terms of linking
relevance and quality to planning and resource allocation based on sound evidence
and data about its programs.

» Guide all curricula design, approve, implement and review in a consistent manner
in the College.

4. Program Design

This part presents the major issues and procedures to be considered in designing new
programs of study in the College. For the purpose of this document, an academic program
is described as an approved curriculum and a structured learning or a standard route that
is followed by a student, and its completion leads to the award of a specified College

degree/ certificate.

This part begins with a brief description of the importance of the program design phase in
section 3.1. The key issues to be considered in designing new programs are briefly described
in section 3.2. Section 3.3 depicts the responsibility for program design; followed by an
outline of the steps of program design in section 3.4. Finally, the program specification and

template are discussed in sections 3.5 and 3.6 respectively.



4.1.

Importance of the Program Design Phase

The design phase is crucial in ensuring the relevance, quality and sustainability of a program

and its successful delivery. It aims at ensuring that new programs are of the appropriate

standard, viable and enhance the College’s mission. Good program design is an artistic

activity that constitutes the first quality assurance mechanism and enhances the proper

delivery and attainment of learning outcomes and required standards. The program design

process should be rigorous and comprehensive to ensure that the program meets

predetermined academic standards. The issues to be considered in designing new programs

are outlined in the forthcoming sections.

4.2. Key Issues to be Considered in Designing new Programs

The following reference points should be considered in designing new programs.

4.2.1.

4.2.2,

Relevance: this refers to the extent to which the intended program aims and learning
outcomes are aligned with the College 's mission, goals and strategic plans as well as
national development agendas as stipulated in, GTP II and other higher education
policy documents of the country. This requires presenting indicators that:
» the appropriateness and uniqueness of the program at the QC is
articulated.
» the program will provide a high quality and relevant curriculum that
emphasize competencies, student learning and engagement.
» competencies and learning outcomes of the program are clearly stated.
* teaching, learning and assessment strategies are appropriate to attain
program goals and learning outcomes. This should be supported by evidence
of need assessment.

Appropriateness of the academic standards to the level: this is related to
ensuring that the standards are set appropriately in terms of the intellectual challenge
and value of the program. It requires evidence that the:

» program reflects recent developments in the discipline,

» intended award of the program, and its compatibility with other similar
programs provided nationally or internationally are clearly stated,

* level in terms of the relative demand, complexity and depth expected of a
student upon completion of program of study is clearly indicated,

» progression in terms of the increase in learner’s intellectual challenge, skills
and knowledge is properly stated,

* balance between academic and practical components of the program is
indicated,



4.2.3.

4.24.

4.2.5.

4.2.6.

4.2.7.

» there is coherence and academic standards in terms of the overall intellectual
integrity and the logical relationship between student learning experience and
program aims. This includes the sequence of the constituent modules and
distribution of credit values and/or hours to practical components and
student activities.

= feasibility in terms of the attainment of program outcomes is stated, and

» flexibility in terms of the requirements for program entry is justified.

Sustainability: this refers to the market demand of the program in terms of meeting
the requirements of industry, the profession or other market niches. This requires
examining recent trends in student intake and survey results on employment of
graduates or conducting need assessment. Evidence of market surveys undertaken
to establish demand of the program or need assessment conducted to identify target
groups and ensure the support for the program from industry are necessary in this
regard.

Governance and Management of Programs: indicate how the department’s
governance and management system supports the attainment of program goals and
objectives. This may include a brief description of responsibilities, accountability and
the extent to which the existing governance structure and learning environment of
the College or department support student learning achievement.

Faculty Resources Required to meet the Mission and Goals of the Program:

this refers to the availability of core academic staff in quantity and quality to run the
program. This requires presenting evidence about qualification mix and specialty of
teaching staff and support staff necessary to support the goals of the program.

Availability of Adequate Resources and Infrastructure to run the Program.

This requires presenting evidence on whether the program has adequate resources
and facilities to meet its goals and objectives. These may include libraries,
laboratories, equipment, infrastructure, accommodation, ICT and access to electronic
resources. Thus, evidence on adequacy of budget; facilities and laboratories;
instructional technology; research fund; space; equipment and library resources
required to support the mission and goals and sustain high quality academic
program and research activities should be produced.

Indicators of Quality and Standards: the reference points used to assess quality and
standard of the program should be indicated. These may include standards and
indicators in terms of the breadth and depth of academic content, innovations in



teaching and learning, success and track record of graduates in employment, and
program accreditation etc.

4.2.8. Mechanisms to evaluate and improve quality and standards: the program
monitoring mechanisms should be clearly indicated. The mechanisms may include
student, staff and stakeholder feedback schemes; procedures for innovation and
improvement of the curriculum, standards and quality of teaching, learning and
student performance.

4.2.9. External reference points: this refers to the extent to which the program design
process takes into account benchmark statements, national qualification framework
and requirements set by Higher Education Strategy Center (HESC) and Education
and Training Authority (ETA). Subject benchmark statements need to be considered
in the design of new programs, which provides information about the understanding
and skills acquired through the study of that discipline. This requires a description
of benchmark statements for new programs.

4.2.10. Internal and external review of proposals: this refers to the evidence on whether
proposals for new programs, particularly for graduate programs, undergo some form
of specialist or external review.

4.3. Responsibility for Program Design

The need for designing a new program may arise from the academic staff within a
department, College strategic plan, and review of College mission, changes in market
demand, government and other external bodies including employers. The program team
within each department will assume primary responsibility for program initiating,
planning, preparation of documentation and presentation of the proposed program to a
validation panel at department and faculty/school levels based on the College 's guidelines
and regulations. For inter-disciplinary or collaborative or joint programs, a team that
comprises members from the respective departments/faculties/schools shall be established
to design the programs.

Program design teams should ensure that there are consultations and input from significant
number of academic staff and relevant stakeholders. The program team leader should be a
senior and well experienced member within the department and participating in the
program. The graduate programs office, undergraduate programs (Faculty, School,
Department), the center of excellence and quality enhancement and committees at all levels
shall provide guidance and advice to program teams when required.



4.4. Steps in Program Design

4.4.1. Forming Program Design Team. Members of the team are usually drawn from

4.4.2.

those full-time academic staff that teach and participate in the department
activities.

Gathering Relevant Information and developing Preliminary Concepts for
New Program Based on Need assessment. Discussions on the concepts should
be held at department and faculty (school) levels including Academic Standards
and Curriculum Review Committee (ASCRC) and Academic Commission (AC).
This enables to determine the extent to which the new program concept is related
to the College 's mission and strategic plan. If the outcome of the discussions is
positive, then the program team starts the development of program proposal
and specifications.

4.4.3. Drafting the Proposal and Program Specification. The proposal should contain

the rationale and justifications for introducing the new program and the series
of steps followed to develop the program including supporting documentation
such as module descriptors and program structure. Program specification is a
document that describes the key features of the program including the rationale,
program duration, aims and intended learning outcomes, teaching-learning
strategies/ methods and activities, entry requirements and module descriptors.
Program specification is required for approval of all the College programs.

4.4.4. Assessment by at least one External and one Internal Assessors: this enables to

4.4.5.

ensure objectivity of decisions, quality and confirmation of standards by an
independent advice. External assessors may be selected from professionals
working outside the college. The purpose of external assessment is to provide
a perspective not available in the respective
department/faculty/school or the college. External assessors may provide
relevant information and suggestions concerning the current developments in
the discipline and identify issues of concern for improvement. The external
reviewer should be selected based on their records of experience and thoughts
relative to broad issues of education within their respective discipline. External
assessor shall be identified and recommended by the department/school/center
academic committee, and approved by the faculty/school/department
academic commission in consultation with the Academic Standards and
Curriculum Review Committee of the college.

Organize a consultation forum with key stakeholders: this may include
potential students, potential employers, professional associations, internal and

external assessors and other concerned stakeholders to get feedback about the
design of the new program. This may require evidence about the type and



number of the participating stakeholders and their feedback and suggestions
(see template in annex1). Prior to approval, the new program document should
be improved based on the comments and feedback from stakeholders and
assessors.

4.4.6. Documentation of the whole program design and approval processes and
procedures is mandatory.

4.5. Program Specification

A proposal for new program of study shall contain program specification. This is a
compulsory requirement for each proposed new program or a variant of existing program
and shall serve as a basis for program approval. A program specification is a brief
description of the learning outcomes of the new program, the knowledge and skills that
graduating students are expected to achieve and the means by which these outcomes are
achieved and demonstrated. This includes outcomes related directly to the curriculum,
study and assessment methods, and criteria to assess performance as well as how syllabus
outline and modules are organized and combined into whole qualification. Program
specification may be used to provide information to students, staff, external examiners and
employers about the program offered by a department/school. More specifically, a program
specification shall contain the following major components.

4.5.1. Program Title: this refers to the name of the specific program. The program title should
reflect name of the academic subject, and endpoint degree to be awarded
(qualification level).

4.5.2. Program Description and Rationale: the program description should be stated in such
a way that prospective students, staff in charge of admission, external examiners
and employers can have a clear picture about the program. The description may
cover the subject area and program; unique features about the program at QC; the
way the curriculum is structured, taught and assessed and the specific skills to be
acquired by students and career opportunities after graduation. The rationale
should indicate the reasons for introducing the program and planned benefits to
the department as well as the college. It should also include the educational (the
broader breadth of complementary learning outcomes), academic (the specific
subject area knowledge and expertise) and business rationale of the program.

4.5.3. Overall Credit value: This refers to the duration of the program (both for regular and
extension). The total credit hours required to complete the program should be
stated clearly. This may include the credit value required at each stage of
progression and /or module as well as the minimum credit required for graduation.



4.5.4. Program Aims and Objectives: program aims refer to the broad educational

intentions and orientation of a program. They set out the purpose of a program,

which are expressed in terms of general statements about the learning processes carried out

over the duration of the program. Program objectives refer to the features and outcomes

that a student might reasonably be expected to achieve on completion of the program. Both

of these should be stated clearly in the designed curriculum.

4.5.5. Intended Learning Outcomes: refer to the essential and enduring knowledge, abilities

(skills), and attitudes (values and dispositions) that constitute the integrated
learning needed by a graduate of the program. In program specification, learning
outcomes should be stated in measurable and observable terms, i.e. in what

students need to know and should be able to do upon completion of the program
of study. We have to make sure that learning outcomes are related closely to the
overall program aims and take account of the following areas:

» Knowledge and Understanding: this is related to what students should know
and/or understand on successful completion of the program. This may
include knowledge and understanding of the subject content, paradigms,
concepts, limitations and boundaries as well as the context in which the
subject is used.

* Intellectual Skills: this refers to the higher order cognitive skills including
understanding of methodologies, critical thinking, analysis, synthesis and
evaluation

* Practical Skills: these are skills specific to the profession/discipline that may
include the ability to conduct laboratory work; research on a topic or
problem; ability to observe, describe or report accurately and conduct
contextual analysis. This requires creating opportunities for learners to
practice in an appropriate learning context.

» Generic Skills: refer to those skills that are not discipline specific. These
include personal and social skills that are readily transferable to employment
and other contexts. Examples of generic skills include: communication,
numeracy; effective use of ICT; ability to work in teams, manage and evaluate
one’s own learning,.

4.5.6. Module Descriptors Including Prerequisites: this refers to the list of modules

associated with the program. Module descriptors should include a brief description
of the general subject of each module; statements about how the module is
structured into knowledge, know-how and skill and competence (context, role);
learning outcomes; credit values and indicative syllabus. The description should
also include schedule and sequence of delivery, indicative learning materials and
planned use of student time related to the number of credits/hours allocated to a



module. The module structure should map onto program learning outcomes and
allow their attainment.

4.5.7. Teaching and Learning Approaches: refer to the broad approaches to learning and
teaching and their underlying rationale. This may include a brief description of the
range of teaching and learning methods employed and other innovative features of
the program related to teaching and advising students. The teaching and learning
methods may include self-directed learning such as problem based learning, small
group teaching, mini projects, group work, lectures, tutorial sessions, supervised
study, student presentations, seminars, work-based learning, readings and
discussion, role-play, case study, dissertation, computer based learning, invited
speakers, practical classes and demonstrations or a combination of these. Evidence
of the extent to which the teaching and learning approaches are student centered
and aligned with the program learning outcomes should be indicated.

4.6.Modes of Delivery: this refers to whether the program is delivered in full time or part-
time or distance learning mode or both. The appropriateness and effectiveness of the
mode of delivery to meet program objectives and award expectations; and the minimum
and maximum length of the program for each mode of delivery should be clearly stated.

4.7. Assessment Strategies: the range and variety of assessment methods (written and
practical exams, projects, problem solving assignments, peer assessments of oral
presentations, interactive computer and simulation assignments and group
presentations, thesis and dissertations, etc.), the assessment pattern and marking criteria
should be clearly indicated. This requires evidence that the program employs continuous
assessment that enables students with a range of learning styles and experiences to
demonstrate their performance and learning achievement vis-a-vis the program learning
outcomes.

4.8.Admission requirements: the appropriateness of the admission requirements and
criteria to the attainment of program aims and goals should be stated. This should
include explanations on the extent to which the admission criteria including alternative
requirements are fair and transparent. The academic and non-academic criteria
including interviews and entrance exams should be clarified in the entry profile
alongside the Government requirements to entry into that level of education.

4.9.Availability of adequate and qualified faculty: this is concerned with whether the
program has core academic staff with the appropriate credentials and experience
required to meet its mission and goals. This requires evidence on the adequacy of the
proportion of academic staff with terminal degree or the rank of assistant professor and
above to run master’s program. The respective department should ensure that there is
about 75% of the required core staff to launch and run new program.



5. Program Specification Template

All new or modified programs are required to complete the program specification template
based on the major components described in section 3.4 above. This template shall be a
compulsory requirement for program approval at Queens Enterprise college. The table
below provides a template to be followed by all program proposersin preparing
program specification.

Queens Enterprise College
Template 1: Program Specification Template

1. Program Title: Program Code:

2. Program Description and Rationale:

3. Total Credits Hours:

4. Program Duration (in years):
5. Mode of Delivery:

6. Faculty:

7. Department/School:

8. Admission Requirements:

9. Program Aims:

10. Graduate Profile/ Competencies:

11. Intended Learning Outcomes of the Program:

12. Teaching and Learning Approaches:

13. Assessment Strategies:

14. Modules Descriptors:
15. Availability of Adequate and Qualified Faculty:

16. Governance and Management of Programs:

17. Resources Profile:

18. Indicators of Quality and Standards:

19. Graduation Requirements:

20. Mechanisms to Evaluate and Improve Quality and Standards:

21. Degree Award/Nomenclature:

22. The Proposed Date: Signature:

6. Program Approval

This part presents the procedures, responsibilities, stages and criteria required for the
approval of new and modified programs of study leading to awards of the college. It begins
with the purpose of program approval in section 4.1; followed by a brief description of the



responsibilities for program approval in section 4.2. Section 4.3 presents the routes and
criteria for program approval. Section 4.4 presents the selection and responsibilities of
external assessors. Finally, the program approval template is presented in section 4.5. Each
faculty/school/ department should follow the guidelines set in this section in approving
and validating their new programs.

6.1. Purpose of Program Approval

Program approval is a process of validating and reassuring that all new and modified
programs are carefully planned as per the program design guidelines and specifications set
by the college as well as the accrediting body (ETA). More specifically, the program
approval process aims at ensuring that:

v" the program being proposed is robust, viable and deliverable,

v' the new program is consistent with the college’s strategic plan and with the
mission, strategic priorities and guidelines of the college,

v' the minimum academic standards and management arrangements required to
provide a high-quality educational program are in place,

v' there is no overlap or duplication between the new and existing programs,

v' there is a market demand or niche for the new program, and its learning
outcomes address the requirement of stakeholders (industry and employers’
need) and professions,

v' there are sufficient resources (physical, human and financial) to run and sustain
the program,

v' the academic standards of the program are appropriate to the proposed level and
title of award.

v" The quality monitoring strategies and mechanisms are clearly set,

v" The program designed fulfills all requirements of the governing body (ETA).

All new programs that lead the college’s degree award are subject to an academic approval
process. The approval processes and decisions at all levels should be informed by full
consideration of the standards, specifications and procedures indicated in the program
design section of this guide. Documentation of the approval at all levels should be duly kept.

6.2. Responsibilities for Program Approval

The final approval of proposals relating to new or modified programs is the responsibility
of the college Senate. On behalf of the Senate, the Academic Standards and Curriculum
Review Committee (ASCRC) shall be in charge of reviewing new or modified programs and
then presenting its recommendations to the Senate for a final approval. Prior to the Senate
final approval, faculties/ departments/schools/ are responsible for considering and



making detailed review of new or modified program proposals and make decisions or
endorse the program at respective academic commission and committee, then send the
program document and minutes of the commission/committee requesting for approval to
ASCRC (ASCRC shall monitor the program design and approval process) and will endorse
it to the Senate for final approval.

At department level, the Department Academic Commission (DAC) is responsible for
detailed review and initial approval of new or modified program(s) and then making its
recommendations to the respective Faculty. At Faculty level, the Faculty Academic
Commission (FAC) shall be in charge of reviewing and considering new programs and
making recommendations to ASCRC. The routes, criteria and other issues to be considered
in program approval are discussed in the sections that follow.

6.3. Routes and Criteria for Program Approval

The academic approval process shall involve three stages: Department, Faculty and Senate
approval. The routes and criteria to be considered at each stage in approving new programs
are discussed in the sub-sections that follow.

6.3.1. Department Approval

Before the commencement of DAC approval, the program committee must complete the
proposal for new or revised program including program specification and submit it to the
department /school head for initial approval by DAC. Initial approval is required from the
department/school before new or modified program is sent to the college and the Senate
for approval. For new undergraduate programs, the DAC shall establish a program
approval panel that comprises full time academic staff members that are independent of the
proposed new program. The Department Graduate Committee (DGC) shall be in charge of
reviewing new graduate programs. The approval panel or DGC should undertake a
rigorous review of new program by involving at least two external assessors for new
programs. Each department shall identify and recommend internal and external assessors
and the college makes final approval. The assessors/ reviewers should be independent of
the proposed program, and they are expected to provide objective comments and judgment
about the appropriateness and quality of the program proposed (see the details in section
4.4)

The DAC makes initial approval of programs based on the recommendations of the program
approval panel or DGC and the assessors. Program committees may be requested to revise
their proposal based on the feedback of the DAC. At this stage, the following criteria should
be considered in approving new program proposals:
* clarity and consistency of the proposal,
* consistency of the new program with the college’s mission and the college’s
strategic goals and plans,



* the new program is independent of existing programs within the college in
terms of aims and curricula,

* there is anticipated market demand and need for the program,

* the academic rationale, standards and aims of the program are appropriate to
the title and level of the award,

* the intended learning outcomes of the program are clearly stated,

* the nature of learning opportunities to be offered by the program are clearly
stated,

* the credit values are appropriate to the duration and level of the award,

* the teaching, learning and assessment strategies are appropriate to attain
program aims,

* the list of module descriptors, which add up to the coherent program are
indicated,

» Staffing and the necessary resources to support the program are identified to the
standards acceptable to the college,

*» Evidence of appropriate and adequate consultations with staff, students
(present and past), stakeholders and potential employers, professional bodies
and external assessors are presented,

* quality monitoring and review mechanisms are clearly indicated,

* Opverall, the program specification is prepared in accordance with the program
design guideline and template indicated in section 3 of this document.

Once the review of the new proposal is completed, the approved proposal should be signed
by the Department Head, chair of the DGC or program approval panel and external
assessors. The department should send the approved and signed proposal together with the
reports of the assessors and approval minutes to its respective faculty/school. The
department approval minutes may include results of consultations, considerations of
comments from external assessors and stakeholders.

6.3.2. Faculty /School Approval

The Faculty AC shall undertake review of new or modified programs recommended by
departments. The AC may organize an event with department representatives to discuss in
detail any issues that arise from the proposed program. The following criteria should be
considered in the approval process of new or modified programs at the Faculty level:
* The approval minutes contain adequate evidence about stakeholder
consultations and results of external assessors,
* the proposal for the new program is clear and consistent in terms of academic rationale
and scope for introducing the new program or revise the existing one,
* the proposed new/ revised program is robust, viable and deliverable,
* the new/revised program is in alignment with the college’s strategic goals and
priorities,



* external assessors have participated and their comments and judgments are
incorporated,

= evidence of market demand and need assessment results are indicated,

* evidence on the availability and adequacy of resources and facilities (staffing, library,
laboratory and equipment, accommodation etc.) are indicated,

* program specification is prepared and submitted as per the college’s program design
guideline and template,

Following review of the proposal based on the criteria indicated above, FAC should present
its report and recommendations to the college Senate. When the proposal is approved by
the FAC, it should be signed by the Faculty/School Dean. Finally, the Faculty/School Dean
shall write a letter and send the approved proposal to VPAA together with the following
documentations:

v Approved and signed program specification,

v" Synthesis of the report of external assessors,

v Minutes of the AC.

The VPAA undertakes a review of new proposals sent from Faculty. The VPAA shall
forward the reviewed proposals to CEQE. CEQE audits whether the proposal fulfills the
requirements set in the program design and approval guideline, and present it to the
college’s Academic Standards and Curriculum Review Committee (ASCRC) for approval.
6.3.3. Senate Approval

The college Senate is wholly in charge of the final approval of all new or modified programs.
On behalf of the Senate, the ASCRC shall review new or modified proposals presented by
CEQE Director. The ASCRC shall convene a meeting to check whether the proposed
program satisfies the criteria, procedures and specifications outlined in the college’s
guideline for program design and approval. ASCRC plays an auditing role and it may
consider the following major criteria in reviewing new or modified programs.

* the proposed title and degree award conform to the requirements of the Senate
Legislation and other supporting policies, regulations and guidelines,

* the new program is in alignment with the college’s mission, strategic goals and
priorities,

* the extent to which the program approval at department, faculty/school and
college levels follows rigorous processes and procedures indicated in this
guideline,

* input of stakeholders, external assessors and their reports,

* the development and approval of program specification is based on the
procedures and requirements of the program design and approval guidelines
stipulated in this document,



* Opverall, the proposed program is independent, comprehensive, viable and
relevant to the attainment of the college’s mission.

ASCRC has the power to take any of the three actions: to accept; to refer back to
taculty/school for minor or major revisions, or to reject the proposal. ASCRC presents its
recommendations of the accepted proposals to the Senate through the Academic Vice
President of the college for final approval. The Senate shall focus on strategic issues in
reviewing new or modified programs. The criteria may include, relevance of the new
program to the college’s mission and strategic plan as well as national priorities, uniqueness
of the proposed program vis-a-vis existing programs, resource implications to run the
program, and market niche.
The Senate has the ultimate power to approve or reject the proposed new or modified
program. The official decision of the Senate shall be communicated in an official letter to
college concerned Government body within five working weeks through the Academic Vice
President with a copy to the Queens College Registrar and other concerned offices such as
Faculty/School and CEQE. Any faculty or school or department cannot launch new
programs without the official approval of the Queens College Senate or its standing
committee, and accreditation permit from ETA. Admission of students to the program shall
be announced by the Registrar after program approval is made by the Queens College
Senate, and accreditation is secured from ETA.
6.4. Program Approval Template

Template 2: The Major Considerations During Program Approval.

1. Title of the program:

Duration of the program (in Years):

3. Proposing department:

4. Program descriptions:

5. Admission/ Entrance requirements:

6. Attached documents:
* Program proposal
* Program specification
* Internal and External assessors’ report
* Approval minutes

7. The proposed date:




6.5. Checklist that guides program design and approval

Template 3: Checklist to Review and Approve New or Modified Programs

Components Questions Answer
Yes|No
1. Does the title or award reflect the aims and learning outcomes of
the program?
2. Do the steps followed in designing new program promote
good practice?
3. Does the program design consider the needs of stakeholders
and students?
General 4. Is there evidence that there is market demand for this program?
progr
5. Is the program distinct from the existing programs at the Queens
College ?
Aims, 6. Are program aims, objectives and learning outcomes clearly
objectives and stated?
learning 7. Are program learning outcomes aligned with aims?
outcome

8. Do the learning outcomes clearly reflect the level of award?

9. Has the alignment of the program aims and learning outcomes
with the Queens College’s mission and national priority agendas
been considered?

10. Are the program expectations indicated in the intended learning
outcomes realistic and deliverable?

11. Are program aims and learning outcomes informed by subject

benchmarks?
Program 12. Are the content standards and structure set and specified
contents & appropriately?
structure

13. Are the relative demand, breadth, complexity and depth of
study fit to the intended award of the program?

14. Do program aims and content reflect current knowledge
and research?

15.Is the balance between academic and practical elements
and opportunities been considered?

16. Does the program encourage the development of an increasing
intellectual challenge, skills, knowledge, and conceptualization
among learners?

17. Is the overall coherence of the modules of the program been
considered in the design?

18. Does the program ensure the link between purpose of the

program and the students’ learning experience?




19. Do the content and structure enable students to achieve aims
& learning outcomes?

Student Entry | 20. Does the new program consider the range of entry requirements

for students?

21. Does the program design give attention to arrangements for
admission (e.g. disability & disadvantaged groups)?

Module

22. Are the modules organized in such a way as to support student
descriptors

progression?

23. Are the modules structured in such a way that the requirements
of all students can be supported?

24. Do the module structure and sequence reflect overall coherence
and intellectual integrity?

Teaching & | 25. Does the design incorporate a variety of teaching and learning
learning  |methods that provide a range of learning environments for students?

26.Is attention given to the engagement and active participation
of students in the selection of teaching methods?

27. Do the selected teaching methods and learning opportunities
enable students achieve program learning outcomes?

28. Does the design consider a range of assessment methods
including formative assessment that enhance attainment of program
learning outcomes?

29. Does the assessment strategy adopted enable students to
demonstrate achievement of learning outcomes?

Assessment |30, Do the assessment criteria enable students, teachers and external

examiners to distinguish between levels of achievement?

Staffing 31. Are the required number, qualification mix and experience of

academic staff clearly indicated?

32. Is the proposed qualification mix and expertise of staff
appropriate to deliver the program?

Resources 33. Are there appropriate learning resources available

(infrastructure, library, laboratory, equipment, ICT, support
services, etc.) to deliver the program?

Review 34. Does the program design involve internal and external assessors?

35. Have internal and external reference points been used in the
design?

36. Have adequate consultations been conducted with
stakeholders?

Monitoring | 37.Is an evaluation strategy indicated to judge the effectiveness
and quality of program provision?




Student 38. Is there a strategy to provide meaningful support to students
support including guidance & counseling, welfare support, etc.?
strategies

39. Are the strategies and mechanisms for the
development of learning resources and evaluation of the
effectiveness of professional support services for teaching & learning
indicated?

7. Program Review

Program review is at the center of the college’s assurance and enhancement of quality and
standards of its provisions. It is a comprehensive analysis of program quality that helps to
ensure the effective operation and currency of an academic program and its continuing
relevance and validity. Program review is a cyclical process of scrutiny by which an
approved program is critically evaluated at a predetermined time interval (usually
four/five years). It provides critical information for the college’s internal actors about the
relevance, quality, strengths and weaknesses, opportunities and threats, student learning,
and resources including the contributions of the program to the college mission. The factors
that guide the selection of a program for review may include: the relationship of the
program to other programs run by the college; significant changes in student demand;
recent or planned program changes; accreditation requirements; and schedule for program
review cycle.

This unit describes the guiding procedures, processes and criteria to be followed in
reviewing academic programs. It begins with the purpose of program review in section 5.1.
Section 5.2 presents the major components of program review; followed by the scope and
areas of focus of program review in 5.3. Section 5.4 gives guiding questions and templates.
The program review process and the roles and responsibilities for program review are
presented in sections 5.5 and 5.6, respectively.

7.1. Purpose of Program Review

The purpose of a program review process is to improve the quality and standards of
academic provisions and make significant change to the program, if necessary. It provides
an opportunity for departments and Faculties to reflect on their strengths and weaknesses;
enhance the resource and quality of their program and make decision on strategic directions
and long-term planning based on solid information and priorities. It also helps to determine
the centrality of the program to the mission and vision of the Queens College and the trained
labor force demand of the growing economy of the country.

More specifically, the objectives of an academic program review are to:

a) maintain the quality, competitiveness and viability of programs in terms of the
labor market niche (e.g., demand of GTP),



b) ensure program improvement by highlighting strengths and identifying
opportunities for strategic change,

Cc) ascertain the currency and validity of program aims and learning outcomes in
light of the developing knowledge and practice in the discipline, and in meeting
the changing needs of stakeholders,

d) ensure the extent to which the academic standards achieved by students are
appropriate to the Queens College s requirement for the associated award,

e) determine whether the Queens College’s programs should be enhanced or
maintained or eliminated or subjected to further modifications, if there is
unnecessary duplication within and across departments.

7.2. Components of the Program Review Process

The academic program review process shall comprise three major components, viz. internal
self-audit, external review of the program, and final report and action plan. Each
department is required to undertake the above-mentioned steps.

7.2.1. Internal Self-Audit

Self-audit is an integral part of program review and its results serve as a basis for external
review. It provides an opportunity for each department to scrutinize, evaluate and criticize
itself and thereby has broad-based, reflective and forward-looking considerations of how its
current program, modules/curriculum, activities and resources support its
accomplishments and future directions.

In the self-audit, departments shall have the opportunity to articulate their aspirations and
goals; strengths and weaknesses; opportunities and threats to the program, and explain how
their program(s) serve their constituents and principal mission. It focuses on evaluating
quality of a program, i.e., particularly analysis of the extent to which the program attains its
intended goals and outcomes in terms of student learning.

Conducting self-audit is the primary responsibility of departments and it must be carried
out prior to external review. Selected staff members within the program may conduct the
self-audit. However, an effective self-audit is one that fully engages all concerned actors and
key stakeholders of the program, and reflects thorough and honest assessment of the
program. The self-audit should ensure the active participation of department members,
current students, graduates and other key actors in the delineation and analysis of issues
pertaining program strengths, weaknesses, strategic vision and future directions.



7.2.2. External Review

External review (also called peer review) is conducted by a team of professionals that is
external to the Department or the college. It provides an objective outsider’s perspective
about the quality and effectiveness of an academic program based on the self-audit report.
It enables to assess how successful a program is in fulfilling its mission and that of the
college; how well the program operates; the strengths, weaknesses, opportunities and
challenges of the program, and the appropriateness of its strategic vision to move to higher
level of achievement.

It involves a team of independent scholars selected from those nominated by department
and/or college based on their record of experience and expertise relative to broad issues of
education within their respective disciplines. The reviewers should have national and/or
international standing in their respective academic discipline as well as enough experience
and understanding of the nature of higher education system. The task of the external
reviewers is to evaluate the match between self-audit report and their assessment of the
program.

The external review team evaluates and analyzes the self-audit report and conducts
interviews during the site visit in order to assess strengths and weaknesses of the program
and identify strategies for quality improvement. During the visit, the review team should
meet with students, faculty, staff and administration based on a predetermined and agreed
time table. The team is expected to assess the program’s curricular structure and content,
available faculty expertise, resources and facilities, staff support, students ‘progress and
achievement in relation to accepted national and international norms in the discipline. The
review team synthesizes findings of the final report that forms as a basis for making decision
about the program.

7.2.3. Final Report and Action Plan for Improvement

Central to program review is continuous improvement. Accordingly, there shall be a room
for actions that must be taken to correct deficiencies and sustain high quality programs in
the long term through an agreed action plan. The department that runs the program under
review is required to respond to the findings of both the self-audit and external review
reports. There should a formal briefing of the findings and recommendations of the review
committees and the program’s initial response at department, college and college levels.
Following discussions on findings of the program under review, the concerned department
shall submit a formal action plan (no later than 20 academic days after the review
committee’s report) to address the recommendations of the review committee, which will
be approved by the Faculty Dean and CEQE. The action plan may focus on issues related to
the changes to be made to the department’s strategic plan; the actions to be taken to achieve
program goals; program modifications and realignments in resource allocation. The



Faculty/School in consultation with CEQE approves the action plan and develops schedule
and method of evaluating the success of the action plan. The action plan serves as a
foundation for the subsequent cycle of program review.

7.3.  Scope and Focus Areas of Program Review

The review should consider major characteristics of an academic program, namely program
relevance, quality, viability and productivity. Relevance of a program refers to the alignment of
training to college’s mission and the labor market needs of the economy. Quality of a
program can refer to the inputs (students, staff, resources and facilities, administration), the
transformation process (curricula, teaching and learning, research), or outputs/outcome

(graduates, publications, services, knowledge and skills of graduates). The scope of the
program review includes analyses of data pertaining to the following focus areas or criteria.

7.3.1. Program Mission, Goals and Rationale

The program review should examine the importance and centrality of the program to the
Queens College mission and the country’s demand for trained labor force. This may include
analysis of data on the overall scope, philosophy and mission of the program; alignment of
program aims and goals to the college’s mission and that of its school or faculty;
multidisciplinary nature of the program; distinctive aspects of the program at college;
program contribution to national economic development, and market demand for the
program.

7.3.2. Curriculum and its Impact on Students

The extent to which the program provides a high-quality curriculum that emphasizes on
attainment of program mission, particularly student learning and engagement is a major
area of program review. This may include analysis of data on currency and appropriateness
of curricular contents and structure (breadth, coherence and depth) and intended learning
outcomes to the level of the discipline; the program’s curricular strengths and weaknesses;
unique aspects and trends in the discipline that might have an impact on the program, and
the alignment of the curriculum to the program aims and goals.

7.3.3. Teaching, Learning and Assessment

The extent to which the educational process is related to student learning goals and
outcomes is another focus area of program review. This requires analysis of data on the
appropriateness and effectiveness of the range of teaching, learning and assessment
strategies and methods employed to determine student achievement and program goal



attainment. This may include data on the quality and relevance of student advising, teaching
and learning activities, assessment/examination systems to the standard of the award, and
the transformational learning opportunities (development of knowledge, understanding
and intellectual skills) provided to students.

7.3.4. Faculty and Staff

The adequacy and appropriateness of faculty and staff resources to meet program’s mission
and goals is a major focus area of program review. This involves analysis of data on
availability, adequacy and professional competence of staff resources to the program as well
as presence of conducive and productive work environment for all staff. This may include
analysis of information concerning the proportion of staff with terminal degrees; full-time
staff (by number, qualification, rank, specialty, age, gender, teaching or research experience
and diversity); appropriateness of scholarship and teaching credentials of staff; record of
professional practice (student and peer evaluation); staff engagement and commitment;
teaching load; program’s dependency on part-time staff; recruitment and staff renewal
policies; coherence of performance standards for faculty review and promotion, and
professional and pedagogical development opportunities for staff.

7.3.5. Students’ Progression and Achievement

This refers to whether the program attracts, retains and graduates high quality students. It
may require data analysis on students’ profile (by gender, age, GPA) and learning
experience; the appropriateness of student size and graduate profile to the mission and
goals of the program; enrolment patterns; academic qualification of admitted students;
students’ engagement; the retention and graduation rates of students; qualification
awarded; mechanisms to monitor students’ progress and achievement; adequacy and
consistency of student advising; intellectual and social climate for learning; academic
expectations and development, and student performance and graduate employment.

7.3.6. Resources

This focus area refers to the sufficiency and effective utilization of financial,
infrastructure/facilities and human resources to meet program goals and objectives. This
requires analysis of data on the adequacy of budget to support and sustain program mission
and goals; adequacy and proper utilization of teaching and learning resources and
infrastructure including classrooms, laboratories, equipment, library resources,
instructional technology, technical and support staff as well as student support services and
guidance.



7.3.7. Research and Scholarly Activities

In this area, the extent to which teaching and learning is linked to research and practical
attachment shall be reviewed. This includes analysis of information on whether there is
program’s research agenda to meet the Queens College 's mission and enhance the teaching
learning process; level of faculty engagement in research and publications; quality and
appropriateness of students’ research (projects or Master’s thesis) to the degree award; links
or partnerships with industries and other external stakeholders; adequacy and utilization of
research grants and facilities; impact of faculty research on teaching learning improvement;
the overall research strengths and weakness.

7.3.8. Program Governance and Management

This is related to the position of the program in the departments’ governance structure and
the roles and responsibilities of the Department Head, staff and committees in managing
the quality of the program. It requires information concerning the department’s strategic
plan; functionality, appropriateness and effectiveness of organizational structure to support
program mission; efficiency of departmental decision-making processes; clarity of roles and
responsibilities of committees and staff; distribution of work among staff members and their
participation in designing, approval and review of curricula and program.

7.3.9. Internal Quality Enhancement

In this focus area, the availability and adequacy of mechanisms employed to maintain and
enhance quality of the program is addressed. It may include collecting and analyzing
evidence on internal policies and procedures for internal quality enhancement; efforts made
to revise and improve quality of the curriculum/program; the extent to which the program
meets its mission and the changing needs of stakeholders. This also requires information
concerning program strengths, weaknesses and threats that support or impede
achievements of program goals, opportunities for strategic change and areas of
improvement.



7.4. Guiding Questions for Program Review
The self-audit and external review processes shall be guided by a series of questions. The

self-audit team and external reviewers are required to address the questions contained in

the tables below.

Table : Guiding Questions for Self-audit

Focus areas

Questions

Program mission,
goals &
rationale

1. What is the mission and/or goals of the program? What plans
& mechanisms are in place for achieving them?

2. Are the mission and goals of the program communicated to
and well known by staff and students?

3. Are the program mission and goals clearly defined and
aligned with the mission and goals of the department or the
Queens College ? How?

4. Why was the program created? Is the need for the program
apparent in terms of the Queens College ’s strategic plan and
national priority agendas as well as market demand?

5. What are the distinctive features of the program that makes it
different from other or similar programs within the
department, the Queens College and the country?

6. Does the program reflect recent developments in the discipline
and lead to sufficiently broad and well- integrated knowledge
and skills? How does the program address global issues?

7. Does the program attain its mission and goals? Is there
evidence for this?

8. What are the weaknesses, opportunities and threats facing this
program?

Curriculum

9. How current and coherent is the program curriculum? Does it
offer sufficient breadth and depth of learning for the degree
award? Are the courses or modules well sequenced?

10.  What is the relevance and appropriateness of the
curriculum to the discipline and program and Queens College
mission? To what extent does the curriculum cover important
expertise and scholarly aspects of the discipline to meet
program and labor market requirements?

11.  How well does it align with learning outcomes and
graduate profile of students? To what extent does the
curriculum equip students with appropriate knowledge and
transferable skills and prepare them for employment and
turther study?




12.  How does the curriculum respond to changing demands
and new directions in the discipline? How does the curriculum
ensure that each graduate has the opportunity to achieve
program goals?

13.  Is the curriculum flexible to allow innovation in teaching
and learning? How dynamic is it?

14, How is the curriculum compared to institutional, national
and international standards? What are the gaps, strengths and
weaknesses?

15. How often has the curriculum been reviewed in the past
years? Has the program been reviewed by external
stakeholders and measures taken to improve the curriculum?

Teaching, learning &
assessment

16. What are the teaching-learning strategies and methods used
to enhance quality of student learning? How is technology
integrated into the teaching and learning process?

17. Does the teaching and learning process encourage active
participation and engagement of students?

18. Does the program monitor its overall teaching effectiveness?
How is teaching effectiveness evaluated?

19. Is there evidence that shows efforts to improve quality of
instruction?

20. Do the faculty enjoy teaching the courses they teach? To what
extent are teaching staff involved in student learning &
development other than classroom teaching?

21. How are teaching assignments made within the program and
department? Do the faculty have the appropriate expertise
and teaching skills to deliver the curriculum?

22. What mechanisms are in place to provide adequate academic
advising to students and how well is it serving students’
needs?

23. How are student learning outcomes assessed? What
assessment standards and methods are in place? Are they
being effectively utilized?

24. Are the assessment systems and methods appropriate to
determine student achievement and attainment of program
learning outcomes? Are improvements needed?

25. To what extent does assessment promote student learning? Is
there evidence for this?

26. To what extent is the feedback from assessment results
utilized to revise and improve curricula and pedagogy?




Faculty and staff 27. Does the program have adequate, well qualified and
committed faculty and support staff? Are the specialty,
scholarship and teaching credentials of faculty appropriate to
the discipline?

28. What are the current faculty’s qualification mix and rank,
faculty to student ratio, gender mix and diversity? Are these
adequate?

29. What mechanisms and policies are in place to attract, recruit,
promote and retain qualified faculty? Is there adequate
professional development system to maintain faculty’s
currency and scholarly interest in their field?

30. How are faculty performance and productivity assessed? Is
there adequate evaluation and reward system to maintain
faculty’s engagement and moral?

31. What is the overall effectiveness & professional contribution of
faculty to the academic excellence of the program (as
evaluated by students and staff)?

32. What is the relevance and appropriateness of support and
technical staff to the program mission and goals?

Student 33. How does the program recruit and admit students? Is there
Progression & congruence between academic qualification of admitted
achievement students and program requirements?

34. Are students achieving the desired learning outcomes at the
expected level and in a timely fashion? What are the students’
retention, attrition and graduation rates? Is there a problem?

35. What efforts are being made to create an intellectual and
social climate that fosters the engagement, development and
quality of student learning (e.g. internships, work-study,
practicum, and clubs)? Are students prepared for advanced
study of the world of work?

36. How are the program’s expectations communicated? Are
students kept informed of their progress in meeting intended
learning outcomes?

37. Do students receive adequate and appropriate advisement to
help them progress toward program goals? Is student
advising valued & rewarded? How is the quality of advising
monitored and evaluated?

38. How is quality of graduates of this program compared with
graduates in similar programs? Is the evidence for this (e.g.
student learning assessment results, tracer studies, current

students or alumni satisfaction surveys, etc.)?




39.

Are improvements needed concerning student’s recruitment,
admission, retention, engagement, learning and graduation?

Resources &
support
services

40.

Are sufficient resources (classrooms, operating expenses,
workload, laboratory, library resources, equipment,
instructional technology, and staff support) available and in
working order to maintain program quality?

41.

42.

43.

44,

45.

How current and adequate are facilities, equipment,
laboratory and other resources to improve program
effectiveness?

Are there adequate ICT resources for sustaining the program?
What is the degree to which the program has taken advantage
of advancements in technology to enhance quality learning?
To what extent do students and faculty have access to
electronic learning resources?

What mechanisms are in place to assist students with
achieving their academic goals (e.g. tutoring and
supplemental instruction, basic skills remediation, orientation
and transition programs, counseling, etc.)?

What are the strengths and gaps in available resources as they
relate to the current program? Are improvements needed in
this regard?




Research & 46. What are the faculty’s research agenda, creative interests and
scholarly aims? Is there documented evidence concerning major
activities research projects, publications, research support, fellowships,
grants, awards, commissions, etc.?

47. What is the level of students’ participation in faculty
research? Are there research priority areas set by the
program? How is this linked to improvement in teaching
learning?

48. To what extent are students’ research works (Senior Essays
and Master’s thesis) linked to the title of the degree award?
Are there problems?

49. How is the program’s research work linked to the industry or
other external stakeholders? Is there evidence that shows
connections or collaborations with industry and other
external organizations?

50. What are the major impediments to faculty productivity in
conducting research and in what ways can these be

improved?
Program 51. How well is the program governed? To what extent does the
governance & governance structure support attainment of program
management mission?

52. How are roles and responsibilities shared among faculty,
staff, administration, committees and students in running
and managing the program? How is the work and
administration of the program allocated among faculty
members?

53. What is the level of faculty participation in collective
decision-making pertaining to program design,

approval and review? Is shared governance encouraged and
valued?
54. What are the major structural and governance impediments

that affect program quality?




Internal quality 55. What internal mechanisms are put in place to enhance quality
enhancement of the programs (e.g. program or curriculum or course
review, research review, tracer studies, employer surveys,
alumni surveys and feedback mechanisms)? Is there
evidence of review over the past years?

56. Are there standards and procedures for staff appraisal,
assessment of learning outcomes and comparability of
qualifications (e.g. self-assessment)?

57. What are the gaps concerning the development and
implementation of internal quality enhancement?

What is needed to be improved?

Guiding Questions for External or Peer Review

External reviewer(s) shall review the academic program self-audit report prepared by
departments. In addition to the questions given in the table above, external reviewer(s)
should also address the following major questions:

» What is the relevance and viability of the program? Does the program lead to a broad,
well-integrated knowledge of the subject? To what extent does it reflect recent
developments in the discipline?

» [s the program distinctive or unique? Are there duplications in courses or modules
of this program with other programs within department or across departments of the
college?

» [s the program realistic in terms of meeting mission of the department and college as
well as requirements of the degree award? Are the current links and collaborations
with industry and other external organizations adequate?

» How is the program comparable to the standard of other programs in the discipline,
in terms of curriculum, faculty, students, resources, research and scholarly activities,
support staff and institutional commitment? Where is the program heading in terms
of quality and market demand?

* What is the relevance and appropriateness of the curriculum, entry and graduation
requirements, teaching and learning methods and assessment systems to the
discipline? Are the areas of expertise and aspects of the discipline adequately covered
in terms of breadth, depth and coherence of curricular contents? Are there gaps that
need to be addressed?

» [s adequate attention given to issues concerning recruitment, placement, retention,
advising, and career goals of students in program implementation? To what extent
are the professional and educational needs of students being met by the program?



» What is the appropriateness of the faculty’s qualifications, scholarly interest and
experience to the discipline? Are the faculty recruitment, retention, development and
promotion policies and strategies adequate?

» To what extent are faculty engaged and committed to teaching excellence, research
and scholarly activities, student advisement and supervision?

» What is the adequacy and appropriateness of the available resources to meet the
program’s teaching mission and sustain high quality program? Are improvements
needed in resource allocation to improve program effectiveness?

* Does the self-audit report accurately reflect the strengths and weaknesses of the
program? What are the issues or special aspects central to the success of the program,
which were not adequately addressed in the self-audit? Are there additional issues
and steps that should be undertaken in the self-audit?

» How is the effectiveness of this program rated in comparison with other similar
programs? What are the major strengths and weaknesses of the current
administration of the program?

7.5.  The Program Review Process

This section provides an overview of the program review process. The review process
involves procedures and key steps, which are described in sequence as follows.

7.5.1. Identification and Notification of Departments for Review

All departments shall be informed by their respective Faculty/School Dean that they are
scheduled for review during this academic year. The CEQE shall initiate this process and
provide program review guideline for the faculties/schools and departments to begin
preparation for the review. The CEQE Director meets with Faculty /School deans to convey
expectations of the program review, if necessary.

7.5.2. Forming Review Teams

Program review process includes both internal self-audit and external review, followed by
a written report. This requires forming internal and external review teams. The internal
review team is primarily responsible to assess relevance and quality, strengths and
weaknesses, opportunities and threats of programs within a department. External reviewers
focus on assessing quality of the program in relation to its mission, and in comparison to
standards of similar programs that are external to the college.

Internal program review teams shall be established at department, Faculty and college
levels. At department level, a review team that comprises 2 to 3 professionally prominent



academic staff shall be formed to carry out the self-audit for each program. The Department
Head in consultation with the Faculty Dean shall determine members of the review team
and communicates this to the CEQE. Each review team shall be chaired by the Department
Head. The role of this team is to assess strengths and weaknesses of the program, examine
if there is any duplication of programs or courses/modules within the department and
suggests corrective measures. The review team shall also compile a self-audit report and
submits it to the Faculty Dean and external reviewers.

At Faculty level, the Dean shall establish a review team that comprises 6 to 8 highly
competent and committed faculty members to assess quality of programs across
departments. Membership of the review team shall be determined and approved by the
FAC in consultation with the CEQE. In addition, the FAC may include one undergraduate
and one graduate students as non-voting team members to represent student
perspectives/views in the program review. The Dean shall chair the Faculty review team.
The purpose of the Faculty review team is to assess the relevance and quality of programes,
identify if there is duplication of efforts in terms of content and goals of programs within
the faculty and suggest remedial actions. The faculty review team shall also examine the
self-audit report prepared by departments and provides feedback on the same.

At the college level, the Senate shall establish a program review task force to coordinate and
lead the college wide review process. In addition to the members of the Center of Excellence
and Quality Enhancement, the VPAA in collaboration with CEQE, shall determine and
approve members of the task force. The task force that comprises 12-15 members shall have
a chair and secretary. The purpose of the task force is to examine relevance and quality of
programs and provide suggestions or recommendation to avoid any duplication of
programs or courses across the college.

External reviewers shall be selected and recruited for each program. Departments shall
submit about 4 external reviewer nominees and their CV’s to CEQE through the Faculty
Dean for consideration. The CEQE will review the credentials of the nominees and selects
up to 2 reviewers or recommend another list of potential reviewers in consultation with the
VPAA. The criteria for external reviewer include that he/she should,

(1) hold the highest degree or a rank of assistant professor and above in a relevant
discipline,

(2) have a record of distinguished track record of scholarship and professional
experience appropriate to the program under review,

(3) be external to the Queens Enterprise college and have no conflicts of interest
related to the program under review (i.e. not a current or former employee,
dissertation advisor, or a relative of a faculty member at Queens Enterprise
college).



7.5.3. Conducting the Self-Audit

The department’s review team undertakes the self-study based on the guiding questions
indicated in section 5.4 of this document. The review team also prepares a descriptive and
evaluative self-audit report prior to the external review. The self-study report should cover
all aspects of the program including its strengths and limitations as well as possible
solutions to identified problems (See annex 2 for template of the self-audit report). The
Department Head should send a copy of this report to the faculty review team and external
reviewers. Once the self-audit is completed, then the visit from external reviewers follows.
7.5.4. The External Review Site Visit

Departments in collaboration with the Faculty /School Dean and CEQE arrange for external
reviewers’ onsite visit and set the schedule. The external review team members are expected
to get hold on and read the self-study report and other relevant documents sent by
departments prior to their campus visit. The external reviewers’ site (campus) visit should
not last for more than two days. It involves entry and exit interviews with relevant bodies.

During their campus visit, external reviewers will meet and discuss with the Faculty/School
Dean, the Department Head, some current students, program coordinators and
administrators. They are also expected to examine self-audit report, procedures, curricular
flow chart, course/module syllabi, institutional survey results of faculty and students,
course evaluation (student and staff evaluation), and students’ thesis, annul assessment
reports, faculty CV’s, faculty research reports; inspect facilities and observe classes, if
necessary.

External reviewers may enrich and use the guiding questions listed in section 5.4 of this
document to collect and analyze information about the program under review. Finally,
external reviewers should prepare and submit a copy of their visit report to CEQE within
three weeks of the site visit (See annex 3 for template of the external reviewers’ report). The
CEQE distributes the external examiner’s report to the VPAA, Faculty Dean and
Department Head.

7.5.5. Department Response to the External Reviewers’ Report and Plans
for Improvement

The Department Head and the self-audit review team meet to discuss about the external
reviewers’ report, and write a response indicating how accepted recommendations of the
external reviewers will be integrated into the department’s improvement action plans and
strategic goals. The department’s response, together with the revised self-study report and
action plan for improvement, shall be sent to the Faculty/School. The Faculty/School Dean



discusses with the Faculty review team about the updated self-audit and external reviewers
reports and come out with certain conclusions and recommendations. The Dean should
submit the Faculty’s final report to CEQE with attachments of the updated self-study report
and external reviewer’s report.

The CEQE will check the final report and distribute it to members of ASCRC for review. The
ASCRC will discuss on the final report and send its recommendations to the VPAA for final
decision. The VPAA makes the final decision on whether to continue, continue with
modifications or terminate the program. The VPAA may present its decision to the Senate
for final approval, if it is necessary.

7.6. Responsibilities of the Different Committees and Offices

Academic program review cannot be successful without the active participation of all
concerned individuals, committees and offices. It requires that all stakeholders are involved
in the review process, understand and carry out their duties and responsibilities in a timely
manner. In this section, an attempt is made to outline some of the specific responsibilities of
the different actors involved in the program review process.

7.6.1. The Self-Audit Team of a Department

Departments are responsible to undertake the self-audit for their respective programs. In
this regard, the entire faculty and staff of each program within a department are required to
actively participate in all phases of the academic program review process. The Department
Head shall lead and coordinate the self-audit team. He/she establishes self-audit team and
organizes orientation program to the review team, faculty and staff in consultation with the
Faculty Dean. The Department Head also recommends a list of possible external examiners
to the Faculty Dean, and arranges space and tentative schedule for the external site visit.
More specifically, the specific responsibilities or ToR for the self-audit team include, but not
limited to, the following:

* carry out review of academic programs within the department,

* identify strengths, weakness and duplication of programs within the department,

» produce self-audit report as per the set schedule and submitting it to the concerned
bodies,

» actively participate in the external site visit including in entry and exit interviews
by external examiners,

* review the external examiners’ report, incorporating their comments and produce
the final report,



* respond to the external reviewers’ comments by developing action plan for

improvement.

7.6.2. The Faculty Level Program Review Team

The Dean is responsible to lead and coordinate the program review process at Faculty level.
He/she establishes the Faculty review team, approves departments’ nominations of
external reviewers in consultation with the CEQE, reviews and communicates the self-audit
report, meets with external reviewers during the site visit, organizes post review meeting
with departments, devises follow-up mechanisms and monitors strategies and outcomes in
response to findings of the academic program review. The specific responsibilities of the
UC level review team are:
v’ scrutinize the centrality and relevance of programs of each department to the
Queens College mission,
v’ conducting a review to identify if there is duplication of programs across
departments within the Faculty,
v’ participating in the review of the self-audit and external review reports and
development of action plan for improvement, as appropriate,
v producing Faculty level review report with recommendations and submit it to
the CEQE,
7.6.3. College level Program Review Task Force
This task force is responsible to scrutinize program’s relevance and quality at college level.
More specifically, the task force shall:

v’ carry out evaluation on whether programs run by faculties are aligned to the
college mission,

v conduct review to identify any duplication of programs across faculties within
the college,

v consult the self-audit and college level review reports and other supporting
documents to collect evidence,

v" undertake site visit, as appropriate,

v provide feedback to the college top management,

v' Produce final report of the findings with recommendations and submit it to the
VPAA.

7.6.4. Center of Excellence and Quality Enhancement (CEQE)

The CEQE shall participate throughout the entire program review process in providing
leadership, continuity and guidance to the faculty, departments and different review
committees. More specifically, the CEQE has a responsibility to:

v providing program review guidelines to faculties and departments,

v facilitating schedules for program review,



v arranging orientation with different review teams,

v scheduling external review in consultation with faculty deans,

v/ monitoring the program review process conducted at all levels,

v’ maintaining all official review files including communications, self-audit and
external review reports,

v Presenting program review final results to the ASCRC,

v’ Participating in post review action planning at the faculty level.



APPENDICES
Annex 1: Stakeholder Consultation Template

Faculty/School:

Department:

Date of Consultation Workshop:
Number of Participants Presented:
Major Issues Discussed:

Summary of Major Findings:

Issues Incorporated in The Program Specification:

S A T o R

Name and Signature:



Annex 2: Template for Self-Audit Report

The self-audit report should consist of comprehensive and evidence-based information
about the functioning of academic program. The core topics of the self-audit report may
contain the following;:

1. Introduction/ context

This part will briefly describe the overall departmental context in which the program
operates. This may include program history, mission, goals and outcomes, mode and type
of degree offered.

2. Analysis of data about program relevance, quality and viability

This provides analysis of evidence concerning the extent to which the program achieves its
mission and goals. The analysis may include quantitative and qualitative data about
students, faculty, staff, curriculum and learning environment, resource (facilities and
technology), student support, student learning and success, etc.

3. Summary and reflection

This shows significance and implications of the findings, strengths and weaknesses,
opportunities for improvement.

4. Future plans and actions for improvement

This includes suggestions for strengthening and improvement of the programs.



Annex 3: Template for final Program Review Report
The final program review template may include the following major components:
1. Executive Summary
This section provides a comprehensive synthesis of a list of the Program Review
teams’ findings, comments and recommendations.
2. Introduction/context
This part provides a brief overview of the review process and a general description of
the program under review.
3. Self-audit Summary and Discussion
This section provides a synthesis of the self-audit report and response of the external
reviewers.
4. External review team findings and recommendations
In this section a narrative report of the external reviewers site visit is presented.
5. Department response to external reviewers’ report
This section provides a synthesis of the department response to the external reviewers’
findings and recommendations.
6. Faculty Dean’s Response
This part presents the Dean’s response to the self-audit and external reviewers report.
7. Review Panel Evaluation of Responses
This provides the Review Panel’s written evaluation of the department and the Dean’s
response.
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