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Regulatory manual to form a quality
assurance committee in colleges

The Deanship of Development and Quality set up a Regulatory manual for quality
assurance committees at colleges and universities. It contains detailed information
on various aspects of the quality assurance process, including the role of the
committee, the criteria used to evaluate programs, and the policies and procedures
governing the process.

The purpose of a quality assurance committee in a college or university is to monitor
and evaluate the quality of teaching and learning activities within the institution. The
committee works to ensure that academic programs meet the necessary standards
and that students receive a high-quality education through criteria used to evaluate
academic programs during the quality assurance process and how to form a quality
assurance committee in colleges including the following items:

Guide contents:
Organizational Structure of Quality Assurance System in Colleges
1- Formation of members of the Quality Assurance Committee in the college
2- List Terminology
» The quality

» Quality assurance
Quality control
Accreditation
Standards

Learning Outcomes
Evaluation
Calendar

Program description
Program file
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» Program report
» Course file
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» Course report

3- The Tasks

Dean The college : plays an important role in supervising and following up on
academic accreditation processes
Tasks:

1- Initiating and supporting accreditation procedures

2- Leading and managing the accreditation process for all programs in the
college

Ensure that all academic programs adhere to standards and requirements
Ensuring the readiness of programs for the evaluation and accreditation visit
Supervising the college’s mission, goals, strategic plans, and monitoring
performance indicators
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Agent College For affairs Educational : He is a faculty member charged with
supervising the progress of the educational process and implementing policies and
programs in the fields of educational affairs and supervising the application of
quality standards.
Tasks:

1- Contributing to spreading the culture of quality and academic accreditation

2- Determine the training needs of college employees

3- Supervising the implementation of the university’s approved quality
assurance system policy.

4- Supervising academic programs in preparing operational plans

5- Review and ensure the quality of performance indicator results and evaluate
program learning outcomes

6- Preparing quality assurance reports at the college level

7- Preparing a quarterly report on the college’s activity regarding development
and quality

8- Carrying out any topics referred to him related to development and quality

Coordinator of Development and quality in College : He is a faculty member who
works to monitor the college’s program quality system
Tasks:
1- Monitoring the quality of programs and plans to implement procedures to
address recommendations or initiatives to improve the program
2- Work closely with members of the Quality Assurance Committee

3- Carrying out any topics referred to him related to development and quality

President Department /Vice President Department : He is a faculty member
responsible for organizing quality assurance processes, starting with the course
.coordinator and ending with the college development and quality coordinator
Tasks:

1- Approval of course and program descriptions by the Department Council

2- Follow up on the implementation of distributing course materials to students

3- Follow up on the evaluation of learning outcomes in courses and the
programme

4- Contributing and supervising the measurement of performance indicators for
the program and the department
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5- Follow up on various opinion polls

6- Contributing to closing the quality circle by presenting a program
improvement plan

7- Review and audit the program self-study report

8- Preparing an annual report on development and quality work after presenting
it to the department council

9- Follow up on the guidelines, recommendations, directives and assignments

issued by the Deanship of Development and Quality at the university

Quality Secretary in Program : He is a faculty member in each department of the
college who works to organize the work of course coordinators and is responsible
for documenting quality assurance procedures
Tasks:

1- Communicating with the head of the (programme-department) to notify him

of all developments related to quality and ensure their achievement

2- Review specifications and course reports

3- Review the program description and contribute to proposing amendments

4- Supervising course coordinators and following up on the delivery of their files

5- Preparing the quarterly and annual report for the program and submitting it
to the department head

Course coordinator: He is a member of the department charged with coordinating
with the course professors in the process of teaching and evaluating it. He prepares
the course file and communicates with the Quality Secretary. He is nominated by
the department council, provided that the rapporteur falls within his precise
specialization, and priority is given to the most experienced and highest academic
.rank

Tasks:

1- Providing faculty members with a unified and approved course description

2- Assist the course instructor by clarifying the course elements, requirements

and responsibilities

3- Ensure the regularity of the educational process for the course

4- Recommending assigning the necessary references to students before starting
teaching

5- Supervising the course’s testing process
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6- Updating the description and introducing amendments in consultation with
those participating in teaching the course and submitting it to the Head of the
Quality Secretary, passing on to the Department Head, who in turn submits it
to the Study Plan Committee

7- Supervising the upload of the decision on the website

8- Supervising the announcement of the names of students who were absent
from the course test

9- Announcement of the list of course professors and their contact information

10- Preparing the unified course file between the two campus

4- A committee a guarantee the quality on Different Levels

Quality Assurance Committee on College level: It is a committee directed to
development and quality assurance work at the college level
Tasks:

1- Supporting and assisting efforts to implement quality standards in the college

and cooperating with the deanship at the university

2- Introducing employees to good practices of academic accreditation standards

3- Preparing documents, evidence and files for standards, documenting and
classifying them in order to prepare programs for academic accreditation

4- Ensuring that documents and accreditation requirements are met

5- Writing a college self-study based on program self-studies

6- Approval of the annual report of the Quality Assurance Committee

7- Submit a review report of the final program report to the Deanship of
Development and Quality for review and approval

8- Issues referred to the committee related to development and quality

Quality Assurance Committee at the land level Program: It is an internal committee
at the program level that regulates academic work practices and fulfillment of
.Jprogram accreditation requirements
Tasks:

1- Unifying the academic work system in general

2- Ensure that program and course descriptions are prepared according to the

models of the National Center for Evaluation and Accreditation
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3- Proposing development plans for programs and submitting them to the
department council

4- Defining and proposing performance indicators for standards and preparing
benchmark comparisons

5- Applying evaluation tools to measure the quality of programs and courses

6- Preparing and participating in internal and external audit visits for
accreditation

7- Preparing and approving the quarterly or annual report for programs and for
the college’s development and quality work

8- Carrying out all activities and activities related to development, quality
assurance and accreditation

Quality Assurance Committee at the course level It is an internal committee that
works to document quality assurance procedures and accreditation requirements at
the course level
Tasks:

1- Identifying a coordinator for each course who will be responsible for

supervision and compliance by the program’s Quality Committee

2- The course coordinator ensures that the course faculty members adhere to the
specifications approved by the department council

3- The coordinator ensures that faculty members adhere to the teaching
strategies, dates, and evaluation methods specified in the course descriptions
which contribute to achieving the outcomes ,

4- The coordinator ensures that faculty members are committed to informing
students at the beginning of the semester [course objectives, contents,
learning outcomes, teaching strategies and evaluation

5- Ensures the commitment of faculty members to evaluate the learning
outcomes of the course according to the instructions specified by the deanship

6- Ensures that the faculty member prepares the course report at the end of the
semester in a proper manner according to the correct forms

7- The coordinator collects course reports from the various divisions, prepares
a unified report, and has it approved by the department head

(00]
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Creates a unified course file including all requirements
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Finally, there are some models used to form members of the quality assurance ,

committee in the college.
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Biographies of a faculty
member.

Copy of course specification.

Copy of course syllabus.
Copy of teaching materials.

Copy of all student material
(exams, quizzes, papers, etc.).
| Sample of best student answer

| Sample of average student
answer.

| Sample of low student
achievement answer.

Full record of all results for all
assessments.

Copy of description of criteria
used for assessment of papers
and presentations.

Copy of key answer sheet for
each exam or quiz.

Copy of attendance sheet.
Sample of s coursework.

Course report.
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