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1 INTRODUCTION

Scope

The Quality Manual of The University of Trinidad and Tobago documents the structure and
design of the University’s Quality Management System (QMS), the interconnectedness of the
processes that constitute the system, and the operational arrangements which support the quality
assurance activities and academic standards at the University.

UTT’s QMS is a hybrid of the 1SO 9000 standards®, the Malcolm Baldrige National Quality
Award and the Academic Quality Improvement Programme (AQIP) of the Higher Learning
Commission, North Central Association of Colleges and Schools, United States of America.

This document articulates UTT’s commitment to quality and continuous improvement. It gives
an outline of the key processes with references to policies and procedures that comprise UTT’s
QMS, and provides a holistic and integrative view of the quality management of the university’s
activities. The activities and practices that are described apply to the entire university
community.

Stakeholders

The University Quality Manual is intended as a guide and reference document for all faculty and
staff and should be read in conjunction with the University’s policies, regulations, procedures
and associated documents which include, but are not limited to, work instructions and guidelines.
Structure of the Quality Manual

The first section of the Quality Manual describes the structure and organisation of the university

and how it is managed. This is followed by the section on the university’s QMS which includes
details of UTT’s hierarchal document structure and mechanisms for document control.

11SO/IWA 2: Quality Management Systems — Guidelines for the application of ISO 9000: 2000 in education
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The main body of the Quality Manual is organised into four areas:

= Management Responsibility - management’s commitment to sustaining the QMS;

= Resources - provision of resources for maintaining and improving the QMS;

= Teaching, Learning, Research and Service - development and delivery of programmes
that are relevant to the needs of the society; and

= Measurement, Analysis and Improvement - establishment of reliable methods to monitor
and continually improve stakeholder satisfaction.

There is a summary table at the end of Section 3 — Quality Management System. This table
contains the following information:

= Continuous Improvement Process;

= Qverarching Criteria;

= UTT’s QMS Drivers;

= Evaluation and Review Mechanisms
= Evaluation Records.

Finally, a glossary of quality related terms is provided at the end of the Quality Manual.
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2 UNIVERSITY PROFILE

2.1  University Background and Context

The University of Trinidad and Tobago (UTT) was established in September 2004 as part of the
Government of Trinidad and Tobago’s thrust to develop the higher education sector of the
country ‘while ensuring that quality higher learning was within reach of the widest possible
constituency’?. UTT was formed by integrating several existing institutions of higher learning
into one entity.

In its brief history, UTT has been rapidly transformed into a multi-campus institution focused on
offering technician level qualifications, undergraduate degrees and unique research opportunities
at the postgraduate level. Currently, the university operates out of a number of campuses and
sites of learning namely:

» (O’Meara Campus (main campus), Arima

= ECIAF (Eastern Caribbean Institute of Agriculture and Forestry) Campus, Centeno
= Valsayn Campus, Valsayn

= UTT Campus at National Academy of Performing Arts (NAPA), Port of Spain
= John S. Donaldson Campus, Port of Spain

= Chaguaramas Campus, Chaguaramas

= Chaguanas Campus, Chaguanas

= Point Lisas Campus, Couva

= Waterloo Research Centre

= San Fernando Campus, San Fernando

= Corinth Campus, San Fernando

=  UTT Campus at Southern Academy for the Performing Arts, San Fernando

= UTT Tobago Campus, Scarborough

Collectively, the campuses offer a variety of programmes at the certificate, diploma,
undergraduate and postgraduate degree levels and they also provide opportunities for continuing
education and lifelong learning.

UTT’s programmes are designed to be responsive to the needs of industry and national
development priorities and are offered in the areas which include, but are not limited to, science

’ The 2010 Self-Study Report of the University of Trinidad and Tobago, pp 3

UTT-QM-001 Revision Number: 0 Revision Date: 10-03-2014 Page 6 of 97

J—
oF THineg,

< g
F; %
= ﬁ 5
z H
P |
% 3
;i:io

.~

www.uttedu.i



and technology, engineering, agriculture, education, health administration, security and public
safety, culture, performing arts, fashion design, animation and sports. The range of
qualifications that the University awards are as follows:

= Certificate

= Diploma

= Bachelor’s Degree

= Master of Engineering Degree
= Master’s Degree

= Doctoral Degree

The University also offers short courses and industry-specific training programmes primarily
through its Professional Education Unit in a range of areas including engineering, management,
manufacturing, leadership and avionics®.

As a student-centred institution, UTT’s major priority is providing students with a high-quality
learning environment, effective teaching and research programmes and qualifications that are
recognised by employers, other higher education institutions, professional bodies and the public.
The university is committed to ensuring that both part-time and full-time students have ready
access to the academic staff. The university’s academic staff complement has a wide range of
expertise recognised both nationally and internationally.

UTT was registered as a tertiary level institution in 2008 by the Accreditation Council of
Trinidad and Tobago (ACTT) and accredited by ACTT in December 2010 for an initial period of

seven years. A number of the institution’s engineering programmes have also received
specialised accreditation by bodies in the United Kingdom.

2.2 Vision, Mission and Core Values

2.2.1 Vision for UTT

The University of Trinidad and Tobago is to be ‘the National Institution of higher learning and
research for socio-economic and technical development that:

(a) inculcates in the graduates a set of overarching skills — metaskills — that help them navigate
the new and emerging technologies in the national and global contexts, and

® UTT website: Professional Education Unit subsite: http://u.tt/index.php?ilpe=1
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(b) through its Research and Development (R&D) activities, brings and keeps Trinidad and
Tobago in the vanguard of engineering and technology in niche areas of key importance,
such as natural gas is to the nation’”.

2.2.2 Mission Statement

The mission of the University of Trinidad and Tobago is ‘to be an entrepreneurial University
designed to discover and develop entrepreneurs, commercialise research and development, and
spawn companies for wealth generation and sustainable job creation towards the equitable
enhancement of the quality of life of all individuals, families and communities of the Republic of
Trinidad and Tobago and the Caribbean®.

2.2.2 Core Values

To achieve its mandate, the University of Trinidad and Tobago has coined the acronym CORE to
reflect the philosophical underpinning of the UTT approach.

= Within the University there must be a Commitment to building sustainability in all
aspects of operations, and to facilitating national development that can be maintained for
future generations. This translates into a leadership approach and institutional culture
that facilitates change, supports innovation, and demands a level of individual
responsibility in contributing to the organisation’s growth and advancement.

= In so doing, there is the creation of Opportunity for all stakeholders. The University’s
external focus nurtures students who can grasp employment prospects or support an
environment for entrepreneurial pursuit. Industrial and commercial sectors also have the
ability to leverage the competencies developed by the University which are Research-
driven and Relevant, not only in an economic context, but at the societal level, thus
leading to enhanced outcomes for the wider national community.

= Finally, all aspects of the University’s operations and all output produced therein must
define Excellence, and an understanding that this ideal is not an end point, but a
continuum of continuous improvement and evolution®.

4 Steering Committee Report, Volume 1, April 2004 pp 2-5
> UTT Annual Report 2006, p.2
® CORE
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2.2.3 Purpose and business

The following is an excerpt from the Articles of Incorporation of the University of Trinidad and
Tobago, Schedule 1, Item 4:

1. The purposes and business of the Company (in these Articles and in the By-Laws also called
“the University”) shall be restricted to the following objectives and activities:

(a) to contribute to national and regional development, social equity and the development of
civil society, by providing broad-based access to relevant, innovative, affordable and
flexibly-delivered educational programmes;

(b) to provide programmes that meet or exceed internationally acceptable standards, to
mentor students in professional, personal and ethical development, and prepare them for
life-long learning, entrepreneurship, careers and advanced studies;

(c) to promote a culture of excellence by creating and maintaining an academic climate
which fosters integrity, independent thought an intellectual freedom, creativity,
discipline, tolerance of diversity, constructive criticism, self-evaluation and peer
assessment;

(d) to strive to be a centre of excellence for scholarly work and research, the promotion of
sound judgment, servant-leadership, student-centredness, teamwork and wholsesome
wholesome [sic] family and community development;

(e) to partner with industry in the promotion of innovation and the cultivation of ethical,
educated, articulated and industry-ready graduates; and, solely in connection with any of
the foregoing:

(a) to receive endowments;
(b) to formulate policies for the University;

(c) to apply the income and property of the University, howsoever derived in such manner
as shall be considered most beneficial for the purposes of the University, and to invest
in the name of the University such part thereof as shall be considered fit, and to direct
the sale or disposition of any such investments, and to expend the proceeds of any such
sale for the purposes of the University;

(d) to acquire in the name of the University or in the names of the trustees, build upon, pull
down, rebuild, add to, alter, repair, improve, sell or dispose of, or otherwise deal with
any land, buildings or premises for the use of the University;

(e) to enter into contracts on behalf of the University;
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(F) to borrow money upon the security of any of the property of the University, and to
grant or direct to be granted mortgages for securing the same;

(9) to determine and implement the management structure of the University including the
officers, terms of office, duties, functions and qualifications therefore;

(h) to appoint, promote, suspend and dismiss teaching, administrative and other employees
of the University as the Board of Governors considers necessary or advisable in the
interest of the University, but no such employee, except the President, shall be
appointed, promoted, suspended or dismissed unless on the recommendation of the
President or of such other officer of the University designated by the President in that
regard;

(i) to fix the number of employees of the University and their duties, salaries and other
emoluments;

(j) to establish, change and terminate academic and administrative units within the
University;

(k) to conduct examinations and appoint examiners;

(I) to determine and regulate the standards for admission of students to the University, the
contents of courses of study, the requirements for graduation, the granting of degrees
(including honorary degrees), diplomas and certificates, the award of prizes,
fellowships and scholarships for academic achievement and other matters within the
purview of the University;

(m) to set, change and receive fees;

(n) to make, and to repeal or alter regulations as to the duties of any officers or servants of
the University, and as to the conduct of the business by the Board of Governors or any
committee, and as to any of the matters or things within the powers or under the control
of the Board of Governors, provided that the same shall not be inconsistent with the
Articles of Incorporation or this By-law;

(o) to make provision for quality assurance services;
(p) to liaise with Government national and foreign institutions and business and industry;

(g) to generally to do all things necessary or expedient for the due conduct of the affairs of
the University not herein otherwise provided for.

°°°°°°
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2.3 University Organisation and Management

2.3.1 Organisation

UTT is divided into two operational arms — an Academic Body and a Corporate Body as
depicted in the organisational charts. The Articles of Incorporation provide for a Board of
Governors comprising a minimum of 15 members, inclusive of the Chairman.

The President is the official head of the two operational arms. The university also has a Provost
who is responsible for all educational affairs and the day-to-day activities of the Academic Body.
The Corporate Body supports and complements the work of the Academic Body, ensuring that
the necessary resources are available to achieve the goals of UTT".

2.3.2 Administration and Management

The management of the business and affairs of the University is vested in the Board of
Governors, with authority for the management of the day-to-day operations being delegated to
the President. The Board functions through Sub-Committees and Advisory Councils.

The Sub-Committees are the:

= Academic Sub-Committee;

= Audit Sub-Committee;

= Board Tenders Sub-Committee;

= Executive Sub-Committee;

= Finance and Investment Sub-Committee;

= Human Resource and Appointments Sub-Committee; and
= Marketing and Stakeholder Relations Sub-Committee.

Additionally, Advisory Councils are set up to focus on individual fields of study and assist the
University in enhancing the links with industry, community and private sector. A Member of the
Board of Governors chairs each Advisory Council®.

UTT utilises a number of mechanisms to ensure effective internal communication of the
decisions of the Board to the members of staff. These include:

’ The 2010 Self-Study Report of the University of Trinidad and Tobago
® Terms of Reference of the Advisory Councils

°°°°°°
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= attendance of the President at Board Meetings;
= weekly meetings of the President with senior faculty and administrators.

Under the oversight of the Provost, the Academic Body is responsible for all educational
activities inclusive of teaching and learning, research and development, academic standards,
determination of criteria for appointing academic personnel, academic support functions, and
student services®.

The specific responsibilities of the Corporate Body include the registry, quality assurance and
institutional effectiveness, human resources and administration, finance, procurement, legal
affairs, internal audit, and facilities operations management'°.

Administration, management and academic governance are central to the implementation of
UTT’s quality assurance system. An overview of the membership and functions of the
governance structures is represented in Table 1 (pp.13-19).

° The 2010 Self-Study Report of the University of Trinidad and Tobago.
°The 2010 Self-Study Report of the University of Trinidad and Tobago.
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Table: 1 GOVERNANCE:

SUB-COMMITTEES OF THE BOARDS AND MANAGEMENT

COMMITTEES

THE BOARD

Body Membership Function Meeting
Frequency

Board of Governors = A minimum of eight and a | = Review and approval of UTT’s functional organisational structures; Monthly

(BOG)

maximum of 15 members,
inclusive of the Chairman.

= Approval of academic programmes;

= Approval of proposed collaboration agreements;

= Approval of all UTT policies;

= Approval of recommendations of Board sub-committees;

= Appointment of the President and approval of his/her terms and conditions;

= Approval of the appointment of the Provost and Vice-Provosts;

= Approval of all recommendations for appointments or promotions at the
levels of Assistant Professor or Senior Manager and above; and

= Approval of purchase orders and contracts within the Board’s jurisdiction as
prescribed by the Procurement Policy and Procedures Manual.

SUB-COMMITTEES OF THE BOARDS

Board Tenders
Committee (BTC)

= Three (3) members BOG

= Two (2) persons with expertise in
the area may be co-opted from
outside the university to serve in
an advisory capacity to the BTC.

= The Secretary shall be appointed
by the BOG

= Considers, accepts or rejects the recommendations from the Management
Tenders Committee for the award of contracts for the supply of such articles,
works or services as are necessary for carrying out the functions of UTT
where the total value of such articles, works or services is more than one
million dollars ($1,000,000.00) but less than or equal to five million dollars
(%5,000,000.00) exclusive of Value Added Tax; and

= Authorises the disposal of any surplus or unserviceable articles belonging to
UTT where the market value of such articles is more than five hundred
thousand ($500,000.00).

At least once per month
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Human Resource and

= Three (3) members of the BOG

= Reviews and recommends to the Board for approval all human resource

This Committee meets

Appointments  Sub- policies of UTT, including those related to hiring, suspension and | at least once monthly or
Committee termination; as often as the business
= Reviews and recommends to the Board, staff training and development plans | of the = Committee
and policies; requires.
= Reviews and recommends to the Board, the Annual Budget for the Human
Resources Division;
= Considers recommendations from inter alia the President on specific training
programmes, study leave, fellowships, scholarships and assistance to
training programmes of staff members;
= Periodically reviews and recommends to the Board, the appropriateness of
the Organisation Structure;
= Reviews and recommends to the Board compensation packages and other
terms and conditions of staff;
= Considers and gives final approval of recommendations from Academic and
Corporate Committees re: staff appointments, promotions and renewals;
= Makes recommendations to the Board in respect of appointments,
promotions and renewals which require Board approval; and
= Makes final decisions on employee dispute/grievances referred in
accordance with the approved employee dispute resolution procedure.
Marketing and = Three (3) members of the BOG = Develops UTT’s brand, marketing and communications strategy; Quarterly
Stakeholder = Reviews proposed and existing policies and procedures relating to the
Relations Sub- Business Development and Marketing function;
committee = Supports the formulation and completion of UTT’s Marketing Plan;
= Monitors external issues relating to UTT’s profile and reputation;
= Evaluates the implementation of UTT’s student recruitment and outreach
strategies;
= Advises on new engagements and partnerships by UTT with Industry and
other educational institutions;
= Reviews strategies pertaining to the alignment of the Entrepreneurial
Initiatives of the university to the strategic goals of the university; and
= Advises the Board of Governors on deliberations of the Sub-Committee.
Audit Sub- = Three (3) members of the BOG = Evaluates the overall effectiveness of the internal control and risk | At least four (4) times
Committee management frameworks and considers whether recommendations made by | annually

the internal and external auditors have been implemented by management;
= Gains the understanding of the current areas of greatest financial risk and
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how these are being managed;

= Oversees the periodic financial reporting process implemented by
management and reviews the interim financial statements, annual financial
statements and preliminary announcements prior to their release;

= Reviews the effectiveness of the system for monitoring the compliance with
the laws and regulations;

= Reviews the findings of any examinations by the regulatory agencies;

= Reviews the activities, resources and organisational structure of the internal
audit function and ensures that no unjustified restrictions or limitations are
made; and

= Ensures that the BOG is aware of matters that may significantly impact on
the financial condition or affairs of UTT.

The Finance and
Investment Sub-
Committee

Two members of the BOG.

= Reviews of all draft capital expenditure and annual recurrent budgets and
supporting documentation and make recommendations for approval to the
BOG;

= Determines the reporting format of all financial information of the
university;

= Reviews quarterly reports on the general capital budget and approves where
applicable transfers between applicable cost centres;

= Receives monthly progress reports on all major capital proposed projects,
with particular focus on cost overruns;

= Examines the various funding options — endowment, trust finds etc. and
recommends to the Board an appropriate strategy; and

= Reviews and establishes the investment policy and types of investments for
surplus/available funds.

Monthly

The Executive Sub-
Committee

Two members of the BOG.

= Takes decisions on behalf of the BOG for projects within approved budgets
and approved capital expenditure;

= Appoints all Corporate members of staff and Faculty with the exception of -
the President, Senior Vice president(s), Provost, Corporate Secretary and
Head of Audit Function;

= Delegates its role to the Appointments Committee for certain levels of staff.

The Executive Sub-Committee shall not make decisions for the BOG on:

= Appointment of the terms and Conditions for the President, Senior Vice-
Presidents and the Provost;

= Approval of Membership and Terms of Reference of all Board Sub-

This Committee meets
between Board
meetings, if required.
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Committees and the Advisory Committees;

= Approval or closure of any teaching or research and development
programme;

= Dishanding or establishment of any units of activity of UTT;

= Approvals of Capital and Recurrent Budgets;

= Approval of any requests for funding being made to Government; and

= Approval of Permanent Establishment.

MANAGEMENT COMMITTEES

Executive
Management Team

= President (Chairperson)

= Provost

= Vice-Provosts

= Vice-Presidents

= AVP, Finance, Administration
and Procurement

= AVP, Information Technology
Services

= Senior Manager, Legal

= Senior Manager, Internal Audit

The purpose of the EMT s to assist the President in the day to day operational
management of the university, including:
= The development and implementation of strategy, operational plans, KPI’s,
policies, procedures and budgets;
= The monitoring of the university’s academic and administrative operations
and financial performance and safety, security and quality issues;
= The assessment and control of the risks of the university, in particular
strategic, operational and financial;
= The prioritisation and allocation of the university’s resources; and
= The monitoring of and the prescription of remedial action for, the
competitive forces in each area of the university’s operations.

Once per fortnight

Academic Council

= Provost (Chairperson)

= Vice-Provost, School of
Postgraduate Studies, Research
and Development (Deputy
Chairperson)

= Vice-Provosts

= Associate Provosts

= Full Professors

= Two (2) Associate Professors

= Two (2) Assistant Professors

= The Chief University Librarian

= The Corporate Secretary

= The President and Vice-President

= Approve and recommend to the BOG all course and degree programmes;

= Approve all recommendations for granting degrees;

= Recommend the requirements for the admissions of students for all diploma,
certificate and degrees programmes;

= Recommend to the BOG, the rules and procedures for the appointment,
promotion and the removal of staff;

= Establish a procedure for hearing appeals for students on academic affairs;

= Approve course outlines and curricula and credit assignments; and

= Recommend to the BOG, the qualifications and requirements of all academic
and research positions.

Monthly
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of the Student Guild
= One (1) representative of the
Postgraduate Student Body

Advisory Councils

There will be an Advisory Council
for each field of study offered by the
UTT.

Membership:
= Member of the BOG (Chairman)
= Industry professionals
= Practising professionals
= Non-UTT academics

= Advise UTT on aspects related to the development of its various programme
offerings;

= Formulate and submit proposals/recommendations for the enhancement and/or
revision of the programme offerings;

= Assist UTT in enhancing its links with industry, the Community and the
Private Sector;

= |dentify areas and topics for research and development; and

= Provide advice on such other matters referred to the Council by the President
or the BOG of UTT.

At least twice per year

Oversight Committee
for Accreditation
(OCA)

= President (Chairman)

= Provost
= Vice-President, Quiality
Assurance and Institutional

Effectiveness (Coordinator)

= Manager, Quality Assurance

= A minimum of two (2) members
of faculty

= A minimum of two (2) members
of corporate staff

= Monitor the university’s progress in areas identified for improvement in the
most recent institutional self-study report;

= Monitor the university’s progress in areas identified as strengths in the most
recent institutional self-study report;

= Guide implementation of recommendations of accreditation teams
(institutional and programme/specialised);

= Ensure that all areas of the university maintain compliance with the
standards for institutional accreditation;

= Ensure that all accredited programmes maintain compliance with the
standards for programme/specialised accreditation;

= Establish and monitor the progress of working groups as required to carry
out specific activities;

= Produce reports and document evidence required for submission to
accrediting bodies in preparation for interim site visits;

= Ensure smooth and effective communication among internal stakeholders
and between the university and the accrediting bodies; and

= Report to the Board of Governors on the institution’s compliance with
standards for accreditation and readiness for re-accreditation.

At periodic intervals (as
determined by the
committee) but not less
than once per quarter.

Quality Management
Review  Committee
(QMRC)

= Vice-President, QA&IE (Quality
Management System
Representative)

= Representatives from the key
areas of academic and corporate

= Monitor and maintain an effective quality management system;

= Consider the need for changes to the quality policy and objectives;

= Review current performance and improvement opportunities; and

= Evaluate potential problem areas and take action to prevent their occurrence.

At least twice per year
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body.

Main Assessment = Provost (Chairperson) » Ensure that the assessment regulations are consistently and fairly applied; After each semester and
Committee » Vice Provost Undergraduate | = Provide a collective judgement on meeting the agreed standards set by the | reassessment
Studies, Foundations and Prior university;
Learning = Confirm marks/grades for courses and whether a student should be allowed
= Programme Heads to progress;
= Assistant Registrar Examinations = Make final decisions on awards;
= |dentify areas where there is a deviation from the expected standards;
= Take decisions on cases of academic cheating or dishonesty; and
= Take decisions on claims of extenuating circumstances affecting student
performance.
Tenders Evaluation = Chairman (at level of AVP or | =The TEC receives bids for the supply of goods, works and services from the | Weekly
Committee (TEC) managerial) Secretary to the MTC, evaluates these bids in compliance with established

Minimum of five (5) members at
management levels (Corporate
and academic)

criteria and policies, and makes recommendations to the MTC on which
entity should be awarded the supply.

Management Tenders
Committee (MTC)

= A Chairman (appointed by the

President)

Six ex-officio Members:

-Provost

-Vice-Provost, Research and Post
Graduate Studies

- VP Finance, Administration and
Procurement

-VP Facilities and Operations
Management
-AVP Finance,
and Procurement
-Associate Professor in Practice;

Administration

= Three additional members
= The Secretary shall be appointed

by the President

= Invite offers for the supply of such articles, works or services as are
necessary for carrying out the functions of UTT;

= Consider, accept or reject offers for the supply of articles, works or services
where the total value thereof is more than two hundred thousand dollars
($200,000.00) but less than or equal to one million dollars ($1,000,000.00)
exclusive of Value Added Tax;

= Make recommendations to the Board Tenders Committee for the approval of
the award of contracts where the total value of articles, works or services is
more than one million dollars ($1,000,000.00) but less than or equal to five
million dollars ($5,000,000.00) exclusive of Value Added Tax;

= Make recommendations to the Board Tenders Committee for the approval of
the Board for the award of contracts where the total value of articles, works
or services is more than five million dollars ($5,000,000.00) exclusive of
Value Added Tax;

= Authorises the disposal of any surplus or unserviceable articles belonging to
UTT where the market value for such articles is more than ten thousand
dollars ($10,000.00) but less than one hundred thousand dollars

Minimum monthly
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($100,000.00);

= Recommends for the approval of the President the disposal of any surplus or
unserviceable articles belonging to UTT where the market value for such
articles is more than ten thousand dollars ($100,000.00) but less than five
hundred thousand dollars ($500,000.00);

= Approves the list of Contractors, Suppliers and Consultants selected for
inclusion in the Pre-Qualification Register of UTT and any amendments
thereto; and

= Recommends for the approval of the Board all changes to the Tenders Rules
as may be in force from time to time.
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3 QUALITY MANAGEMENT SYSTEM

UTT’s QMS includes the organisational structure, responsibilities, processes, procedures,
resources, controls and related mechanisms which ensure that UTT satisfies stakeholder
expectations.
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3.1  General Requirements

UTT has established, documented and implemented a QMS that is continuously monitored,
evaluated and enhanced. As the university progresses, it is continually improving the overall
effectiveness of its operations. The university’s QMS is divided into four main areas:
= Management Responsibility - management’s commitment to sustaining the QMS;
= Resources - provision of resources for maintaining and improving the QMS;
= Teaching, Learning, Research and Service - development and delivery of programmes
that are relevant to the needs of the society; and
= Measurement, Analysis and Improvement - establishment of reliable methods to monitor
and continually improve stakeholder satisfaction.

[Continuous Improvement of the QMS J
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Figure 1 UTT Adapted Model for Quality Management System

The input-output model** identifies the primary stakeholder, students, as key to the policies,
procedures and practices required to adequately address issues related to the four main sections.

3.1.1 Process-driven Approach

UTT utilises a “process-driven approach” to quality management*?. This approach, shown in

150 9001: 2008 Quality Management Systems — Requirements
2 ISO/IWA 2: Quality Management Systems — Guidelines for the application of ISO 9000: 2000
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Figure 2 below gives a holistic view of the stages involved in the quality assurance cycle
employed at UTT. The iterative cycle commences with establishing a need for a process, and
ends with implementing actions for continuous improvement, before beginning again.

Identify QMS processes
and their application

Implement actions to
acheive planned results Map sequence and
and continual interaction of processes
improvement

Document details for
each process utilising
policies and procedures

Monitor , measure and
analyse for compliance

Determine criteria and
methods to ensure
effective operation and
control of processes,
policies and procedures

Figure 2 UTT’s Process-driven Approach to Quality Management

In demonstrating its commitment to the process-driven approach, UTT:

= identifies the processes needed for the QMS and their application throughout the
organisation;

= maps the sequence and interaction of the processes within and across
centre/department/unit boundaries;

= documents details for each process by developing the sequence of the respective steps;

= determines criteria and methods needed to ensure that both the operation and control of
these policies, processes, and associated documents and records are effective;
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= monitors, measures and analyses processes for compliance; and
= implements actions necessary to achieve planned results and continual improvement of
these processes.

3.2 Documentation System

The QMS is represented by a comprehensive documentation system which includes all the
processes, policies, and controls which ensure that the university meets the expectations of
stakeholders. A five tiered document structure is utilised by the institution to portray the QMS as
follows:

Level Content

Quality Manual, Policies, Regulations

Systems Procedures

Procedures at the Centre/Department/Unit level

Work Instructions

QP WIN -

Forms, Records and Flow Charts

Table 2: UTT’s Hierarchal Documentation System

3.2.1 Quality Manual, Policies, Requlations

The documents at Level 1 are overarching guides of how the university is structured and
functions.
= The Quality Manual provides a general overview of the QMS, Quality Policy and Quality
Objectives. Each section of the Quality Manual includes the method by which UTT
meets its quality mandate or refers to a procedure or work instruction, if appropriate.
= The policies ensure consistency and alignment to the institution’s strategic direction. At
UTT, policies comprise the purpose or rationale as well as the policy statement.
= The regulations govern of all the academic processes that relate to programme offerings
and student conduct. Three academic regulations guide the institution in its achievement
of academic quality.

3.2.2 Systems Procedures

The Quality Procedures (academic and corporate) define how UTT complies with its quality
mandate and responsibilities, and are applicable to all centres/departments/units across the
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university. Systems Procedures may reference other procedures, forms, flow charts and records
where applicable.

3.2.3 Procedures at the Centre/Department/Unit level

The procedures at the centre/department/unit level cover the activities that are limited to the
particular centre/department/unit. Procedures reference work instructions, forms, records and
flow charts where applicable. These documents are found in the procedural manuals for
centres/departments/units.

3.2.4 Work Instructions

The Work Instructions, where needed, provide detailed step-by-step instructions of how to carry
out a particular activity. Work instructions reference forms, records and flow charts where
applicable.

3.2.5 Forms, records and flow charts

The forms, records and flow charts provide documented evidence of implementation of
procedures and work instructions.

3.3 Numbering and Lettering Convention

The documents that make up the QMS are listed on the Document Master List. The institution
has developed a numbering and lettering convention used to identify all documents linked to it.
The numbering system is described in the Procedure for Document Control (QAIA-SP-001).

3.4  Documentation Requirements

3.4.1 General

The general principle of the Quality Manual is that the documentation of the QMS shall be
sufficient to ensure effective and consistent operations of the system. UTT’s QMS
documentation includes:

= adocumented Quality Policy;
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= Quality Objectives which are developed and revised periodically;

= a Quality Manual;

= documents needed by UTT to ensure the effective planning, operation and control of its
processes. The Procedure for Documenting Procedures and Work Instructions (QAIA-
SP-002) outlines the template for documenting systems procedures at the
centre/department/unit levels and work instructions; and

= records.

3.4.2 Quality Manual

UTT has established and maintains a Quality Manual that includes:

= the scope of the Quality Management System;
= the documented procedures established for the QMS, or reference to them; and
= adescription of the interaction between the processes of the QMS.

3.4.3 Control of Documents

UTT identifies and controls documents and data in any media that relate to the requirements of
its QMS. The control of these documents is performed in accordance with the Procedure for
Document Control (QAIA-SP-001). The objectives are to:

= approve documents for adequacy prior to issue;

= review, update as necessary and re-approve documents;

= ensure that changes and the current revision status of documents are identified;

= ensure that the relevant version of applicable documents are available at points of use;

= ensure that documents remain legible and readily identifiable;

= ensure that documents of external origin are identified and their distribution controlled;
and

= prevent the unintended use of obsolete documents, and to apply suitable identification to
them if they are retained for any purpose.

The Document Control Administrator maintains a Document Master List to ensure that the
current revision levels of documents are in circulation.
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3.4.4 Control of Records

UTT’s QMS is documented and controlled through the use of quality records. These records are
established and maintained to provide evidence of conformity to requirements and of the
effective operation of the QMS.

Records are valuable to UTT in so far as they:

= provide assurance that the quality requirements of the university’s operations and
teaching/learning process are satisfied;

= show the degree of implementation and success of the QMS; and

= provide a basis for measurement and feedback essential for continual improvement.

3.5  Quality Audit

UTT conducts quality audits in accordance with the Quality Audit Policy (BG 4) and the
Procedure for Conducting Quality Audits (QAIA-SP-003) to determine the effectiveness of the
implementation and maintenance of the QMS, and to identify opportunities for improvement.
These audits are carried out at planned intervals and audit schedules are flexible to accommodate
changes in emphasis based on findings during the audits, system breakdown, and requests as
outlined in the Guide to Scheduling Quality Audits (QAIA-GI-001). The audit team generates
an audit report (See Appendix A).

According to the approved guide, unplanned or unannounced audits, not included on the audit
schedule, may be conducted with the approval of the President, for special situations or when
requested by senior management. Special situations may include, but are not limited to:

= customer complaints;

= increased regulatory scrutiny and accountability;
= unexpected operating results;

= major changes in operations or systems;

= major changes in programmes, controls, or staff;
= strategic changes; or

= new technologies.

Management of the areas audited is required to ensure that actions are taken to eliminate non-
conformities identified. The purposes of quality audits include, but are not limited to, evaluating:
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effectiveness and efficiency of the implementation of processes;
capability of processes in achieving the desired outcomes;

effective and efficient use of resources in achieving quality objectives;
adequacy and accuracy of performance measurement of processes;
improvement activities; and

compliance with regulations.
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4 MANAGEMENT RESPONSIBILITY

Management responsibility is demonstrated through (1) establishment of a quality policy and
quality objectives that communicates how UTT defines, demonstrates and measures excellence,
and (2) commitment to sustaining a robust QMS.
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4.1

411

41.2

4.1.3

414

4.2

421

422

Management Commitment

UTT provides evidence of its commitment to the development and implementation of the
QMS by:

meeting customer needs, as well as, statutory and regulatory requirements;

displaying openly the Quality Policy;

presenting the Quality Policy and Quality Objectives to all members of staff including
new members of staff at the orientation of such staff members; and

reinforcing Management’s commitment to a robust QMS through communication at all
levels of the university.

The senior management of UTT is dedicated to the implementation of the Quality Policy

and Quality Objectives as described in Sections 4.3 and 4.4.

QMS reviews are conducted according to Section 4.7,

UTT’s senior management ensures that necessary resources are available as referred to

in Section 4.4 (Planning), Section 4.7 (Management Review), and Section 5 (Resources).

Customer Focus

The senior management of UTT ensures that customer needs and expectations are
determined and achieved.

The senior management of UTT ensures that customer satisfaction is a continuous focus

in the management reviews and open communication with employees and other
stakeholders.
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4.3  Quality Policy

4.3.1 The Quality Policy (BG 3) is displayed openly as a clear reminder of the institution’s
focus and commitment. The Quality Policy is as follows:

The Policy Statement

UTT will position itself at the forefront of the national tertiary education thrust to create a
productive and resilient workforce that is committed to innovation and entrepreneurship and
meets the current and future challenges of a globalised economy. It is the policy of UTT to
support the development of a transformative culture of lifelong learning that stimulates the
intellectual capacity of students, faculty, staff and all stakeholders to create opportunities for
personal and professional growth; success, and meaningful contribution to national development.

To achieve its institutional purpose and meet or exceed the expectations of its stakeholders
it is the policy of UTT to be:

Mission-Driven

UTT adopts a future-focused approach to the allocation of resources to facilitate the development
of high-quality, industry-aligned higher education programmes, applied research initiatives and
profitable commercial enterprises in priority areas for national development that are reflected in
UTT’s mission.

Results Oriented

UTT will maintain a systematic approach to assessing organizational effectiveness that includes
institutional research which produces actionable information and strategies for improvement; and
provides verifiable evidence for independent external review.

UTT will strive to consistently demonstrate:

Stakeholder Engagement

UTT will demonstrate commitment to internal and external stakeholders by investing in its

faculty and staff and building partnerships that empower stakeholders to influence the strategic
direction of the University.
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Commitment to Continuous Improvement

UTT will demonstrate its commitment to quality by maintaining a robust internal QMS that is
aligned to internationally accepted standards of excellence and by conducting periodic reviews to
improve the effectiveness of the QMS.

4.3.2 The Quality Policy is communicated at all levels within UTT and on the Intranet.
Verification of the university’s understanding of the policy is assessed as part of the QMS
review process. The Quality Policy and Quality Objectives are evaluated periodically as
indicated in the Procedure for Quality Management System Review (QAIA-SP-006).

4.4  Planning

4.4.1 Quality Objectives

The senior management of UTT will establish measurable Quality Objectives that are consistent
with the Quality Policy including the commitment to continuous quality improvement. These
Quality Objectives will be evaluated during QMS reviews.

Quality Objectives are linked to institutional goals and address:
= customer needs;
= optimising costs to performance;
= commitment to quality by the entire institution; and
= continuous evaluation of systems and processes with a view to identifying opportunities
for improvement.

4.4.2 Quality Management System Planning

It is the responsibility of the senior management to add a Quality Planning component to the
QMS to ensure that the necessary resources are available to achieve the Quality Objectives.

UTT ensures that:
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= the planning of the QMS is carried out in order to meet the requirements mentioned in
Section 4.1; and

= the integrity of the QMS is maintained when changes to the QMS are planned and
implemented.

UTT has developed a structural framework for strategic and operational planning. The Board of
Governors provides the broad strategic goals for the university which guide development of
UTT’s Strategic Plan and operational plans for centres/departments/units. The Strategic Plan is
then approved by the Board of Governors.

45  Responsibility and Authority

4.5.1 Responsibility and Authority (of functions)

UTT ensures that functional responsibilities, authorities and their interrelation are defined and
communicated within the systems procedures at the centre/department/unit levels, work
instructions, records, as well as, flow charts.

4.5.2 Quality Management System Representative

UTT has appointed the Vice-President, QA&IE as the Quality Management System
Representative who shall have the responsibility and authority that includes:
= ensuring the processes needed for the QMS are established, implemented and maintained,;
= ensuring that QMS reviews are held as scheduled and monitoring of action items arising
from the review meetings are carried out;
= developing the annual quality audit schedule and ensuring that the schedule is endorsed
and approved as outlined in the Guide to Scheduling Quality Audits (QAIA-GI-001);
= championing continual improvement arising from QMS reviews, stakeholder feedback,
and quality audits;
= monitoring and improving stakeholder satisfaction through quality meetings and
stakeholder feedback;
= reporting to UTT’s senior management on the performance of the QMS and any need for
improvement; and
= ensuring that awareness of both internal and external stakeholder requirements is
promoted throughout the organisation.
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The Quality Management System Representative has the freedom and authority to identify
problems, initiate, recommend and/or provide solutions.

All section/unit/department managers/supervisors (managerial staff from managers and upwards)
are responsible for executing the development and maintenance of documents aligned to the
QMS, such as, procedures, guidelines, and records inclusive of follow-up action reports that
respond to identified non-conformities.

4.6 Internal Communication

The university is committed to ethical and responsible management and transparency in its
decision-making process. This involves effective communication among university members
that allows information to flow efficiently between all levels including, but not limited to, the
President and Provost.

The mechanisms employed by the university to ensure an open and effective channel of
communication have a threefold function:

= they provide opportunities for issues, concerns and recommendations of all members of
the university community to be acknowledged and addressed;

= ensure that all university members are effectively notified in a timely manner of the
decisions taken by its governing bodies; and

= provide avenues for all staff and students to actively take part in the decision making
process.

The following mechanisms ensure an effective communication channel for staff and students:

4.6.1 Communication with Staff (Academic and Corporate)

All members of staff have the organisational freedom to identify, document, and communicate
any issues related to the processes of the QMS and their effectiveness to the Quality
Management System Representative. This is done through:

= Heads of Centres/Departments/Units - All staff members are encouraged to freely raise
any concerns or issues they may have as well as make recommendations for operational
improvement to their respective heads. Heads in turn may either seek to address the
issues/concerns raised or refer them to any of the relevant executive bodies for attention
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if required. In addition, heads are encouraged to advise staff of any decisions taken by the
university’s governing bodies or new operational developments.

= UTT Staff Intranet — This provides an easily accessible and effective way to ensure that
staff members are kept abreast of the current events or activities within the university. It
also provides a reliable avenue for staff to raise their concerns or issues on any aspect of
the university’s daily operations.

= E-suggestion box - The E-Suggestion Box was officially launched in December, 2011
along with the physical suggestion box. This virtual box can be found on UTT’s Intranet
(http://my.u.tt/index.php?suggestions=1) and facilitates instant and asynchronous
feedback from staff members, regardless of their location.

The submissions received from the E-suggestion box are logged into an in-house
database and then routed to the relevant departments for action or implementation. The
benefits of this system include:

= instant access from any web browser regardless of location or time;

= allowance for a wide range of employees/students to make their contributions;

= encouragement of creativity;

= provision of a steady stream of low-budget, quick-to-implement ideas that
constantly improve UTT’s business;

= provision of facilities to track the progress of submissions made and the stages
toward implementation; and

= reporting on various statistics of suggestions received and actions taken.

= Regular Centres/Departments/Units Meetings - Each area engages in regular staff
meetings aimed at planning and ensuring continued strategic alignment with the
university’s Quality Objectives. These meetings are also intended to ensure institutional
effectiveness and open and effective communication, while fostering continuous
improvement.

4.6.2 Communication with Students

Students are one of the university’s key stakeholder groups and as such it is UTT’s responsibility
to ensure that their needs are met. This includes provisions for an open, trustworthy, reliable
channel of communication where students are not only provided with pertinent information such
as academic regulations, policies and procedures but also allowed opportunities to voice their
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issues, concerns and grievances and have them addressed in an expedient manner. The university
therefore employs the following mechanisms, some of which are outlined in its Student
Information and Regulations Handbook, to facilitate an effective channel of communication:

= UTT Website — Student Portal - Similar to the staff intranet, this portal is easily
accessible to all potential and existing UTT students. The portal provides a wealth of
information on current UTT student-related activities/events and relevant documentation
as well as a safe forum for students to raise their concerns, issues and recommendations
for improving the quality of services provided. The university has also established
webpages on popular social network websites that are accessible to all students and
provide a resourceful source of communication.

= Student Support

- Instructors/Programme Professors - Students are encouraged to address any of
their academic concerns and issues directly to their respective instructor or
Programme Professor.

- Student Counsellors/Residence Life Coordinators/Academic Administrators -
Students are encouraged to liaise with these persons for advice on any issue or
concern they may have, whether it is personal or academic in nature.

- Student Development Services - Provides a reliable readily accessible source of
relevant student-related information, ensures that students are informed of the latest
developments within the university and advocates student views and concerns on
matters which include, but are not limited to, financial assistance, withdrawals,
appeals, grade changes and fee disputes.

- Student Guild - The Student Guild serves not only as the voice of the general student
population but also provides student representation to UTT administration in
accordance with the constitution.
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4.7  Quality Management System (QMS) Review

The QMS Review is a formal evaluation carried out at intervals to determine the efficiency and
effectiveness of the university’s QMS in satisfying the requirements of the Quality Policy and
Quality Objectives. The reviews are conducted by the Quality Management Review Committee
in accordance with the Procedure for Quality Management System Review (QAIA-SP-006), and

actions are taken where necessary to correct and improve the QMS.

4.7.1

4.7.2

4.7.3

4.8

48.1

4.8.2

4.8.3

The President of UTT appoints the Quality Management Review Committee (QMRC).

The Quality Management System Representative chairs all the QMRC meetings which
are held at least twice per year.

The Quality Management System Representative compiles periodic reports on the
performance of the QMS, along with the opportunities for improvement and need for
changes, to ensure the current suitability and effectiveness of the QMS.

Update of the Quality Manual

If any member of faculty or staff wishes to suggest a change to the approved Quality
Manual, this should be submitted to the Vice-President, QA&IE, the Quality
Management System Representative in writing.

The Vice-President, QA&IE shall acknowledge receipt and review the suggestion with its
supporting evidence. If after the review, this suggestion is deemed feasible, the Vice-
President, QA&IE and other relevant authorities, where applicable, shall seek
endorsement from the members of the QMRC at the next meeting and other relevant
authorities where applicable.

The Document Control Administrator shall make the change(s) required.
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4.8.4 The Vice-President, QA&IE shall notify the member of staff who made the suggestion
that the change to the Quality Manual has been made.

4.8.5 The Vice-President, QA&IE shall make available the revised Quality Manual to the UTT
stakeholders.
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5 RESOURCES

UTT establishes mechanisms aimed at determining and providing the resources required for the
maintenance of the QMS to achieve stakeholder satisfaction and institutional effectiveness.
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5.1

5.11

512

5.2

Provision of Resources

UTT’s senior management determines and provides the resources needed:

= to implement and maintain the QMS and continually improve its effectiveness; and
= to enhance stakeholder satisfaction by meeting stakeholder requirements.

The resource requirements for the implementation, management, and continual
improvement of the QMS and activities necessary to address stakeholder satisfaction are
explicitly defined in the procedures, work instructions, and the following sections of the
Quality Manual:

= Section 4.4 (Planning);
= Section 4.7 (Quality Management System Review); and
= Section 6.2 (Key Processes).

Financial Resources

The University has established policies, processes, procedures for the effective planning and
management of the institution’s financial resources, inclusive of the budget formulation,
allocation and monitoring exercise. A Facilities Monitoring Review Report (See Appendix C) is
useful in this process.

Senior management plans, makes available and controls the financial resources necessary to
implement and maintain an effective and efficient QMS and to achieve the University’s Quality
Obijectives. Senior management also considers the development of innovative financial methods
to support and encourage improvement of the institution’s performance.

UTT submits two budget requests to Ministry of Tertiary Education and Skills Training
(MTEST) annually:

1.
2.

Recurrent net expenditure; and
Public Sector Investment Programme (PSIP).
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UTT also submits separate budgets for extraordinary expenditures such as programmes
administered on behalf of other Government of the Republic of Trinidad and Tobago (GORTT)
entities.

The following applies to UTT’s budgeting exercise:

= When the National Funding Allocation has been determined, the budgets (both Recurrent
and Capital) are re-worked based on what GORTT funding has been allocated. This
revised budget is submitted to the BOG for approval,

= UTT is required to defend the budgets around July and the final determination is
delivered by the Ministry of Finance in Parliament in September or early October;

= Project Financial Services (PFS) reports to MTEST on the progress of the PSIP by the 8"
of the succeeding month of the year;

= Amendments to PSIP are usually requested in February for the GORTT’s mid-year
review;

= The Recurrent Budget treats with the expected incomes and expenditures of the
organisation as a whole and by departments. It is a planning tool,

= The PSIP budget treats with the acquisition or construction of property, plant and
equipment of a capital nature;

= Approved budgets are issued to all budget holders to manage their departmental
expenditures and revenues; and

= On amonthly basis, Finance prepares and issues reports to all budget holders showing the
actual and budgeted expenditures and revenues on a current month and year to date basis
with comparisons for prior year results. This should lead to management action as
required.
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5.21

5.3

5.3.1

Capital Budgeting

At UTT, capital projects are implemented by the Facilities Operations Management Unit
(FOM) with accounting support provided by the Finance Unit. These projects are
undertaken and the respective budgets are prepared annually and are aligned to
achievement of the long term strategic objectives of the university.

The capital budget essentially is an expenditure plan for the purchase, construction and
upgrade of assets. At UTT, these include expenditures associated with building
construction, major building upgrade, purchases of furniture, laboratory equipment,
machinery, computer equipment, library books, and similar items. The capital
expenditure will relate to both the academic and corporate functions of the university.
The capital needs are identified, quantified, prioritised, appraised and rationalised before
they are included in the budget. The budget thus forms thus the basis for allocating funds
for major capital expenditures planned. These expenditures are viewed as an investment
from which the university expects to generate long term benefits which can be both
financial and non-financial in nature.

The capital budget is an important tool used to source government funding and critical for
project cost control. It is also very important for financial reporting to both government
and UTT’s internal management.

Human Resources

UTT has developed policies and procedures for a comprehensive human resource system,
the core components of which include:

= recruitment and selection;

= orientation of new staff ;

= performance management;

= employee training and development;
= employee relations;

= Dbenefits and wellness; and

= health, safety and environment.
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5.3.2

5.3.3

5.34

5.4

54.1

UTT ensures that processes are in place to assure stakeholders that the university has
qualified members of staff to deliver the programmes offered and to support the delivery
of such programmes. Qualifications include academic degrees, employment history,
special courses or certificates, and in-service training, which all form part of the
personnel records.

UTT maintains an appropriate record of education, training, skills and experience for
each member of staff in their personnel files.

Employee performance is critical to the achievement of the university’s goals and
objectives. Leaders at all levels in the organisation are required to promote the pursuit of
excellence at all levels within the university, encouraging the use of personal initiative
and creativity. The university’s performance management system is intended to support
this philosophy and ensure that all employees are able to contribute to their full potential.

Infrastructure (Facilities and Equipment)

Each centre/department/unit head determines, provides and maintains the infrastructure
needed to deliver or support the delivery of programmes of study. The infrastructure
includes, as applicable:

= buildings, green areas, working spaces: classrooms, laboratories, workshops,
libraries;

= associated services, such as, water, electricity, gases and fuels including those needed
for instrumental usage, health services;

= equipment for the teaching-learning process; and

= support services, such as, transportation, bookstore, cafeteria.

The Facilities and Operations Management (FOM) department is responsible for facilities
and related equipment. Programme Units are responsible for the lab equipment. ITS is
responsible for IT equipment.

Policies are developed and continually reviewed to support the use and maintenance of
the infrastructure and equipment.
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5.5 Student Support Services

Management at UTT demonstrates its commitment to operational excellence by providing
services which support and promote student-centred education. The main goal of which is to
assist in the overall holistic development of students.

5.5.1

5.5.2

5.5.3

554

Student Development Unit

The Student Development Unit (SDU) has offices on each campus of UTT and plays an
integral role in fostering student learning and engagement. The SDU is responsible for a
wide cross-section of activities and functions including student orientation,
academic/personal support and referrals, student policy, student advocacy/grievances,
student guild and student clubs, housing and residence life, and graduation activities to
name a few.

Student Counselling Services

The Student Counselling Services unit (SCS) provides a comprehensive range of
professional services within its capabilities that are confidential, accessible, student-
focussed, campus-based and collaborative. The main responsibilities of the SCS include
assessment/diagnosis, counselling, crisis intervention, case management, and
management of the peer support programme.

Career Development

The main responsibilities of the Career Development Unit include the development
of current students for the transition into the world of work, placement services for
current students requiring industry training and graduate placement services. The
unit also has responsibility for the management of the Alumni Association.

The professional development of students is a two-pronged approach which focuses
on career and personal development through Professional Development Workshops
and the application of both technical and non-technical skills to the workplace
through Industry Training.

Student Social Responsibility and VVolunteerism Centre

Student Social Responsibility and Volunteerism Centre (SVC) is a part of the Office of
Student Support Services. The Centre emerged out of the desire to see university students
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play a more integrative part in community development and embrace the practice of
service to others.

The Centre is the driving force of all social responsibility, volunteer and community
engagement activity at the UTT and aims to create an enabling environment for
university Social Responsibility (USR) and Student Social Responsibility (SSR)
initiatives in the development of a culture of service, outreach and sustainable community
development. A focus of the centre is to provide opportunities for social
entrepreneurship, skills building and leadership development, making UTT graduates
more marketable and employable.

Services offered:

5.5.5

Establishment and maintenance of high school relationships (pre-university
engagements);

Development of institutionally led community engagement initiatives;
Administrative and logistical support for student-led social outreach initiatives;
Volunteers placements;

Internship/Service placements in the Community;

Service Learning project identification; and

NGO Resource Capacity Building through student volunteer assistance.

Student Guild

The QMS ensures that there is student involvement in critical operational areas within the
institution. These include participation in the Academic Council and stakeholder
meetings.  Students are represented by UTT’s Student Guild, and executive team
members are elected every year. A number of student clubs ensure that there is a wide
cross-section of extra-curricular activities available to students across the campuses.
Student associations are formed according to the Policy on the Formation and Operation
of Campus Organisations (AC 1). The Student Guild has full responsibility for the
management of the financial affairs of the student body and ensures effective resource
allocation for student activities.
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5.6 Information Technology Services

Information Technology Services (ITS) Department provides several core services to faculty,
staff and students. Students directly or indirectly interact with most of the services either as first
hand users or via their lecturers/professors through visual presentations, portability and delivery
of course content. UTT provides ITS services to enhance student learning by providing wireless
access, hardware and software support, video conferencing, ITS laboratories, simulation software
and the innovative use of the e-learning software.

5.7 Library Services

The Libraries at UTT support the mission of teaching, learning, research and service. This is
reflected in the library’s collection which includes required texts as well as supplemental reading
for the core programmes being offered at the campus.

The Library periodically adds to its collection and resources through an acquisition process
which may be initiated either by students, faculty and staff or by the Library staff to fulfil a need
for additional resources. The Acquisitions Unit is responsible for receiving requisitions, ordering
materials and accessioning materials before sending to the Cataloguing Unit for cataloguing,
processing and dispatching to the Campus Libraries. The Head of Technical Services is
responsible for the overall coordination of the acquisition process and the Chief University
Librarian, the Provost and/or the President are responsible for the approval of purchase orders.
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6 TEACHING LEARNING RESEARCH AND SERVICE

UTT develops and delivers programmes that are relevant to the needs of the country. The QMS
for teaching, learning, research and service takes into account the relationship between the
university, teaching staff, support staff (eg technicians) and students.

The QMS for teaching, learning, research and service takes into account the relationship between
the university, teaching staff, support staff and students. The roles of the faculty, staff and
students are significant and are outlined in the three University Regulations, and appropriate
manuals/handbooks, namely:

= General Academic Regulations, Policies and Procedures for Academic Programmes
(UTT-AR-001);

= Academic Regulations for Undergraduate Programmes (UTT-AR-002);

= Academic Regulations, Policies and Procedures for Postgraduate Programmes (UTT-
AR-003); and

= Student Information and Regulations Handbook.
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6.1 Academic Structure

The Provost manages the educational affairs and development of education at the university in
conjunction with the Academic Council. The Vice-Provost, Postgraduate Studies and Research,
Vice-Provost, Undergraduate Studies, Foundations and Prior Learning and the Vice-Provost
Planning and Development Programme report to the Provost. The academic structure is divided
into centres and units and Programme Professors are assigned to the disciplines offered.

For teaching positions, the university recruits professionals with not only expertise in their field
of interest, but also with the required pedagogical skills. The Centre for Learning Technologies
was established to ensure that the pedagogical skills of the teaching staff are adequate and up to
date.

6.2 Key Processes

The university has put in place systems for instructional design, development and delivery,
evaluation and support services activities, resource allocation, evaluation criteria, and
improvement procedures that embrace continuous improvement actions to achieve the desired
results. The key processes are those that relate to:

= teaching-learning activities;

= designing and developing curricula;

= research activities;

= training activities;

= hiring faculty and academic support staff;

= acquiring materials and other resources;

= admitting students;

= controlling design and development changes in curricula, course calendars, timetables

and prerequisites;

= securing accreditation of programmes;

= providing library services, audio-visual equipment, computers, and other services;

= providing security, safety and civil protection services;

= allocating classrooms, laboratories, workshops; and

= maintaining facilities.

Of these the main academic processes include those that relate to curriculum design,
development and delivery, and assessment of student learning outcomes. The Provost and
Academic Council monitor the academic quality for all programme offerings and the Academic

‘‘‘‘‘‘

H i
3 | £ Al
J‘ izié

-~

www.uttedu. i



Standards and Programme Accreditation (ASPA) unit in the Office of the Provost ensures the
efficiency and effectiveness of the processes for Programme Approval, Programme Monitoring
and Evaluation, and Programme Review.

UTT ensures the consistency of quality in its programmes by using the following procedures:

6.2.1

programme approval;

programme monitoring and evaluation;

periodic programme review;

programme re-approval;

substantive and/or minor changes to existing programmes; and
withdrawal/discontinuation of a programme.

Programme Approval

The Board of Governors is ultimately responsible for the content of the curriculum and for the
academic standards of programmes offered in its name. This section describes how that
responsibility is discharged. UTT’s Programme Approval, Monitoring and Evaluation and
Periodic Programme Review arrangements apply to all award-bearing programmes which fall
within the responsibility of the Board of Governors.

Programme Approval - definition

The Programme Approval process is outlined in the General Academic Regulations, Policies
and Procedures for All Academic Programmes (UTT-AR-001). It is the process through which
the Board of Governors satisfies itself that:

each programme is consistent with UTT’s mission and current strategic plan;

the existing portfolio of the programmes in the Centre have been taken into account;

a market case has been made for the programme (based on industry and student demand
or national development goals);

the content and design of the programme have taken into account the appropriate external
benchmarks for comparable programmes in other reputable institutions, entry
requirements for higher level programmes in the area of study and the standards of any
relevant professional body;

suitably qualified and experienced faculty are available to facilitate student learning;
adequate human and other resources (physical, technological etc) are available to support
the delivery of the programme;
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6.2.2

intended learning outcomes of the programme are clearly expressed and are set at the
appropriate standard for the level of the programme involved;

an estimated overall cost of the programme is included; and

programme as proposed is coherent and adequately documented using the Programme
Document for Validation Event Instrument (See Appendix D1).

Programme Design Criteria

UTT will provide learning experiences and learning environments that:

6.2.3

are safe, accessible, inclusive and in all their operations demonstrate equal opportunities
in practice;

are student-focused in all their processes and operations and deal fairly, equitably,
transparently and appropriately with students, and explain and communicate these
processes and operations in a way that students can understand;

are learning-outcomes oriented, clearly setting out what students are expected to achieve
and provide opportunities for them to do so;

are credit rated and take account of international subject benchmarks, including the
requirements of public, professional and statutory bodies;

are relevant, current, informed by best practice and by staff scholarship in the subject,
including the practice of teaching and learning;

thoughtfully prepare students for the world of work by enabling them to develop the
knowledge, skills and attributes necessary for their careers, personal development and
further study;

progressively foster the development of knowledge, skills, informed and critical
judgment, accountability, reflectiveness, independence of thought and action, and
employability;

encourage, support and guide students in taking responsibility for their own active
learning;

progressively develop key and transferable skills; and

provide opportunities for students to prepare for the world of work and to undertake
work-based or work-related learning, including career planning;

Process for developing a new programme for approval

The Programme Professor (PP) is responsible for documenting the original idea for a new
programme. Each proposal overview must conform to the university’s Guidelines for
approval of a New Programme for Approval. (See Appendix D2)
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= The Proposal Overview is forwarded to the Provost by the PP for review and comments.

= The Proposal Overview is then presented to the Academic Council for review and
agreement in principle that the proposed programme is consistent with UTT’s Mission
and Strategic Plan.

The Provost provides feedback to the PP in the following ways:

= if the proposal is accepted, the PP is advised by the Provost and a signed copy of the
Programme Overview is made available to the Academic Standards and Programme
Accreditation (ASPA) Unit for information; and

= if the proposal is not accepted, the PP must be given a reason for the denial and will be
guided accordingly.

The PP is then contacted by the ASPA Unit advising that ASPA is in receipt of the approved
proposal and a package will be made available for the development of the document for
programme approval.

Timelines should be established for the completion of the approval exercise to meet the start of
the Academic Year and student intakes should normally start in September of each academic
year.

6.2.4 Programme Monitoring and Evaluation

Guidelines for routine monitoring of a programme

The PP has ultimate responsibility for ensuring that each programme is monitored regularly.
Programmes may be monitored annually or at an earlier stage under special circumstances (such
as when problems are identified through feedback from students that may warrant immediate
investigation and action). The resulting report should provide evidence that each programme has
been monitored:

= to ensure that it remains current and valid;

= to evaluate the extent to which the intended learning outcomes are being attained by
students; and

= to evaluate the continuing effectiveness of the curriculum and of assessment in relation to
the intended learning outcomes.
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Appropriate action must be recommended to address any shortcomings identified in the report.

The programme monitoring team may use the following information in its evaluation of the
effectiveness of the programme:

= stakeholder feedback — staff, students, graduates, employers of graduates;

= student progress and other relevant data;

= student assessment reports and any other pertinent reports;

= material available to students such as programme specifications, student handbooks and
websites; and

= reports from external bodies.

Objectives

Each programme of study leading to an award is subject to an annual process of monitoring and
evaluation. This process provides an opportunity to demonstrate UTT’s concern for academic
standards of performance and the quality of its provision in a manner which is intended to
promote and disseminate the self-critical and developmental approach characteristic of a strong
academic community.

The objectives of such monitoring are to:

= ensure the continuing effectiveness of programmes in achieving their stated aims;

= record and evaluate the success of students in attaining the intended learning outcomes of
programmes;

= evaluate feedback from students and indicate what action is being taken in the light of

that feedback;
= ensure that the views of external advisors are being considered and indicate what action is
being taken in the light of their views; and

= identify the issues affecting the quality of educational provision and ensure action is
taken to improve the quality of that provision.

Procedure for programme monitoring and evaluation
The programme monitoring and evaluation process for approved programmes should be
conducted on an annual basis. It involves the Centre of Study conducting a critical analysis of

the objectives of the portfolio of programmes.

The process is as follows:
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= the Programme Leader is responsible for the preparation of the Annual Programme
Report (APR) as outlined in the Academic Regulations;

= the APR is then submitted to the PP for review of the report against the criteria in the
Guidelines for Routine Monitoring and Evaluation of a Programme and the
recommendations made, and additional justification sought if necessary;

= the PP then forwards the APR to the Office of the Provost for verification that the
evaluation is conducted and compiled in the prescribed format. If the report does not
meet the required standard, the report is returned to the PP with recommendations;

= once the APR is approved by the Provost, the PP is then invited to make a presentation to
the Academic Council,

= the Academic Council reviews the report and may make further recommendations or
gives it final approval;

= the approved report must be returned to the Office of the Provost for official filing.

Each Centre of Study will report annually (See Appendix D3) to the Board of Governors, and in
a manner approved by the Board, the outcomes of annual monitoring and the effectiveness of the
evaluation and review process. This report indicates the way in which, and the extent to which,
the objectives outlined have been achieved. The procedures to be used are agreed to annually by
the Board of Governors. (An indication of the sort of matters which might be covered by this
process is given in the Guidelines for Annual Programme Reports in Appendix D4).

Each Centre of Study considers the overall outcome of the annual monitoring process of the
programmes in the Centre and reports to the Board of Governors.

6.2.5 Student Evaluation of Teaching (SEOT) Report

The SEOT system facilitates student evaluation of teaching at UTT. This system must be
administered (online or paper-based) to each course which has an enrolment of five or more
students (See Appendix D5).

The Learning Centre (TLC) is responsible for the administration of the SEOT system;
specifically, TLC is responsible for implementing UTT’s course evaluation process for both the
online and the paper SEOT systems and preparing the SEOT report. To capture evaluation data
students are given either a paper-based or electronic survey.
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The survey responses are analysed by TLC and used to evaluate instructional effectiveness and
faculty performance with respect to teaching. The SEOT report provides actionable information
which university administrators can use to inform planning and improvement with respect to
teaching and learning and professional development for faculty.

6.2.6 Guidance on Assessments

Assessing the understanding, knowledge and skills of a student shall not only determine the
standard of an award, but shall also have an impact on the quality of the student’s learning
experience. To ensure the safeguarding of academic standards and the management of academic
quality, the following precepts and guidance should be observed:

= assessment practices should be rigorous, consistent and set at the appropriate level for the
award,;

= principles, procedures and processes of all assessments should be explicit, valid and
reliable;

= the scheduling and amount of assessment are consistent with determining whether the
learning outcomes have been achieved,

= there should be clear criteria for the marking, grading and moderation of student
assessment work;

= there should be clear criteria for the aggregation of marks and grades, and the rules and
regulations for progression and final awards; and

= appropriate feedback on assessed work should be provided to students in a way that
promotes learning and facilitates their academic development.

6.2.7 Annual Programme Report

The Programme Professor (PP) has the responsibility to ensure that the monitoring team for a
specific programme compiles an Annual Programme Report (APR) with recommendations. This
report contains measures of educational performance, reports for each course in the programme
and programme action plans for the next year. The composition of the team compiling the report
creates the opportunity for faculty to be involved in the evaluation process. At the end of an
academic year, the programme monitoring team may recommend:

= no changes or modifications to the programme;
* minor changes or modifications to the programme; or
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= substantive changes or modifications to the programme.

The PP is expected to review the report and the recommendations made against the criteria in
the Guidelines for Annual Programme Reports (see Appendix D4 of this section) and seek
additional justification, if necessary. These guidelines were revised to streamline the process and
distinguish it more fully from the Periodic Programme Review that is required every six years,
which is the maximum time period stipulated for a programme life cycle.

Policy guidelines require that the PP then pursue an appropriate course of action:

= if the PP approves the recommendation that no changes are required, then the programme
continues to be offered in its existing form;

= if the recommendation for minor modifications is accepted, a timeframe within which
adjustments are to be made is given; or

= in the event that the PP does not approve the recommendation for minor changes, the
reasons for the rejection are documented.

Whatever the outcome, the Provost must be advised of the decision taken. It must be noted that
any change to the programme must be done in accordance with the existing regulations
governing substantive or minor changes to existing programmes.

6.3  Periodic Programme Review

Programme review generally takes place every six years. The purpose of the review is identical
to that of the initial validation except that it includes a critical appraisal of the operation of the
programme since the initial approval or the last approval given by the Board of Governors. In
addition, the programme team is responsible for presenting the findings of that appraisal to the
review panel. Each subsequent review requires the approval by the Board of Governors to
continue to run in the existing or amended form.

6.3.1 Programme re-approval

The programme re-approval process for an approved programme should take place once a
programme cycle has been completed. The cycle may occur every six years. The programme re-
approval process generally involves the preparation of an evaluation report (See Appendix D6),
and essentially follows the same process for initial programme approval.
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Process for programme re-approval

= The PP submits the evaluation report for programme re-approval to the Office of the
Provost for review against the established criteria;

= the Provost presents the evaluation report to the Academic Council for approval;
= the Provost, as Chairman of the Academic Council informs the PP of the approval,

= the ASPA Unit proposes to the Provost, a team of validation panel members from a list of
approved academic staff for approval (see Appendix D7); and

= the PP submitting the programme for review and approval must submit to the Office of
the Provost, five (5) final signed copies of the approval document for distribution to the
approval panel. A timeline of two (2) weeks is prescribed for reading the document prior
to the approval event.

The ASPA Unit coordinates and schedules the approval event and makes the following
contribution:

= upon the request of the Chair, provides clarification on approved Academic Regulations
matters that may arise during the exercise;

= records the Minute of the approval event;

= ensures that the Approval Certificate stating the programme award status is issued and
signed-off by the Chair at the end of the approval event;

= the approval panel makes recommendations to be incorporated by the PP for improving
the final approval document;

= the final document is submitted to the Office of the Provost for final evaluation and
approval,

= the PP is then required to prepare an Executive Summary of the approved programme for
submission to the Academic Council for further review and verification;

= any recommendations made by the Academic Council must be incorporated by the PP
and resubmitted to the Office of the Provost;
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6.3.2

the Provost then submits the Executive Summary to the President for his review and
comments;

once the President is satisfied that, that programme has gone through the relevant
processes and meets the required standard, he will then forward it via the Corporate

Secretary to the Board of Governors for final approval and sign off; and

the approved Executive Summary is then returned to the Office of the Provost.

Substantive and/or minor changes to existing programmes

The following intended changes to approved programmes are ‘substantive changes’ and they
must be submitted to the Provost prior to any action regarding the implementation of the
changes:

increase or decrease in the number of credit hours required for successful completion of a
programme;

increase or decrease in the duration of the programme;

addition or deletion of courses or changes to course credits;

change in programme title;

change in programme aims; and

change in curriculum content beyond 10%.

Changes not listed above are considered to be minor changes to existing programmes.

The Provost must approve all minor and substantive changes.

Process for approval of minor and/or substantive changes

The PP is responsible for submitting the request for minor and/or substantive change in an
approved programme in accordance with the following procedure:

1. A request for approval of a change must be submitted to the Office of the Provost. The

request must be accompanied by:

= details of the proposed change;
= arationale for the change;
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= explanation of the impact of the change on the current programme offering;
= explanation of the impact of the change on existing students and future intakes; and
= details of any additional resources required.
2. The Provost will review the request for change and make recommendations, where
necessary; and

3. The Provost will review all substantive changes and refer to the Academic Council for
final approval.

A copy of the approved changes/amendments is to be forwarded to the Registrar’s Office and an
additional copy sent to the respective PP for filing.

6.4  Withdrawal/Discontinuation of a programme

The programme withdrawal/discontinuation process for an approved programme should take place
once a programme cycle has been completed. The programme discontinuation/withdrawal process
involves the preparation of an evaluation report which assesses the continuing validity and relevance
of the programme.

Process for preparation of the proposal for the withdrawal/discontinuation of a
programme

1. The PP submits a request and an evaluation report for programme
discontinuation/withdrawal to the Provost.

2. The Provost reviews the report
3. The report should include:

= arationale for the discontinuation of the programme;

= the consequences of the impact the withdrawal/discontinuation poses on the
programme with particular reference to faculty and staff;

= an account of the opportunities given to those who would be affected by the proposed
withdrawal/discontinuation, to voice their opinions and evidence that these were
taken into consideration before the final submission was prepared,

= timeline for the phasing out of the programme including official notification to
students, faculty and staff re: their contractual arrangements;
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= options available to students, such as, period of time given to complete coursework,
assignments; and
= transfer of credits to other programmes, institutions.

4. The report must also provide evidence of the following evaluation:

= analysis of the effectiveness of the programme inclusive of adherence to national
goals or mandate where relevant;

= feedback from stakeholders; and
= the demand for the programme and student enrolment trends.

5. The Provost is responsible for submitting his decision regarding the recommendation of
the Programme Professor for the withdrawal/discontinuation of a programme to:
= the Academic Council; and
= the President.

At the end of the Academic Year, the President presents to the Board of Governors a list of
currently active and discontinued programmes.

6.5  Assessment of Student Learning Outcomes

The mechanism for the assessment of student performance is described in the examinations and
assessment procedures in all three academic regulations. Evaluation processes such as
assessments, tests, and examinations are used to measure progress toward fulfilling the
curriculum requirements. The results of the evaluation process are recorded and used to
demonstrate that the learning outcomes have been achieved. A review of the overall assessment
of students is carried out by Assessment Committees in accordance with procedures documented
in the regulations.

6.6  Registry

The Registry provides courteous, accurate and reliable advice, services and information to
stakeholders in an efficient and professional manner, consistent with the university’s academic
regulations and policies, and in keeping with UTT’s student-centred approach.

The Registry is composed of four units:
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Student Recruitment;
Admissions;

Student Records; and
Examinations.

PowphpRE

6.6.1 Student Recruitment

The Student Recruitment Unit (SRU) supports the university in its strategic objectives of student
recruitment. It provides information, advice and support to queries of potential students and
others and represents the university externally by organising recruitment activities to support the
admissions process with the goal of attracting the best students to UTT.

The SRU is primarily responsible for the recruitment of students from national and regional
secondary schools. The SRU partners with faculty and staff and collaborates with national
organisations, such as NIHERST, National Training Agency, and various ministries in presenting
UTT programmes available to students. Members of the unit coordinate visits, deliver
presentations, attend Career Fairs, host Campus Tours, visit PTA meetings, visit social groups,
and manage Call Centre activities with the purpose of showcasing and inspiring interest in the
UTT’s programmes.

The SRU also supports the enrollment of students by the distribution and retrieval of applications
forms from secondary schools, and encouraging on-line applications on-site at career fairs and
other public events. The SRU unit is headed by the Manager, Student Recruitment who reports to
the University Registrar.

6.6.2 Admissions

The Admissions Team Members are located in registries catering to the needs of students and
other stakeholders. The range of services provided by the unit includes:

= providing information to prospective and current students;

= admitting new students;

= registering/changing the registration status for new and returning students;

= issuing student letters relevant to students’ enrolment/registration status at the university
(e.g. Offer and Acceptance, Registration, Medical, Embassy etc.);

= processing Leave of Absence, Withdrawal, Transfers and Exemptions; and

= distributing all student forms and other correspondence.
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6.6.3 Student Records

The Student Records Unit (sometimes referred to as Student Records) is responsible for
managing the records of students at UTT, which it obtains from other departments of the
university such as Admissions, Examinations, Student Support and Career Development and
Student Accounts. This unit is responsible for managing the Student Information System (SIS).
For example, this department receives admissions and registration information from the
Admissions Office whilst the Examinations Unit would provide information on the student’s
performance. The department has no direct contact with students or other members of the
public.

6.6.4 Examinations

The Examinations Unit is primarily responsible for the administration of final examinations
throughout UTT. All processes of the unit are designed to maintain the academic integrity of the
university.

The main functions of the unit are:

= preparing and posting of examinations schedules;
= printing of all final examinations papers;

= securing all examinations papers;

= issuing of examinations guidelines;

= administering of examinations;

= dispatching of examinations papers;

= issuing Performance Reports (grades); and

= issuing letters of Academic Status.

6.7 Research

As part of its entrepreneurial focus, research at UTT is multi-dimensional. There are four main
types of research:

= academic research leading principally to the award of PhD and MPhil degrees. This
category also involves a number of pioneering programme projects undertaken by the
students at the Bachelors and Masters levels;
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innovative research which, once completed, may be taken to the marketplace through the
Business Development Unit for commercialisation;

grant funded research projects leading to either the award of a degree or
commercialisation; and

research clusters that bid for external research projects, and utilise the technical expertise
of the academic staff.

inig

‘0" ",

E 4
§ .
H H
3 lamalf
% 3

;izie

-~

www.uttedu. i



7 MEASUREMENT, ANALYSIS AND IMPROVEMENT

The university measures and analyses the degree of satisfaction experienced by all stakeholders.
The collection and analysis of the data gathered ensures stakeholder satisfaction and promotes
continuous improvement.
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7.1 General Guidance

The university has established mechanisms for collecting information and data to ensure the
effectiveness of the teaching/learning process. This includes a dedicated functional area for
Institutional Effectiveness in the Office of Quality Assurance and Institutional Effectiveness.

The data collected includes satisfaction surveys of students, graduates and other stakeholders,
teaching methodologies, organisation-related measurements, measurements of variables related
to students, teaching staff, support staff, and other relevant indicators such as failure rates,
retention and attrition rates, and students’ performance.

The Framework for Evaluating Institutional Effectiveness provides a comprehensive
assessment of how well the university is achieving its mission and broad strategic goals, as well
as the necessary feedback and actionable information to inform university-wide improvement.

The measurement process uses the following steps:
= deciding which measurements will be of value to monitor;

= observing and making qualitative and/or quantitative measures; and
= converting information into knowledge.

7.2 Monitoring and Measurement

7.2.1 Stakeholder Satisfaction

The university has established reliable methods and practices for monitoring and measuring
stakeholder satisfaction. Performance trends and analyses of stakeholder satisfaction are
documented periodically and are supported by objective evidence. The university communicates
the results of stakeholder satisfaction to the relevant parties at regular intervals.
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Some of the methods and practices for monitoring and measuring include the use of surveys such
as:

= New Students Survey (NSS)

The NSS is a survey which is administered annually to all new students enrolled in UTT’s
undergraduate programmes. The NSS captures information on socioeconomic background,
social support needs, academic and social self-concept. The Office of Quality Assurance and
Institutional Effectiveness conducts the survey and prepares a report which is intended to provide
actionable information which assists administrators to improve student performance and
retention.

= Student Satisfaction Survey (SSS)

The SSS is a survey which is administered annually to undergraduate and postgraduate students
in their second and third years at UTT. The SSS captures feedback from student on their
priorities for support services and the quality of services provided by UTT. The Office of Quality
Assurance and Institutional Effectiveness conducts the survey and prepares a report which is
intended to provide assessment information to help administrators prioritise support service
initiatives and improvement efforts.

= Graduate Tracer Study (GTS)

The GTS is a survey which is administered annually to successive cohorts, two years after
graduation. The GTS captures information from alumni on the achievement of desired learning
outcomes, and their progression in employment, entrepreneurship, and further study. The Office
of Quality Assurance and Institutional Effectiveness conducts the survey and prepares a report
which is intended to provide assessment information to help administrators improve current
academic and support services, and develop strategies to support and partner with UTT alumni.

= Graduate Exit Survey (GES)

The GES is a survey which is administered annually to all graduates within one month following
their graduation. The GES captures information on their academic and social experiences,
achievement of desired learning outcomes, prospects for employment and further study, and
willingness to recommend of return to UTT. The Office of Quality Assurance and Institutional
Effectiveness conducts the survey and prepares a report which is also intended to provide
assessment information to help administrators improve current academic and support services.
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» Employee Awareness & Satisfaction Survey (EASS)

The EASS is a survey which is administered every two years to all faculty and staff. The EASS
captures assessment information from employees on their level of engagement and satisfaction
the strategic direction and operations of the university. The Office of Quality Assurance and
Institutional Effectiveness and Human Resources Department collaboratively conducts the
survey and prepares a report which is intended to provide assessment information to help
administrators improve institutional effectiveness university-wide and build support for the
university’s broad strategic goals

7.2.2  Monitoring and Measurement of Academic Processes

The university measures and monitors the teaching/learning process through the system for
Student Evaluation of Teaching (SEOT), Annual Programme Reports, and surveys and
evaluations of the academic and support staff.

7.2.3 External Academic Review of Programmes (Periodic Programme Review)

The university employs a system for external Academic Programme Reviews for each
programme of study. These reviews ensure that a high standard is maintained for programme
design, delivery and assessment of student learning outcomes.

Programme review generally takes place every six years. The purpose of the review is identical
to that of the initial validation except that it includes a critical appraisal of the operation of the
programme since the initial approval or the last approval given by the Board of Governors. In
addition, the Programme team is responsible for presenting the findings of that appraisal to the
review panel. Each subsequent review requires the approval by the Board of Governors to
continue to run in the existing or amended form.

7.3 Internal Audit

Internal audits are conducted and an Internal Audit Report is produced. An Internal Report
provides an independent, objective and assurance review on the operations of the university. It
seeks to:

= be a value-added support service of the University in the achievement of its goals and
objectives;
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= provide excellent professional service through competent and well trained staff;

= maintain objectivity and independence; and

= conduct assignments in accordance with professional standards and the application of
current audit techniques.

A three year Master Audit Plan is prepared with a detailed Annual Audit Schedule in
consultation with the President and submitted to the Audit Sub-Committee for review and
approval every August and at such time as may be requested.

Management is engaged during all aspects of the review process and a draft report is circulated
for consideration and feedback. Management’s responses are reviewed and a final report issued
thereafter. A meeting is subsequently held as part of the audit close procedures.

A summarised report of the audit findings, recommendations and management responses for
audit assignments is submitted to the Audit Sub Committee for consideration and review.

7.4 Financial Audit

A Financial Audit Report is a statutory requirement of all companies as stipulated by the
Companies Act of Trinidad and Tobago. The audit report seeks to provide an independent
opinion on the university’s Financial Statements prepared at the financial year end. This opinion
advises all stakeholders of whether the Financial Statements provide a true and fair view of the
university’s operations during the Financial Period.

The Financial Statements are prepared by the university’s management in accordance with
International Financial Reporting Standards (IFRS) at the end of each financial year end (30
September). These statements as well as detailed schedules explaining the accounts balances are
provided to the external auditors for their review. The external auditors are appointed by the
university’s Corporate Sole and they are required to perform an independent audit of all the

‘material’ amounts comprising the Financial Statements as per International Auditing Standards
(IAS).

At the end of the external audit the Financial Statements are finalised based on the
recommendations from the auditors and are presented to the BOG for approval. It should be
noted that the External Auditors report is also attached to the Financial Statements at this time.
The external auditors also provide a Management Letter to the university’s management which
advises of any weaknesses found in the internal controls of the systems within. This letter lists
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the findings, explains the problems as a result of the findings and provides recommendations to
resolve the issues.

7.5 External Institutional Review

UTT received institutional accreditation in December 2010 and is required to ensure continued
accreditation from ACTT. For the first institutional review, UTT conducted a self-evaluation
process resulting in a Self-Study Report. The university’s Self-Study Coordinator is the Vice-
President, QA&IE.

The Collaborative Online System for Accreditation (COSA) was initially conceptualised by the
Vice-President, QA&IE. COSA is a system which manages people, documents and other
resources involved in the accreditation process.

COSA is web based interactive software that provides the following features and benefits:

= accessibility from any web browser;

= resource management;

= tracking users progress;

= facilitation of team communication;

= built-in collaboration tools;

= allow stakeholders to become engaged in the accreditation process regardless of their
location;

= contains many built-in reports;

= users can view preliminary Self-Study submission at any stage of preparation; and

= real-time updating of information.

A critical element in maintaining compliance with the Criteria for Accreditation is to periodically
update the Self-Study Report so that it remains current and relevant for future reviews. As part
of this exercise, updates on the milestones achieved by centres/departments/units are submitted
to QA&IE for inclusion in the revised Self-Study Report. In addition to the initial accreditation
visit, external institutional reviews include focused site visits and re-accreditation visits.
Focused site visits are planned to evaluate outstanding evidence to satisfy the Criteria for
Accreditation while re-accreditation visits are planned to determine an institution’s capacity to
deliver quality educational programmes.
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7.5.1 Site Visit

The following steps are taken to facilitate a site visit for an External Institutional Review:
Before the site visit
Approximately three months before the tentatively scheduled date(s) for the review:

= the Vice-President, QA&IE contacts the agency conducting the review to confirm:

o the agreed date(s) for the review. Attention is given to holidays or special
institutional events; and
o that UTT’s application package has been received.

= once the date(s) has been finalised, the relevant members of staff are notified.
Correspondence giving notice of the review includes, but is not limited to the:

o agency conducting the review;
o purpose of the review; and
o date (s) that the review will take place.

Once the date(s) has been confirmed:

= amock evaluation is planned and conducted by QA&IE; and

= an evaluation report is developed and distributed. Those with responsibility for
addressing non-conformities identified, develop action plans to address same. The
necessary corrective and/or preventive action(s) is taken. Follow-up audits may be
conducted, if necessary.

Approximately one month before the scheduled date(s) for the review:

= correspondence giving a reminder and/or notification to all staff of the upcoming review
is distributed and may include, but is not be limited to the:

o date(s) that the review will take place;

o name(s) of the external evaluator(s); and
the schedule of the visit so that the desired UTT auditees can make arrangements
to be available when needed.
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» arrangements are made to:

o copy or secure pieces of evidence (that were too large to accompany the
application) to be placed in the resource room where they shall be reviewed by the
external evaluators;

o secure a room where the opening and closing meetings can take place;

o secure a room which can be available at all times for the use by members of the
evaluation team;

o provide light refreshments and lunch for members of the evaluation team and
selected members of UTT’s staff

During the site visit:

= an opening meeting is held to introduce the evaluation team to selected UTT members of
staff;

= a representative from QA&IE makes arrangements to give the evaluation team a tour of
UTT’s facilities. Depending on the scope of the evaluation, this tour may take more than
one day at other campuses;

= UTT’s President and/or Chairman is given an opportunity to give the evaluation team a
confidential briefing on any institutional issues;

= the evaluation team and the appropriate UTT members of staff discuss evidence
satisfying the requirements of the agency for which the evaluation is being conducted;
and

= a closing meeting is held to allow the Chair of the evaluation team to give an oral
presentation of the mostly likely outcome of/a general brief feedback on the evaluation.

After the site visit, representatives of QA&IE ensure that all documents given to the external
evaluators to conduct the site visit are collected after the completion and submission of the site
visit report (See Appendix E) where reasonably practicable.

7.6  Analysis of Data

The university collects data for analysis of performance in relation to the requirements of the
QMS. Datais collected from:

= students;
= teaching and administrative staff;
= corporate staff;
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= outcomes of annual programme monitoring;

= student, graduate and other stakeholder satisfaction surveys;
= outputs from quality audits; and

= outputs from Facilities Monitoring Reviews.

The university analyses the data collected and other information using acceptable methods and
quality tools and techniques, such as:

= process diagrams;

= flow charts;

= cause and effect diagrams; and
= statistical methods.

Once the analysis is done, the results support continual improvement efforts through a series of
corrective and preventive actions.

7.7 Self-Evaluation

The university supports the use of a system of self-evaluation in all its centres/departments/units
for the purpose of monitoring and reviewing planned activities. This self-evaluation assists the
institution in assessing the performance of the QMS, while promoting the continual improvement
of operations and benchmarking of best practices.

Staff competence is continually enhanced by seminars/workshops on the use of quality assurance

tools and techniques to enable the centres/departments/units to conduct more effective self-
evaluation exercises.

7.8 Improvement

7.8.1 Continuous Improvement

The university continually improves the effectiveness of the QMS through established processes
such as the Procedure for Quality Audits (QAIA-SP-003) and Procedure for Corrective Action
(QAIA-SP-004).
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Appropriate methods used to identify potential improvement are based on, but not limited to,
analysis of information and data gathered from sources such as:

= internal evaluations of the understanding of the Quality Policy by the institution
personnel;

= achievement of quality objectives;

= performance outcomes; and

= inputs from customers and other stakeholders: parents, industry, government and society.

The improvement process seeks to address customers’ and other stakeholders’ complaints and
comments, outputs of quality audits, retention and attrition rates of students.

7.8.2 Corrective Action

The university through the centres/departments/units implements corrective actions that are
identified from root cause analyses of non-conformities and improvement opportunities, such as:

= non-achievement of educational objectives;

= deviations from educational programmes and plans for the training of personnel;

= deviations from established programme approval, monitoring and review processes;
= high dropout rates;

= stakeholder feedback and complaints; and

= outputs from quality audits.

All corrective actions are recorded to ensure their implementation and the monitoring of
effectiveness of the actions in addressing the non-conformities in accordance with the Procedure
for Quality Audits (QAIA-SP-003), and the Procedure for Corrective Action (QAIA-SP-004).

7.8.3 Preventive Action

UTT implements preventive actions that result from the analysis of potential non-conformities
and improvement opportunities of the QMS. Data used include:

= information from performance trends, indicators of the teaching and learning process;
= achievement of Quality Objectives;
= cost analysis related to the achievement of Quality Objectives;
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= satisfaction surveys from students, graduates and other stakeholders;
= outputs from quality audits; and
= QMS review.

All preventive actions are recorded to ensure their implementation. The learning resulting from
the preventive action process are reviewed and communicated to the university stakeholders, as
necessary.
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APPENDIX A - SECTION 3

Appendix A
Quality Audit Report

A Quality Audit is an on-site evaluation activity, used to ensure compliance of a process to
established requirements or criteria. An audit can apply to an entire organisation or might be
specific to a function or department/unit.

The audit is conducted by an audit team. For UTT’s internal audits, the audit team shall consist
of members of staff of the Office of Quality Assurance and Institutional Effectiveness (QA&IE)
except when a quality audit is being conducted on QA&IE.

The members of the audit team review pre-requested documentation from auditees and prepare
an audit checklist to assist in the conduct of the audit. The audit team generates the audit report
based on its findings using the Quality Audit Report format (See Procedure for Quality Audits —
QAIA-SP-003).

The auditor/Lead Auditor submits the Quality Audit Report to the Manager, Quality Assurance.
When reviewed, the Manager, Quality Assurance makes any final adjustments deemed necessary
and submits it to the Vice-President, QA&IE. After also reviewing the Quality Audit Report, the
Vice-President, QA&IE submits the Quality Audit Report to the President and a copy to the
Centre/Department/Unit head. The Centre/Department/Unit head responds to the report and
advises of any corrective action to be taken with timeframes in the case of non-conformities or
any other quality improvement actions to be taken in the case of improvement actions cited in the
report.
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APPENDIX B - SECTION 4

Appendix B1
Department Report

Each month, each department is required to compile a report of its operations and submit this to
the Vice-Presidents, Provosts and the President.

L oF g,
E 4
§ .
H H
3 lamalf
% 3
;izie

-~

www.uttedu. i



Appendix B2

President Report

The President prepares a report each month based on the Department Reports received. This is
submitted to the Board.
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Appendix B3

Provost Report to the President

The Provost prepares a monthly report as well as a Year-End report and submits this to the
President.

The Provost’s and the President’s Year-End Reports are included in the university’s Annual
Report.
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APPENDIX C - SECTION 5

Appendix C
Facilities Monitoring Review Report

A Facilities Monitoring Review is conducted by members of staff from the Office of Quality
Assurance and Institutional Effectiveness (QA&IE). These reviews are used to assess the:

= compliance of a UTT campus with the requirements of Standard 1.2 of the Accreditation
Council of Trinidad and Tobago’s (ACTT’s) Criteria for Registration; and

» a campus’ ability to adequately meet the needs of students, faculty and staff and also
ensure effective programme delivery.

A Facilities Monitoring Review Report documents the findings of the review. The members of
the QA&IE team visit areas impacting teaching, learning, research and service inclusive of
classrooms, laboratories and the library. The team also reviews the facilities for student support,
faculty and staff.

Reviews are scheduled in accordance with the approved annual Facilities Monitoring Review
Schedule.

Follow-up reviews are conducted to verify the effectiveness of corrective actions taken.
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APPENDIX D - SECTION 6

Appendix D1

PROGRAMME DOCUMENT FOR VALIDATION EVENT

SUMMARY OF CONTENTS

PART A: PROGRAMME DESCRIPTION

Section 1: Background and Overview

Rationale for Programme and Context Diagram of Programme Structure Demand for Programme
(market information) Potential Careers and Employment Areas for Graduates Description of Co-
op Programme (if relevant) Professional and Statutory Body Requirements (if relevant)

Section 2: Programme Aims and Outcomes
Programme Aims

Programme Learning Outcomes

Map of Programme Learning Outcomes to Courses

Section 3: Admissions Admissions Criteria

Benchmark Qualifications

Mature Student Entry Accreditation of Prior (including Experiential)
Learning Admission with Advanced Standing

Section 4: Teaching, Learning and Assessment
Summary of Teaching and Learning Methods used
Table of Teaching and Learning Methods by Course
Summary of Assessment Methods used

Table of Assessment Methods by Course

Section 5: Assessment Regulations

Statement on the University Assessment Regulations being used.

Details of any deviation from standard assessment and progression regulations (if relevant).
Programme Awards

PART B: COURSE DESCRIPTORS Table of Courses
Level 1 Course Descriptors
Level 2 Course descriptors
Level 3 Course Descriptors
Level 4 Course Descriptors
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PART C: SUPPORTING INFORMATION
Table of staff development and scholarship to underpin the Programme
Curriculum Vitae of academic staff
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Appendix D2

Guidelines for approval of a New Programme Proposal Overview for Approval

Preparing the Programme Proposal Overview for a New Programme

The Programme Professor is responsible for submitting the Programme Proposal Overview. The
proposal overview must:

Be presented with Yes or No checklist responses providing evidence that the programme meets
the following criteria:

= a market case has been made for the programme (based on industry and student demand
or national development goals);

= the programme is consistent with the university’s mission;

= the learning outcomes are clearly expressed and appropriate to the level of the
programme;

= the content and design of the programme have taken into account the benchmarks for
comparable programmes in other reputable institutions, entry requirements for higher
level programmes in the area of study and the standards of any relevant professional
body;

= suitably qualified and experienced faculty are available to facilitate student learning;

= adequate human and other resources (physical, technological etc) are available to support
the delivery of the programme; and

= an estimated overall cost of the programme should be included.
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Appendix D3
Centre of Study Report

Each Centre of Study is required to monitor and evaluate each programme of study leading to an
award of UTT for which the Centre is responsible.

In any particular year, the Board of Governors may require Centres of Study to ensure that
specific matters of UTT wide concern are evaluated as part of programme monitoring
arrangements with the findings being reported to the Board.

Each Centre of Study will report annually to the Board of Governors, the outcomes of annual
monitoring and the effectiveness of the evaluation and periodic programme review process. This
report indicates the way in which, and the extent to which, the objectives have been achieved.

Each Centre of Study considers the overall outcome of the annual monitoring process of the
programmes in the Centre and reports to the Board of Governors.
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Appendix D4

Guidelines for Annual Programme Reports

Introduction

1. These guidelines and procedures are provided to help Programme leaders/managers prepare
their Programme Reports and define what is required in annual Programme Reports. These

guidelines and procedures cover the full range of taught programmes within UTT.

Report Format

2. The Annual Programme Report will have the sections below.

Measure of Educational Performance

3. The Measures of Educational Performance (MEP) provide quantitative data on the

programme from which qualitative comments and judgements can be made.

should contain the following:

Student Progression

Enrolled students per year
In-year retention per year %
Pass rate per year %

Return rate per year %

Overall retention rate per year %

Student Achievement

Pass rate analysis per course
Qualifications gained in final year/Level
Employment rates

Student Perception

Feedback questionnaire return rate %

Entry Analysis

Quialifications analysis
Gender and age analysis

Analysis and Comment on Measures of Educational Performance

The MEP

4. This section of the Programme Report provides a commentary on the statistics in the
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previous section, identifying issues to be addressed, and what action the programme team
intends taking to investigate issues further. Actions should be clearly cross-referenced to the
programme action plan. Particular attention should be paid to courses with high failure rates,
poor student feedback and where there are negative trends.

5. As guidance, comment would be expected by exception, where, for example
Student Progression
= |n-year retention is less than 90% in the first year and 95% in subsequent years.

= Pass rate is less than 90%.
= Return rate is less than 95%.

Student Achievement
= The course pass rate after any further reassessment is less than 75% at Level 1, 85% at
Level 2 and 90% at Levels 3 and 4.

= The course average mark at first attempt is less than 60% or higher than 80%

= More than 5% of the students did not achieve the named award in which they registered.
= There is a marked change in student achievement between years.

= The unemployment rate of graduates is greater than 20%.

Student Perception
= Response rate for the annual student questionnaire is less than 50% in any level/year.

= No course feedback has been obtained.
Entry Analysis
= Any marked changes in the entry analysis tables.

6. The opportunity should also be taken in this section to draw attention to areas where the
programme is able to demonstrate continuing improvement and/or high levels of educational
performance.

Course Reports

7. All course leaders should produce a short reflective course report at the end of each academic
year covering:

= the results of the end of course evaluation questionnaire;

= the key issues raised from course evaluation questionnaires and in-class feedback;
= student results;

= staff reflections; and

= actions taken.
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8. The course reports will form part of the Annual Programme Report and feed in to the Action
Plan for the next year.

Programme action plans

9. This section should contain:

A completed programme action plan for the previous year covering:
= actions from the previous year; and

= outcomes.

A Programme action plan for the current academic year covering:

= any ongoing actions from the previous year’s Programme action plan;

= actions identified in response to external advisor recommendations; and
= actions identified from the current year’s Annual Programme Report.

10. Actions by definition should be one-off events in response to specific identified issues. They
should be written in such a way that action on each issue can be noted the following year.
Normal operational activities should not be included or actions which have been addressed in
the previous year.

Appendices
11. The Appendices to the Annual Programme Report should include:

A. external advisor recommendations;

B. response to external advisor recommendations;

C. programme team response to student feedback; and

D. response to approval/periodic review recommendations (if relevant).
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Appendix D5
SEOT Report

Demo Survey {(Spring 2011)

Courss Information
Courss Name: CCTL100B 1 - Loarning Technoligien
Specialzation: TLC
Responsible Facully: prof Uirieh Rauch
Nate: Questiona with * rwead be

Your thoughtful reaponaea fo this questionalre ara Important hacausa thay could halp your Inetrucior Improve liture
courae offeringa. In addition, theywlil be usad as one of sevaral componants In retantion, promoton and ealary
decialona for your inatrucior. The reaults of this evaluation ara confidantial and will not ba repartad o the Inetructor

untll afier the final gradea are aubmiited for this coursa. Your coopanation e appraciatad. Pleage nols that
diareapeciful commenta are not helpful for svaluation of instruction.

Courne Questions

Guneral Questions
1} The lsaming ohiectives of this course were largely achieved. *

© stonglysgres O Ages O Neutral O Disagres O StronglyDisagree

2} The lsaming cbiectives of this course were mads clear et the beginning of the semester. *
O stronglysgrea O Ages O Neutral O Disagres O StronglyDizagree

3} | have a desper understanding of the subjeot matier as a result of this coures. *
O stronglyAgres 0 Agres OO Neutral O Disagres O StronglyDisagree
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4) This course was well organized. *

O stonglyAgree O Agree O Neutral O Disagree (O StronglyDisagree

5) A variety of instructional aides were used to help internalize the course content (e.g. reference materials,
online resources, field visits, laboratory work, handouts, activities, etc.) *

O stronglyAgree O Agree  © Neutral (O Disagree () StronglyDisagree

6) The course work was paced in a reasonable manner to facilitate the learning process. *

O stronglyAgree ' Agree O Neutral O Disagree O StronglyDisagree

7) Various forms of assessment were used to arrive at the final grade (for example, essays, examinations,
quizzes, group work, projects, assignments, self & peer assessment, etc.). *

O stronglysgree ' Agree O Neutal O Disagree ) StronglyDisagree

8) Assignments and exams were related to course content. *

O stronglyAgree ' Agree O Neutral O Disagree (O StronglyDisagree

9) |would recommend this course to other students. *

O stonglyAgree O Agree O Neutral O Disagree ) StronglyDisagree

10) What | llke best about this course Is:*

You may enter up to | 1000 characters into this field.

11) What | like least about this course is: *
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18)

19)

20)

21)

22)

Grades were awarded fairly. *

O stonglyAgree O Agree O Neutral O Disagree (O StronglyDisagree

Useful and timely feedback was provided on all exams and assignments. *

O stonglyAgree O Agree O Neutral O Disagree () StronglyDisagree

The instructor’s strengths are: *

You may enter up to | 1000 characters into this field.

Areas in which the instructor can make improvements are: *

You may enter up to | 1000 characters into this field.

Additional comments about this instructor: *

You may enter up to 1000 characters into this field.

Thank You for your time!
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Appendix D6
The evaluation report criteria (Checklist Format)

The evaluative report of the periodic re-approval should assess the continuing validity and
relevance of the programme:

= the effect of changes made over time to the design and operation of the programme;
= the continuing availability of staff and physical resources;

= developments in teaching, learning and assessment strategies;

= changes in student demand, employer expectations, and employment opportunities;
= data related to student progression and achievement; and

= staff and student/graduate feedback.
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Appendix D7

Validation and Review Panel Membership
Validation or review panels are made up as follows:

= A panel Chairman who is a member of academic staff from a Centre of Study other than
the one in which the Programme seeking approval is based. The Chairman will be
appointed by the Provost from a list of panel chairmen approved annually by the Board of
Governors.

=  Two members of academic staff from within UTT appointed by the Provost who are not
teaching in the Programme being validated or reviewed.

= An external member appointed by the Provost who can provide relevant information and

guidance on current developments in the workplace and/or in the subject area of the
Programme.
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Appendix D8
Assessment Committee

Assessment Committees serve an important function in UTT’s arrangements for confirming and
safeguarding the standards of its awards and qualifications. The purpose of an Assessment
Committee is to:

= ensure that the assessment regulations are being consistently and fairly applied;
= provide a collective judgement on meeting the agreed standards set by UTT;
= confirm marks/grades for courses and whether a student should be allowed to progress;

= make decisions on final awards;

= identify areas where there is a deviation from the expected standards and to initiate
appropriate action;

= take decisions on cases of academic cheating or dishonesty; and

= take decisions on claims of extenuating circumstances affecting student performance.

An Assessment Sub-Committee shall be established for each programme offered by UTT and
which has a named award. The Chair of the Assessment Sub-Committee shall be the Programme
Head, or a senior member of academic staff nominated by the University Provost.

In addition to the Chair, membership of each Assessment Sub-Committee shall include:

= Academic Programme Leader;
= Course Lecturers and Assistants; and
= other academic staff that examine students on the courses.

The main function of the Assessment Sub-Committees set up for each programme is to review
the examination results and resolve any apparent errors or inconsistencies in the results before
they are considered by the Main Assessment Committee.

After due consideration, the Sub-Committees will forward the examination results to the Main
Assessment Committee with appropriate recommendations for further action(s).

In addition to the Assessment Sub-Committees, a Main Assessment Committee will be
established to consider the recommendations of all programme Assessment Sub-Committees.

The membership of the Main Assessment Committee shall be:

= the Chair who is the Vice-Provost for Teaching Programmes; and
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= the leaders of all the programmes offered by UTT which lead to a named award.

Each Assessment Sub-Committee shall meet throughout the year when needed to fulfil its duties
under the schemes of assessment defined in the programme and course documents. The normal
cycle of Committee meetings is as follows:

Type of committee Attendees

After each semester and | Assessment Sub-Committee Sub-Committee members
reassessment

Main Assessment Committee | Main Assessment Committee
members

UTT is responsible for maintaining the records of all Assessment Committee decisions, and
marks/grades/GPA scores for individual students. A confirmed results list must be signed by the
Chairman of the Main Assessment Committee.

The decisions of the Main Assessment Committee concerning the examination of students will
be forwarded to the Assistant Vice-President, Student Affairs for entry into the Student Records
and the publication by UTT of the results. Individual transcripts will be available to students,
normally after the summary results lists have been made public.

The Assessment Committee is responsible, through the Academic Council, to the Board of
Governors of UTT for all assessments that contribute to progression on the programme and to
the recommendation of an award. No other body has authority to recommend conferment of an
award or to review a properly formulated decision.
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APPENDIX E - SECTION 7

Appendix E

External Evaluator Report

This report documents the findings, suggestions and/or recommendation of an External
Evaluation team that visits UTT. This is usually generated in a third party audit when UTT is
being evaluated to determine if it should be granted a particular status such as institutional re-
accreditation or specialised programme accreditation.
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GLOSSARY OF TERMS

To ensure that there is no misunderstanding as to what is meant by certain words and phrases
that are in this document, the following are definitions of major terms:

Academic Quality Improvement Programme (AQIP)

The North Central Association — Higher Learning Commission's (NCA-HLC’s) Academic
Quality Improvement Programme (AQIP) infuses the principles and benefits of continuous
improvement into the culture of colleges and universities by providing an alternative process
through which an already-accredited institution can maintain its accreditation. An institution in
AQIP demonstrates how it meets accreditation standards and expectations through a sequence of
events that align with the ongoing activities of an institution striving to improve its performance.
AQIP is a forum for higher education institutions to review one another’s action projects.

Audit Report
A report of an on-site verification activity, such as inspection or examination, of a process,

service or QMS, to ensure compliance to requirements.

Cause and effect diagrams
A structured technique in which brainstorming graphically shows the relationship of possible
causes and sub-causes directly related to an identified effect/problem.

Commitment to quality
The commitment/effort dedicated towards providing quality goods or services, that is, to
specification or as promised.

Corrective action
These are steps that are taken to reduce or remove the causes of an existing non-conformity or
undesirable situation.

Document control administrator

Person responsible for the control of UTT’s Quality Manual, Quality System Procedures,
Centre/Department/Unit Procedures/Work Instructions, forms and other documents impacting
the QMS.
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Flow charts
Diagrammatic representations which describe the flow of activities in a process and are read
from left to right or from top to bottom.

International Organisation for Standardisation (ISO)
ISO is a worldwide federation of national standards bodies (ISO member bodies).

International Workshop Agreement (IWA) 2

In order to respond to urgent market requirements, 1SO has also introduced the possibility of
preparing documents through a workshop mechanism, external to its normal committee
processes. The objective of IWA 2 is to provide guidelines to assist organisations that provide
educational products to implement an effective QMS that meets the requirements of 1SO 9001.

SO 9001:2008
This International Standard specifies requirements for a QMS where an organisation;
= needs to demonstrate its ability to consistently provide product or service that meets
customer (stakeholder) and applicable statutory and regulatory requirements; and
= aims to enhance customer satisfaction through the effective application of the system,
including processes for continual improvement of the system and the assurance of
conformity to customer and applicable statutory and regulatory requirements.

ISO 9000 series standards

A set of international standards on quality management and quality assurance developed to help
companies effectively document the quality system elements to be implemented to maintain an
efficient quality system. The standards, initially published in 1987, are not specific to any
particular industry, product or service. The standards were developed by the International
Organisation for Standardisation (ISO). The standards underwent major revision in 2000 and
now include 1SO 9000:2000 (definitions), ISO 9001:2000 (requirements) and 1ISO 9004:2000
(continuous improvement).

Malcolm Baldrige National Quality Award (MBNQA)

An award established by the U.S. Congress in 1987 to raise awareness of quality management
and recognise U.S. companies that have implemented successful quality management systems.
Awards can be given annually in six categories: manufacturing, service, small business,
education, healthcare and non-profit. The award is named after the late Secretary of Commerce
Malcolm Baldrige, a proponent of quality management. The U.S. Commerce Department’s
National Institute of Standards and Technology manages the award, and ASQ administers it.
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Non-conformity
The non-fulfillment of a specified requirement.

Operating procedures
Definitive statements on how a specific policy will be implemented.

Pareto diagrams
A chart used to help identify where allocation time, human and financial resources will yield the
best results.

Preventative action
These are steps that are taken to remove the causes of future potential non-conformities or
potential situations that are undesirable.

Procedure
A series of steps followed in a definite regular order.

Process
A set of interrelated resources and activities that transform inputs into outputs with the aim of
adding value and improving quality.

Process approach
The systematic identification and management of the processes employed within an organisation,
with emphasis on the interactions between such processes.

Process diagrams
A diagram commonly used to indicate the general flow of processes and displays the major
details excluding the minor details involved.

Qualitative measures
An assessment or analysis that is not numerical in nature.

Quality policy

A set of statements giving the philosophy, rules, or way of doing business related to providing
quality services.

Quality system
Documented policies, procedures, and work instructions that lead to and guide the delivery of
quality products and services, as promised to the customer.
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Quantitative measures
An assessment that is reported numerically.

Record
This is used to collect current or historic evidence of activities conducted. It is a report of results
achieved or evidence of activities performed at a given time

Work instructions
These are specific step-by-step details of how to perform a specific task.

END OF DOCUMENT
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