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1. SCOPE

The Academic Framework sets out the requirements and attributes with which the Design and
Delivery of all the College Awards must comply.

Unless clearly indicated otherwise, the Academic Framework applies to all Courses of study which
lead to an Award, or to the award of credit, by Freshart College.

An element of the Academic Framework may only be set aside with the specific approval of
Academic Strategy Committee. The request for variance should be made with an academic rationale
at the detailed planning stage of course development. In the case of any unapproved variation from
the Academic Framework, it will be the provision of the Academic Framework that will apply, with
the condition that any student rights conferred under the misapplied Academic Framework will be
honoured for all affected students.

The College may publish operational procedural documents supporting the implementation of the
Academic Framework. If there is any conflict of interpretation between the Academic Framework
and the procedural documents, the Academic Framework will have precedence.

The European Qualifications Framework (EQF) is the European agreed set of expectations that all
higher education awards must meet in order to promote a shared and common understanding of
the expectations associated with typical qualification across the Higher Education Sector in European
Union.

All Awards of the College, whether credit-bearing or not credit-bearing must be assigned to a Level
in the EQF and will have course learning outcomes that are set in alighnment with the level
descriptors.

2. AIMS
The aims of the College’s Academic Framework for the Design and Delivery of College Awards are:

2.1. to establish the principles and structures that underpin the design of College Courses.

2.2. to provide a consistent approach to the design and delivery of Courses.

2.3. to minimise structural complexity and, where structural complexity is required, to ensure
that it is does not impinge on the student experience.

2.4. to maximise student opportunity and choice, while ensuring that students can identify with
the Course of their choice.

2.5. to create and sustain structures that facilitate excellent learning and teaching and support
learning communities.

2.6. to enable shared units to be managed effectively.

2.7. to enable niche subjects to flourish within in broader structures.

3. ACADEMIC DEGREES

The College offers programmes of study using face-to-face mode of delivery, leading to academic
awards at the First Cycle Diploma of Higher Education and Bachelor’s Degree.

A Diploma of Higher Education should normally consist of at least 120 ECTS and a Bachelor’s Degree
should normally consist of at least 240 ECTS.



4. NON-CREDIT AWARDS
In addition to the aforementioned awards, the College gives amongst others, the following awards:
4.1. Certificate of Attendance

This certificate is awarded to any individual who has attended courses or has participated in any
short programme organised and run by the College. The Certificate of Attendance implies no
evaluation of the person's performance.

4.2. Certificate of Completion

This certificate is awarded to any student who has attended courses or has participated in any short
programme organised and run by the College. The individual subjects and any grades are listed on
the certificate.

5. STUDENT ADMISSION AND REGISTRATION

5.1. Application and Admission

The admission policies are set out by the Academic Committee and are implemented and
administered by the Office of the Registrar.

The following principles underlie the admissions policy of the College:

e The College is committed to offering a fair and transparent means for admission for all
applicants to training and education programs delivered by the Institute.

e Admission to programs of study is subject to the availability of places.

e Places will be offered on a competitive basis until all places have been filled.

e The College reserves the right to refuse admission to any applicant failing to meet entry
criteria.

e The information contained in the College prospectus and on the College’s website is
intended as a guide for individuals seeking admission and does not constitute a contract, or
the terms thereof, between the College and a student or any third party.

o The College reserves the right to cancel, suspend or modify its programs at any time.

e An applicant only becomes a student of the College when fully registered.

Freshart College is open to all those who have the required qualifications as outlined in the
Admission Regulations of the College.

The Learner Admission, Progression and Recognition Policy serves to ensure that prospective and/or
admitted learners:

e are substantially and accurately informed regarding Freshart College, the programs of
education and associated pathways offered, and the learning environment and experience
provided.

e satisfy the prerequisites to be admitted to their specified programs of education;

e have appropriate recognition of education and training qualifications, periods of study and
prior learning, including the recognition of non-formal and informal learning; and

e are assisted and supported in their introduction and transition to tertiary education.



The student-centered approach of the College is promoted at each stage of a student’s studies.

5.2. Admission Criteria
The criteria and terms of admission for the programme of study are as follows:

1. Recognized High School Leaving Certificate (HSLC) with a minimum grade of 7/10 or
14/20

2. Certificate of English Language proficiency at least equivalent to level B2 of any
specific examination and grade approved by the Council of Ministers of Cyprus

Other necessary documents for student admission are:
application form

identity card or passport

two photos

clear criminal record certificate (for foreign students)
health certificate (for foreign students)

bank guarantee (for foreign students
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5.3. Academic Advising

Academic advising plays an important part in a student's registration and academic performance at
the College.

Each student receives planning and academic advice from the Academic Advisor, Head of
Department and the Programme Director/Coordinator. The Academic Advisor assists students in
registration and counsels them with regards to the student's schedule and degree requirements. The
Head of Department, Programme Coordinator is the senior member in each programme and can
counsel students in their area of specialisation.

5.4. Registration
Registration is a standard procedure every semester.

All students must be properly registered for their courses at the designated registration period. Late
registration is permitted under exceptional conditions but students registering late cannot be
assured of space in the courses they are interested in taking. It is also possible that some courses
may be cancelled as a result of low enrolment even prior to the end of late registration.

When a student registers, a personal timetable is issued with information on the times of classes and
the rooms in which they are to be held. Students are not permitted to register for courses, which are
taught at the same time. Timetable changes are likely to occur during the first two weeks of classes.
Such changes are published on the College website.

Students may not be able to register if they have been expelled, dismissed or suspended from the
College or if their names are on the stop list . Students will be on this list if they owe money to the
College or books to the library or for any other reason. Such students will have to obtain a clearance
to be allowed to register.

Students should attend classes for the courses and sections they are registered for. Attending a
course on a different section is not permitted and does not give the student any right to register.



In no case will a student be registered or have grades recorded for a course she/he has been
attending without having duly registered in the proper way and at the proper time.

6. ECTS

ECTS is a learner-centred system for credit accumulation and transfer based on the transparency of
learning outcomes and learning processes. It aims to facilitate planning, delivery, evaluation,
recognition and validation of qualifications and units of learning as well as student mobility. ECTS is
widely used in formal Higher Education and can be applied to other lifelong learning activities.

6.1. ECTS Credits

ECTS credits are based on expected learning outcomes and the workload students need to achieve
them.

Learning outcomes describe what a learner is expected to know, understand or be able to do after
successful completion of a process of learning. They relate to level descriptors in national, sectoral
and European qualifications frameworks.

Workload indicates the time an average student needs to complete all learning activities (such as
lectures, seminars, projects, practical work, exams, self-study, etc.) required to achieve the expected
learning outcomes.

60 ECTS credits are attached to the learning outcomes and the associated workload of a full-time
year of formal learning (academic year).

One ECTS corresponds to 25 to 30 hours of work. 30 ECTS per semester thus correspond to 750-900
hours of work.

6.2. Use of ECTS Credits

Credits are allocated to entire qualifications or study programmes as well as to their educational
components (such as course units, dissertation work, work placements, laboratory work, etc.). The
number of credits ascribed to each component is based on its weight in terms of the workload
students need to achieve the learning outcomes in a formal context.

Credits are awarded to individual students (full time or part time) after completion of the learning
activities required by a formal programme of study or by a single unit and the successful assessment
of the expected learning outcomes. If students have already obtained the expected learning
outcomes in other learning contexts (formal, non- formal or informal), the associated credits can be
awarded after successful assessment, validation or recognition of these learning outcomes.

6.3. Transfer Credits

Transfer credits are credits earned at other accredited programmes/Higher Education Institutions
which are transferable to the College. All transferred courses/credits are evaluated individually,
based on the College standards and the student’s grades.

Transfer credits may correspond to specific College courses or may apply as credits in specific
categories. In all cases, they appear on the student’s transcript with the suffix “TR” but no grades are
counted in the student’s CPA.



Regardless of the credits transferred, students have to complete a one half of the number of the
Bachelor’s Degree ECTS 120 ECTS for a 240 -ECTS Bachelor Degree and ECTS 60 ECTS for a 120 -ECTS
Diploma.

6.4. Evaluation Process for Credits Transferred from other Accredited Programmes/Higher
Education Institutions

Candidates who have successfully completed their studies or part of their studies at a recognized
higher education institution that are of the same quality and equivalency as courses offered at
Freshart College can opt out of corresponding courses to attend at Freshart College, thus reducing the
time frame for completing their studies.

For the recognition of previous studies, a three-member transfer committee is appointed, made up of
members of the academic staff, which examines the transfer applications and makes
recommendations for the acceptance or rejection of the applications.

For transfer credit to be officially evaluated, the student must submit a certified copy of their
transcript or transcripts to the College's Office of Admissions. Courses are accepted where the
curriculum is consistent with a corresponding Freshart course or an elective course. Course
descriptions, syllabi and textbooks used may be required to determine the subject covered. Courses
are normally evaluated individually. In some cases, validation may be required in the form of oral or
written examination, transfer credits may be provisional, and students may be placed on probation.

After the procedures required for the evaluation of transferable credits have been completed, the
Office of Admissions provides the prospective students with official certification of the courses/credits
recognized for transfer of credits to the degree of their choice. All candidates are informed in writing.

Transfer credits will not count towards the student’s Cumulative Point Average — CPA (overall grade).
Regardless of the credits transferred, students have to complete at least one half of the number of
the Diploma ECTS (60 ECTS for a 120 -ECTS).

A currently enrolled student may petition to enrol in a course or courses at another accredited Higher
Education Institution and have the credits transferred to the College. The petition must be submitted
prior to enrolment.

The College may sign articulation agreements for the mutual transfer of credits with other accredited
Higher Education Institutions.

6.5. Credit by Exchange (Erasmus+)

The College awards credits to students who study abroad or do a practicum under the ERASMUS+
programme. The study period is an integral part of the student’s programme of study and full
academic recognition is given as decided in the Learning Agreement.

7. STUDENT CLASSIFICATION
Students are classified in one of the following categories for the Bachelor degree:

e  Firstyear 0-59 ECTS
e Secondyear  60-119 ECTS
e Third year 120-179 ECTS



e  Fourth year 180 - 240 ECTS

8. STUDENT STATUS

Students are classified further according to the number of semester hours/ECTS in which they are
enrolled per semester.

A student is considered full-time if enrolled for 30 ECTS during a semester or 15 ECTS during the
summer session. Enrolment for fewer ECTS is considered part-time. For migration purposes the full-
time status can be defined on the number of teaching hours and not on the number of ECTS and
depends also on the level (Cycle) of the programme of study.

9. SEMESTER LOAD

The normal semester load for a full-time student is 30 ECTS. A Student may be allowed to register for
more than 30 ECTS in exceptional cases (e.g. repeating a course, requiring a few extra ECTS during
the last semester in order to graduate).

10. MARKING SCHEME

10.1. Grading System

The assigning of grades is the exclusive right of the lecturer. Change of a grade by the lecturer is
possible only in exceptional cases and only with the written approval of the Program Leader. The
grading system is numerical and ranges from 0 to 100. The minimum passing grade is fifty (50), and
academic progress is evaluated on the 4.0 scale from A to F shown below.

The College will use the following symbols for grading and status.

Letter Number Quality
Grade Grade Points
Exemplary range and depth of attainment of intended learning
A 85-100 4 outcomes, secured by discriminating command of a comprehensive
range of relevant materials and analyses, and by deployment of
considered judgement relating to key issues, concepts and procedures.
B+ 80-84 3.6 Conclusive attainment of virtually all intended learning outcomes,
B 75-79 33 clearly grounded on a close familiarity with a wide range of supporting
: evidence, constructively utilised to reveal appreciable depth of
B- 70-74 3 understanding.
C+ 60 - 69 2.6

Clear attainment of most of the intended learning outcomes, some
C 60 - 64 2.3 more securely grasped than others, resting on a circumscribed range of
evidence and displaying a variable depth of understanding.

C- 55-59 2
Acceptable attainment of intended learning outcomes, displaying a
b 50-54 1 qualified familiarity with the minimally sufficient range of relevant
materials and a grasp of the analytical issues and concepts which is
generally reasonable, albeit insecure.
Poor attainment of intended learning outcomes appreciably deficient
F Below 50 0 in critical respects, lacking secure basis in relevant factual and

analytical dimensions. Largely (but not completely) irrelevant material
presented.




The grade of "P" (Pass) (awarded for practical courses that are not
examined by a written final exam and for practicum work) is not used
in computing a student's grade point average (GPA or CPA), but the
credits earned are included in the earned hours.

P (Pass) 0

A grade may be deferred (DE) when the faculty member concerned
DE (Deferred) 0 has certain doubts regarding the student's work or if the work to be
completed will be submitted after a period of one month.

Incomplete work (grade "1”) must be made up in one month after the
I (Incomplete) 0 end of the semester or else the faculty member will record zero marks
in that particular exam or area of work.

The student attends the course as an auditor. Students who wish to
attend a course regularly but do not wish to receive a grade or credit,
may audit the course if there is sufficient space and consent from the
Department.

AU (Auditor) 0

e When students retake the final exam of a course for which they received an "F", the grade
achieved during the Second Examination will bear an "SE" next to the course title.

e A"W"is given for a course from which the student withdrew (WS) or was administratively
withdrawn (WA).

10.2. Grade Point Average (GPA) and Cumulative Grade Point Average (CPA)

To calculate the GPA, the number of credits for each course attempted in the semester is multiplied
by the quality points of the corresponding grade. The Grand total number of quality points is divided
by the total number of credits attempted to obtain the GPA for the semester.

Example of student enrolled in 30 ECTS:

COURSE CODE GRADE | ECTS*| |QP | TOTAL
BA/FA101 B 6 X|3.3119.8
BA/FA102 A 6 X|4 |24
BA/FA103 B+ 6 X|3.6 | 21.6
BA/FA104 C+ 6 X|2.6 | 15.6
BA/FA105 F 6 X0 |0
TOTAL 30 81.0
GPA=81.0 +30=2.7

*European Credit Transfer System

The Cumulative Point Average CPA is calculated in a similar way to the GPA, by dividing the grand
total number of quality points earned through the whole period of study by the total number of
credits attempted throughout the same period.

The complete record of a student's progress is issued at the Registrar's Office in the form of a
transcript.

10.3. Student Record

The entire record of a student's academic progress showing all courses taken, all grades received, all
transfer work accepted and in general all credits awarded is available at the Registrar's Office.



11. ATTENDANCE AND WITHDRAWAL POLICIES

11.1. Attendance Policy

Attendance is compulsory (80%). The College believes that faculty members make a significant
contribution to the development of students and, as a result, a student who is not consistent in class
attendance is missing a major part of the educational experience.

Students are therefore expected to maintain regular class attendance. Being late to class may be
recorded as absence. Absence is also recorded for practical sessions as well as for other required
work such as trips.

In general, absences without a valid or timely excuse will result in either failure or administrative
withdrawal and a grade of "F" or "W" respectively will be given.

Unusual absences, e.g. for medical reasons, may be excused if the student informs the College
before or during the period of absence, and submits relevant documentation.

11.2. Withdrawal from a Course

A student may elect on his/her own to withdraw from a course by properly completing a Student
Withdrawal Form, available from the Department of Academic Affairs, which must be submitted by
the last day of classes the latest.

A student may also be administratively withdrawn from a course because of excessive absences. In
case of individual merit or extenuating circumstances, students who have been administratively
withdrawn because of excessive absences may appeal for permission to be reinstated.

11.3. Withdrawal from the College

Withdrawal from the College requires a written notification (filling in a "withdrawal form" through
the college portal by the student, in consultation with the Program Leader, Academic Advisor and
clearance from the Finance Department. Students cannot withdraw from the College by merely not
showing up to class. If the withdrawal from the College is for a justifiable reason, a partial refund
may be possible. The official letter given to the student will indicate the date of departure from the
College and the designation (NC) No credit will appear alongside to each course.

12. Graduation
Upon completion and graduation from their field of study, students should:

e Have successfully completed at least:
o 120 European Credit Transfer units (ECTS) for their undergraduate studies towards a
Diploma.
o 240 European Credit Transfer units (ECTS) for their undergraduate studies towards a
Bachelor’s degree.
o 90 European Credit Transfer units (ECTS) for postgraduate studies (MA, MSc, MBA).
e Have completed the exam material;

Have obtained the necessary ECTS from the core and elective courses;
Have obtained a Grade Point Average (GPA) of at least 2.00 during the last four years;

10



Undergraduate Degrees are classified as follows:

GPA or CPA Grades correspond to the following descriptions:

Notes:

3.60 - 4.00 = First Class

3.20 - 3.59 = Second Class. 1st Division
2.80 - 3.19 = Second Class. 2nd Division
2.40 - 2.79 = Third Class

2.00 - 2.39 = Ordinary Degree

only courses that have been graded with 50 and above are taken into account for the
calculation of the Grade Point Average (GPA), because only those courses can be awarded
with credits. The courses which are calculated collectively cover the required credits. This
includes all the courses that the student has successfully passed, even if they have
successfully completed more courses than their program of studies requires.

students wishing to improve their grades in a course which has been graded above 50, have
to re-sit the exam. Re-sits are allowed only once.

If a student has repeated a course because they have to or in order to improve their grades,
and the number of credits has changed, the new number of credits will be recorded.

An Incomplete grade is given only in exceptional substantiated circumstances (certified
medical or personal reasons). The procedure for grading an Incomplete course, is the
following:

a. aformis completed by the lecturer and the student is directed to the Council of the
Department and the Student and Welfare Services of the College. The form contains
the approval of the Chair of the Department

b. there must be provisions for completing the mark before the end of the following
semester

c. ifthe markis not completed within an agreed deadline the incomplete mark is
automatically changed to zero (0).

The analytic grading in all subjects, as well as all possible failures, withdrawals, or
exemptions from subjects, are registered in the final report of the analytic grading. The
weighting of each subject grade in European Credit Units (ECTS) is registered in the Program
Study Guide and the Analytic Grade report.

Following the completion of an exam, within 10 days the final grading is submitted to the
Director of Student Affairs and Student Welfare.

The Academic Committee approves student grades and the conferring of awards.

13. STUDENT RECORDS

According to College policy non-registered inactive students' files are kept for three years, after
which, only the College transcripts/degrees are available.

13.1. Confidentiality of Student Records

Students have the right to review, inspect, and challenge the accuracy of information keptin a
cumulative file by the institution, unless the student waives this right. The College complies with the

11



Regulation (EU) 2016/679 of the European Parliament and of the Council of 27 April 2016 on the
protection of natural persons with regards to the processing of personal data and on the free
movement of such data, and repealing Directive 95/46/EC (General Data Protection Regulation or
GDPR).

It also insures that records cannot be released in other than emergency situations, without the
written consent of the student, except in the following situations:

e To appropriate college officials and faculty, under the supervision of the Registrar Officer.

e To potential employers or colleges and universities, which the student intends to transfer,
upon condition that the student is notified of the transfer, receive a copy of the record if
desired, and have an opportunity for a hearing to challenge the content of the record.

e Student Records: To authorised representatives of the legitimate government agencies in
Cyprus.

e To astudent's financial sponsor.

14. Quality Assurance Policy
Aim

The purpose of Freshart College's quality policy is to continuously and systematically ensure,
improve and enhance the quality assurance of the institution and the quality of educational
programs. The quality harmonization in professional education is the main priority of the committee
which evaluates and constantly adapts the modern quality practices in all the structures of the
College.

Quality Assurance at Freshart College supports the College’s mission and its academic achievements.
The College’s approach is based on planning, implementation and review of activities, with the
primary aim of continuously improving all of the College’s operations, including the enhancement of
the student experience.

The system is built around established central values: Commitment to Excellence, Student Centered,
People Oriented, Innovative, Accountable, and Socially Responsible. It is focused on the student, and
it is balanced along the main axes of Teaching, Research and Service. The student focus is reflected
in the quality management system. The College not only believes that it is better to involve students
as active partners, but also endeavors to underline that quality management, by involving customers
and key persons, is an essential element of public or private, and business or social-profit
organizations. The College aims to sensitize students and staff to this practice of accountability and
social responsibility.

The objectives of Freshart College's quality assurance policy are:

a. Reliable, systematic and timely implementation of quality evaluation and certification
actions.

b. Upgrading the quality of the services provided to all recipients.

The promotion of common values and a culture of quality in the institution

d. The systematic collection, recording and analysis of quantitative and qualitative data to
measure the performance of the Institution at all levels of its operation.

o

12



Quality Assurance principles

Freshart College is committed to meeting the requirements and the scope of the European
Standards and Guidelines on Quality Assurance (ESG), focusing on both the institutional quality
assurance and program quality management.

The ESG Standards and Guidelines encapsulate the quality assurance principles to which Freshart
College adheres to. The following quality assurance principles form our Quality Assurance
Framework:

e Quality assurance is understood to be the responsibility of the whole College, including
faculty, staff and management.

e Freshart College students are involved in quality assurance procedures.

e  Where examples of good practice are identified, they are acknowledged, shared and
implemented in a collegial manner.

e Review processes are driven at academic programme level and with regards to the College
learning environment, with subsequent quality enhancement plans

e Student feedback questionnaires are issued centrally using a standardised format.

e External Examiner Reports are implemented where appropriate.

The Quality Assurance Principles and Framework are part of a structured system for the
enhancement of learning and teaching at Freshart College. Quality Assurance procedures support
and encourage innovation in teaching and learning by providing a structure to enable reflection and
action on the development of procedures to the benefit of the College community.

Programs are described according to the European Credit Transfer System (ECTS). Course
descriptions contain the learning outcomes, competence goals, content and study materials, study
volume, teaching hours and teaching methods, and methods for assessment. The course is set
according to the European Qualification Framework (EQF) guidelines and national requirements.

Policy data, guidelines and decisions regarding quality management are communicated throughout
the organization. Staff and student representatives are involved in outlining the quality management

policy.

Points of Reference
The benchmarks governing the institution's quality assurance policy are:

e Unified approach: Establishing procedures that define the College’s quality assurance
requirements with a view to establishing a unified framework to ensure the consistency of
academic standards and the high quality of learning experience.

e External: Quality assurance processes are enhanced through the involvement of other
stakeholders taking into account external reference points, domestic and international
practice, as well as feedback from interested external social groups (eg employers, market
players, etc.).

e Quality culture: The existence of a management framework to support and enhance quality,
the establishment of a quality culture, as well as the strengthening of an environment of
continuous assessment, review and improvement by setting goals for continuous
improvement.

e Overall approach: Quality management in the institution is a global approach that includes
all the activities of the institution.

13



Collectivity: Quality assurance is a collective task for all members of the academic
community of the institution: students, academic, administrative and research staff and
graduates. All departments of the Institution are responsible for the implementation of the
procedures that concern them and must monitor and ensure their systematic and effective
implementation. The Institution and subordinate departments shall inform the institution's
competent bodies of the results of the implementation of these procedures in order to allow
the institution to identify immediate problems or areas that need to be improved and
undertake improving actions as well as identifying and disseminating good practices.
Strengthening quality: Quality enhancing requires the systematic collection and utilization
of qualitative and quantitative data as well as feedback, ongoing contact with students,
comparative quality standardization and the use of good practices.

Liability: Quality assurance responsibilities should be clear so that the roles and
responsibilities of committees and individuals in relation to quality management in the
institution are clear.

Internal Quality Assurance Committee

The Internal Quality Assurance meets at least once per semester and the composition is as follows:

NouswheE

Principal (or representative)
Representative of Academic staff
Representative of Academic staff
Representative of Academic staff

Internal Quality Controller

Academic Director (Chairperson)
Representative of the student association

The Committee is responsible for all matters related to maintaining and improving the quality of
education provided by the College. Specifically, the Quality Assurance Committee is responsible for
the following:

cultivation of perceptions and behaviors that recognize the importance of quality and its
assurance for the accomplishment of the College work;

application of a policy and associated procedures for ensuring the quality and standards in
relation to the programs of study offered and the qualification titles awarded;

operation of formal mechanisms for the approval, monitoring and periodic review and
where necessary revision of the programs of study offered and the qualification titles
awarded;

ensuring that the students’ assessment on the basis of published criteria, regulations and
procedures is applied consistently;

possession by the teaching staff of the necessary qualifications and skills in relation to the
teaching it is required to perform, as well as possession of the data documenting the
degree of competency of the teaching staff;

the adequacy and suitability of learning resources for each program of study offered for
the purpose of supporting the process of student learning;

collection, analysis and use of all data related to the effectiveness and efficiency of the
management of the programs of study offered and other educational activities; and
publication, in printed and electronic form, at regular intervals, an up to date, impartial
and objective report regarding the programs of study offered and other educational
activities as well as the qualifications titles awarded.

14



Apart from the above, the committee is responsible for:

1.

coordination of the preparation of special self-assessment reports (SAR) in relation to the
external accreditation of the College, in accordance with the standards applicable to these
reports set and published by the Agency of Quality Assurance and Accreditation in Higher
Education; and

preparation of the general assessment reports of the College for submission to the Agency,
concerning the College as a whole and including data on a number of key quality indicators
published by the Agency.

Quality Indicators for Programs of study

The Internal Evaluation is a repeated participative process, with the aim of capturing the current
situation in the Department, highlighting all the characteristics of its operation, positive and
negative, and formulating a critical opinion on the quality of its work based on objective criteria and
indicators common consent and general acceptance. There are many quality assurance processes to
monitor, revise and report the academic quality and to use the data which derived for continuous
improvement and enhancement which are followed and implemented by the College.

Such quality assurance actions/data sources are:

Systematic collection of qualitative and quantitative data from the tutors through the Course
Description Forms (on a six-monthly basis) and the Individual Census Forms (on an annual
basis) that they must complete

Continuous and systematic collection of feedback from students and staff through
structured questionnaires. The utilization of feedback and the immediate resolution of any
problems or areas in need of improvement pointed out by the students and adopted by the
College administration, as well as the dissemination of good practices, are key pursuits of
the institution.

Highlighting the Department's achievements, at an academic, scientific and social level
Monitoring and improvement of the services provided by members of the teaching,
research, technical and administrative staff. Training opportunities will be provided to the
institution's administrative and academic staff through a variety of means, such as
participation in conferences, training seminars and related programs.

The contribution to regional development, as well as the development and deepening of the
institution's relations with social, cultural and productive bodies.

Activate the institution of the Visiting Academic, which will contribute to the
internationalization of the College. This effort will strengthen collaborations with universities
in the fields of Arts and Design and research centers abroad. The cultivation of the College's
relations with the European and international environment as well as its continuous
promotion abroad can also be activated through Erasmus Programs.

Revision of Internal Processes and Quality Mechanisms - Formation of new policies where
deemed necessary (eg in teaching matters and modernization of learning methods). The
participation of all interested parties in the design and revision of curricula is particularly
important.

Monitoring the labor market in the field of Fine Arts in relation to the assurance and
enhancement of quality at national and international level and the implementation of
innovative institutions, procedures and quality assurance mechanisms in the institution.
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e The provision of high quality infrastructure that supports and enhances the learning
experience and research (eg databases, laboratories).

e The correct implementation of the European Credit Transfer and Accumulation System
(ECTS)

e The existence of clear responsibilities regarding who bears responsibility for quality
assurance at all levels of the institution's operation.

e Submission of an Internal Evaluation of the quality of the institution's work at all levels (An
internal evaluation report will be submitted every year)

Review of quality assurance policies and procedures

Reviews should be undertaken of all areas of Freshart College’s activity, academic and non-
academic, on a regular basis. Freshart College monitors the effective implementation of quality
assurance policy and individual processes. The Quality Assurance Committee monitors the
implementation of the policy and informs the Management Committee of any deviations,
problems or areas that need to be improved so that appropriate improvement actions can be
taken immediately. In addition, the Quality Assurance Committee shall submit
recommendations to the Administrative Committee on the progress of implementation of
quality assurance procedures and on actions to be undertaken to further improve and enhance
quality. The needs to review the policy and its procedures can be presented during
implementation or as a result of feedback.

The monitoring and review measures that make up the Quality Assurance Framework of
the College include:

1. Continuous Self-Evaluation, consisting of internal biannual review based on mid and
end of semester student feedback surveys, forms the core of our assessment of
teaching and learning methods, and,

2. Periodic Programme Review Boards which consists of internal and external review of the
current programmes at Freshart College.

3. External review will be carried out by the Cyprus Agency of Quality Assurance and
Accreditation in Higher Education and the Cyprus Ministry of Education, Sports and Youth.

Quality Assurance and Control of the Learning Process

The College monitors learner perspectives on the quality of resources and learner supports
through learner feedback surveys. Evaluations and any arising recommendations assist the
understanding of learners’ needs and allow the College to continue developing and improving
the support and services offered. Learner representation is actively sought, encouraged, valued
and influential.

Regular internal team meetings are held and Program Boards which include one learner
representative from each stage of the program. Program Boards typically meet three times
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annually and learners are invited to meetings and encouraged to participate. Class
representatives provide their opinions and feedback regarding the programs offered and bring
forward any issues their classes might have for discussion.

Quality Assurance Responsibilities

College:

e Setting appropriate objectives in learning and teaching

e Providing the intellectual and material resources to support these objectives
Monitoring annually and enhancing learning and teaching performance
Evaluating the success in meeting learning and teaching objectives
Revising modules and making minor revisions to programmes
e Accounting for their academic performance to Faculty Board
e Demonstrating high standards to external examiners and other external agencies
e Preparing, where appropriate, for professional accreditation

Faculty:

e Taking operational responsibility within the College for the management of academic quality
and standards,

e Approving new programme proposals, major revisions to programmes and discontinuation
of programmes

e Monitoring and reviewing the standards of awards

e Considering external examiners’ reports

e Monitoring student progression

e Approving boards of studies and assessment, progression and awarding committees

e Approving the appointment of external examiners

e Approving, where appropriate, the programmes of study of individual students

e Qverseeing the development and management of codes of good practice and other quality
assurance procedures

e Overviewing external examiners’ annual reports

e Qverviewing the annual monitoring of programmes

e Acting for the College in areas of external review, audit and accreditation

e Facilitating and promoting quality enhancement and the dissemination of good practice

Internally, quality assurance procedures are developed on the basis that each member of College
has personal responsibility for the maintenance of academic standards. The Internal Quality
Committee is responsible for the internal evaluation, i.e. the inventory, processing and presentation
of the relevant data, for the most complete assessment of the quality data related to the evaluation
of the specific program. Freshart College’s academic and administrative staff also hold responsibility
for the day-to-day implementation and monitoring of quality policies and procedures. Students, in
partnership with teaching staff, are responsible for their learning and for providing constructive
feedback on teaching and courses.

External quality assurance is dealt by the Cyprus Agency of Quality Assurance and Accreditation in
Higher Education and the Cyprus Ministry of Education, Sports and Youth.

Detailed procedures involved Quality Assurance System

What follows is a detailed description of the procedures involved in quality assurance.

1. Development and approval of a new program of study

17



Before a new program of study can be introduced it must obtain approval for its development. A
suggestion for a new program of study may originate from a variety of sources: e.g. a faculty or
administration member of the College, a student of the College or an external source. A suggestion
for a new program of study may arise for various reasons, for example, identified niche market;
student feedback; strategic opportunity; growth market. Suggestions for a new program of study are
accompanied by a 2-4 page supporting document/paper that briefly includes:

e the proposed name, aims and description of the program;
¢ the target market and evidence of market demand; and
¢ need for special resources.

The proposal is placed on the agenda of the academic committee’s next scheduled meeting. The
academic committee must decide whether to proceed with the development of the proposal. If the
committee is positive about the development of the new program it ratifies the composition of an
ad hoc committee composed of a number of appropriate people that will develop the proposal and
appoints a chairperson for the committee. The appointed members of the ad hoc committee must
consist of people with experience/knowhow in the field of the particular program of study, people
with experience in teaching, research and curriculum development. The committee consists of
faculty members of the College and of external individuals (e.g. industry experts, alumni, members
of professional associations). The committee’s chairperson will have the responsibility for steering
the proposal through the development process. The committee’s chairperson will have responsibility
for submitting to the academic committee members, before the due date set by the academic
committee, the developed proposal.

A copy of the developed proposal is given to each member of the academic committee. The
academic committee following a thorough evaluation of the proposal meets within 15 days in order
to decide one of the following courses of action:

e To approve the developed proposal (with or without requesting any minor changes that the
ad hoc committee will be asked to implement) and decide who the program’s coordinator
will be;

e To refer back the developed proposal to the ad hoc committee chairperson for further
consideration (pointing out serious issues that must be considered);

o To defer consideration of the developed proposal until a later date; and

e To have no further consideration of the developed proposal.

It is important that the proposal is initiated in sufficient time for all stages of the procedure for
approval to be completed before the proposal is due to take effect. The Academic Committee will
receive proposals no later than the 30th of June (15 months before the start of offering the program
of study).

Once the developed proposal is approved, the College prepares the application for evaluation —
accreditation of a program of study and any other documents and submits them to the Cyprus
Agency of Quality Assurance and Accreditation in Higher Education.

2. Monitoring of quality of the education offered
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Monitoring and evaluation is the process of systematically gathering and scrutinising relevant
information and critical reflection on its significance. The purposes of these activities are:

The assessment of the quality of provision;

The identification of deficiencies and strategy for remedy;

The sharing and reinforcing of good practice; and

The encouragement of innovation and subsequent enhancement of good standards.

PwnNPE

The routine monitoring of academic provision is carried out throughout the year and is the formal
responsibility of individual instructors through the academic committee.

A critical appraisal will normally cover a review of areas like:

e Aims and objectives: the extent to which these have been satisfied, and of their continuing
relevance;

e  Curriculum: including the arrangements for teaching, learning and assessment;

e Staffing and resources;

e Learning services and student support services related to the course;

e Student views;

o Relevant staff development research;

e Views of the Cyprus Ministry of Education and the Cyprus Agency of Quality Assurance and
Accreditation in Higher Education on any academic issue; and

e  Where appropriate, vocational and career aspects of relevance to the course through
external input from employers and other bodies.

3. Review and evaluation of an existing program of study

Every 2 years since the day a program of study started being offered is reviewed and evaluated by
Academic Committee and Quality Assurance Committee in a joint meeting based on a report
prepared by the program’s coordinator. The purpose of the review and evaluation is to facilitate
continuing academic development and, where appropriate, change. The program’s coordinator
report provides information on the following:

e Areview of the program’s of study aspects (see aspects considered when developing a new
program of study);

o Areview of the students’ admission, withdrawal, progression and graduation rates;

A review of students’ facilities and services satisfaction and faculty and course satisfaction;

Information related to the employment of graduates;

Aspects of good practice;

A critical appraisal of the operation of the program of study; and

e Suggestions, if necessary, for revising anything related to the operation of the program of
study and the rationale for any proposed revisions.

The report is provided to the Quality Assurance Committee and to the Academic Committee
members and the discussion related to the particular program’s review is placed on the agenda of
the Quality Assurance Committee’s and Academic Committee’s next scheduled joint meeting.

In the meeting, following a thorough examination of the report by committees’ members, the
Quality Assurance Committee and the Academic Committee decide one of the following:

e the program is being offered adequately;
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e the program needs to be revised (in such a case the revision of an existing program
procedure is initiated); or

e the program needs to be discontinued (see the discontinuation of an existing program of
study section).

4. Revision of an existing program of study

Minor revisions related to a program of study (e.g. change in the syllabus of a course, change of
main book) are implemented by the appropriate faculty members and approved by the appropriate
Department Head. For any major revisions the procedure described below applies.

A suggestion for revising an existing program of study may originate from a variety of sources: e.g. a
faculty or administration member of the College, a student of the College or an external stakeholder
and should be presented to the academic committee for examination. It is important that the
proposal is initiated in sufficient time for all stages of the procedure for approval to be completed
before the proposal is due to take effect. The Academic Committee will receive proposals no later
than the 28th of February (19 months before the start of offering the program of study).

The proposal is placed on the agenda of the academic committee’s next scheduled meeting. The
academic committee has to decide whether to proceed with revising the existing program of study.
If the committee is positive, it ratifies the composition of an ad hoc committee composed of
appropriate members that will prepare a proposal regarding the revision of the program and
appoints a chairperson for the committee. The appointed members of the ad hoc committee must
consist of people with experience/knowhow in the field of the particular program of study, people
with experience in teaching, research and curriculum development. The committee consists of
faculty members of the College and of external individuals (e.g. industry experts, alumni, members
of professional associations). The committee’s chairperson will have the responsibility for steering
the proposal through the preparation of the proposal. The committee’s chairperson will have
responsibility for submitting to the academic committee members, before the due date set by the
academic committee, the developed proposal. The developed proposal should include the following
for the program of study:

e Revision(s) suggested;
e Reasons for requesting these revision(s);
e Benefits from proceeding with these revisions(s); and

Student voice

The College undertakes to provide opportunities for students to participate in, and provide feedback
on, the teaching and research activities of the College; and to consult and support student
representative organisations.

Students provide feedback on their learning experience through course and teaching evaluations
and core College surveys.

15. Assessment Regulations Policy

An effective student assessment system is crucial to academic standards and contributes to student
academic development and welfare. Continuous student assessment is just as important as end-of-
semester assessment. Students should be assessed fairly, and the assessment should be related to
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the teaching objectives of the course. Student assessment procedures should be well documented,
known and presented to the student well in advance, and applied in a timely and fair manner.

Teaching methods are also assessed with the purpose of ensuring that student performance is
maximized, and that students receive the fullest benefit from their educational experiences. Peer
view and evaluation are significant components of the assessment of teaching methods. The College
encourages peer evaluation where peers act in good faith and with the welfare of the student and
their colleague in mind. Each member of the teaching staff is assessed by their peers in class with a
view to evaluating the effectiveness of the teaching methods used and to recommending
improvements where necessary.

Students are also encouraged to play a key role in the assessment of the teaching methodology
employed because as pivotal figures of the College they should carry out this role. Thus, at least
once a year, students are asked to evaluate the performance and effectiveness of their lecturers in
class with the aim of providing feedback and helping the lecturer improve their performance.

Assessment

Assessment is viewed as a process of gathering evidence to make decisions for a variety of purposes,
including learner’s attainment of educational outcomes and teachers’ effectiveness. Programme
evaluation is a systematic method of assessment related to the desired implementation or outcome
of an educational innovation or programme.

Formative assessment is designed to inform students and instructors about a student’s
understanding of a particular topic, or about achieving particular learning outcomes of the course. In
fact, they are low-stakes or no-stakes exercises during the learning process.

Summative assessments are learning transactions, such as essays, examinations, projects, etc., which
evaluate the student’s achievement and form part of the overall student’s grading in the course.

Assessment methods

Students are assessed by a variety of methods depending on course choices and learning outcomes.
These include the following:

e Exams

e Open-book
e Seminars
e Essays

e Coursework

e Individual or group project

e (Case studies/role play simulation
e Project and oral presentation

e Student portfolios

As a general rule, all courses of the program have a minimum of 20% attributable to a mid-term
assessment, and minimum of 50% attributable to a final written examination, which normally last for
three (3) hours. A maximum of 30% is attributable to continuous assessment during the semester
based principally in class participation, tests, quizzes, essays, projects, case studies, student
portfolios, video presentation, etc. Final grades are posted on the College portal. Grades awarded at
the end of the semester are final and cannot be changed even if additional work is submitted, unless
only in the case of justifiable error.
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Each Department is responsible for notifying students of the assessment requirements for each
course offered. This, however, does not absolve the student from the responsibility of acquainting
himself/herself with the assessment requirements by referring to the relevant publications.

Students who fail to submit coursework by the due date, and who do not have an extension or
certified mitigating circumstances, fail in that piece of work. Departments normally permit a student
to resubmit one piece of coursework per subject. Coursework may also take the form tests which
are held under examination conditions. Coursework is normally marked and returned to students
within one week.

Compensation

a.

e.

A student who scores below 50%, but not below 40%, in one subject in any semester, may
nevertheless pass the subject by compensation provided that their overall performance
merits the pass.

The project in Years 3 and 4 of a bachelor’s degree must be passed independently of the
other subjects and may not be used as compensation for a subject failed.

The compensation mechanism does not operate where a student is required to resit one or
more papers. Compensation may not be carried forward to resit examinations.

A candidate who scores less than 40% in the project and does not benefit from a
discretionary recommendation issued by the examiners may submit a new project not later
than two years after the submission date of the original project.

In the case of a revised project being presented for consideration in the Autumn

Examination in the same year, the examiners may, at their discretion, decide not to call the
candidate for a viva-voce examination.

Resits

Project

Where a student does not pass by compensation, the student will be allowed to re-sit the
subjects failed on one or more examination occasions.

An average mark of 40% must be attained in all re-sit subjects.

A student who successfully passes a failed subject is credited with the mark earned in the re-
sit examination.

A student who fails to achieve a minimum of 50% in a subject assessed solely by coursework
will be referred in the subject. The Head of Department will offer the student the
opportunity of completing the subject by examination, or through additional coursework.

In Year IV, when a candidate has satisfied the examiners in all subjects but has not yet met
the stipulated criteria in relation to a compulsory project, the Examiners shall deem the
student’s results deferred pending satisfactory completion of the project.

The project must be passed on the second attempt.

Assessment Strategy
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A variety of assessment methods are used to test subject knowledge and understanding and to
enable students to demonstrate that they have achieved the learning outcomes of the programme.
Examinations include traditional unseen papers and pre-released problem questions. Students are
also assessed by coursework which includes assignments, individual group presentations and
workbooks. Written assignments may be in the form of, for example, an essay research exercise
reflective journal or writing review. Coursework provides students with an important opportunity to
gauge how they are cooping with various subject areas and levels of study before having to sit an
examination. These methods of assessment allow students to show how they have acquired both
knowledge and the ability to think critically about the subject, but also allow students to reflect on
the feedback for an assessed piece of work and think of ways to improve the quality of their work
before sitting an examination at the end of the academic year or attempting another piece of
coursework.

Assessment regulations

1. All students will be treated fairly and equitably with respect to all aspects of the assessment
process.

2. Freshart College will publish and inform students of deadlines by which they are to hand in
their assessments.

3. Student who are unable to meet published deadlines for handing in assessed work may use
the College’s Extenuating Circumstances Policy and procedure to request an extension to a
deadline.

4. If a student has not had their request approved for an extension to a deadline, made
through the Extenuating Circumstances Policy, then the assessment will be regarded as late
and be called a ‘Late Submission’ (which is where work is handed in after the published
deadline).

5. Students who hand in an assessment late and have not had an extension to the deadline
approved using the Extenuating Circumstance Policy will have their work marked and will
only be able to achieve maximum a pass grade (50%).

6. Itis the responsibility of the student to request an extension to a deadline through the
Extenuating Circumstances Policy in advance of the date of the deadline.

7. Astudent may only be granted an extension to a deadline through using the Extenuating
Circumstances Policy and procedure.

8. A student who fails to hand their work in to a published deadline may submit their work late
up until the next deadline published by the College. If a student submits a piece of assessed
work after the second deadline it will not be marked and will be regarded as a ‘Final Non-
Submission’. The student will therefore fail the module and be required to repeat the unit
again, with attendance at all classes, to continue on their programme of studies or be
withdrawn from the programme and de-registered with Freshart College. The decision over
a second or further resubmission is at the discretion of the Assessment Board.
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9. Work that is handed in on time or handed in to an approved extended deadline (through the
Extenuating Circumstance Policy) and receives a ‘referred’ grade will have the opportunity to
resubmit their work addressing the learning objectives that had not been met. Resubmitted
referred work will be marked and the student may achieve the full range of grades, including
pass, merit and distinction.

10. Where a student has their work referred and does not resubmit to the published deadline
they will not have their work marked, unless there are approved extenuating circumstances,
and will be deemed to have not achieved the learning outcomes of the Unit. This may lead
to the student being withdrawn from their programme of studies and de-registered with
Freshart College.

11. A student who has had their assessed work referred from the first submission and is again
referred following resubmission will be deemed to have not achieved the learning outcomes
of the unit and be asked to repeat the module/unit with attendance at all classes or
withdrawn from their programme of studies and deregistered with Freshart College. The
decision over a further resubmission is at the discretion of the Assessment Board.

12. The Assessment Board will record decisions, on a broadsheet, for each individual student
and these decisions communicated to the student following the meeting of the Assessment
Board.

Appeals Procedure for Examination Results

Students have the right of appeal against their results, within 5 days of the publication of the results.
Appeals must be made in writing to the Departmental Head. The grade appeal procedure is itemized
below and should be followed in all instances making sure each step is fully exhausted before going
on to the next one.

Step 1: The lecturer should be contacted to discuss the grade disparity and every effort should be
made to resolve the problem at this level.

Step 2: The student must make the appeal in writing to the Principal, noting specific objections to
the grade received. After consultation with the Departmental Head concerned, the Principal will
decide accordingly and may refer the case to the Appeals Committee.

Step 3: An Appeals Committee will be appointed to mediate in the dispute. The Committee will
review both the written and oral arguments in the case. The committee will consist of:

i one Administrative Officer of the program;

ii. one Faculty member who teaches in the program; and

iii. one student who is currently enrolled in the program appointed by the Students’
Association

Step 4: The student and lecturer will be informed of the Committee's decision and, barring no
written objections by either party, the recommendation of the Committee will be accepted.

16. Academic Integrity Policy and Procedure for Academic Misconduct
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The Policy sets out an institutional approach to academic integrity for staff and students and is based
on developing a common understanding and application of values and expectations.

1.

Scope

Academic integrity is defined as upholding honest and truthful standards of academic
behaviour and is a fundamental principle within Freshart College, strongly linked to good
academic practice. The Academic Integrity Policy sets out the College’s approach to
maintaining the academic integrity of students’ work. This is underpinned by the Procedure
for Handling Academic Misconduct which sets out the steps the College will take in
suspected cases of academic misconduct.

The College adopts a strategic approach to the prevention and management of academic
misconduct. This is cognisant of the College strategies for Learning and Teaching and
Research. The College advocates a holistic approach and fosters a culture of academic and
research integrity amongst staff and students.

The College recognises that all academic, administrative and support staff, holding a variety
of roles, have the responsibility to promote a culture of academic and research integrity,
acting as role models for students and their peers.

Student support, advice and guidance will be provided to facilitate student personal and
professional development, with an emphasis on information literacy, study skills and
problem solving.

Importance is placed on providing education for staff and students and raising awareness of
the importance of academic integrity. Students will be expected to develop sound academic
practice throughout the duration of their studies. Education about what constitutes
academic misconduct, its consequences and how to achieve sound academic practice will be
provided for all students, across all courses at all levels. The use of Turnitin is promoted as
both an education and detection tool, together with a range of deterrents.

Course teams are responsible for ‘designing out’ the potential for academic misconduct by
implementing robust procedures for curriculum design, student recruitment, course
delivery, assessment and evaluation and through continuous enhancement.

Faculties are responsible for investigating suspected cases of academic misconduct and
imposing penalties determined by circumstances and evidence presented in accordance with
the Academic Regulations. Schools will monitor the occurrence of academic misconduct
utilising standardised templates which will be reported centrally to the relevant Academic
Board. Incidents will be systematically collated and action plans focusing on improvements
will be monitored.

This policy applies to all registered students and it applies to all taught courses.

This policy applies to the preparation and presentation of all forms of assessed work
including without limitation: written and oral examinations and other time-constrained
assessments, coursework, essays, assignments, projects, dissertations, theses,
presentations, practical work, and placement

In cases of suspected or proven academic misconduct, the College will reserve the right to
investigate previously marked work.

Where academic misconduct is established after an award has been conferred, the
Assessment Board may recommend that the award be rescinded in accordance with the
Academic Regulations.

Principles
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Where academic misconduct is suspected, an Assessment Board shall not determine the student’s
assessment result until the facts have been established and the case has been concluded. The
assessment and/or research in question may be suspended as an interim measure pending the
outcome of this procedure.

The College will aim to deal with suspected cases of academic misconduct within 25 working days
from the date when the marks are released. In exceptional cases, where it becomes clear that the
investigation is likely to be complex, variation of the timescale and the reasons for this will be
notified to the student.

Confidentiality will be preserved during the investigation of an allegation of academic misconduct to
protect the interests of everyone concerned, unless disclosure is necessary to progress the
investigation in line with the rules of natural justice. The College expects that all parties will respect
the confidentiality of the process.

Reasonable Adjustments

Reasonable adjustments will be made where students have mobility or communication difficulties in
order that they may be informed of the process and have the opportunity to present their case, test
the evidence, and offer an explanation.

Identifying Academic Misconduct

e Academic judgment will be applied based on the evidence that is available, when identifying
suspected cases of academic misconduct. It is not necessary for intent to be proven in
determining whether an offence of academic misconduct has occurred. It is sufficient that a
particular act or omission has occurred.

e The method of detection will depend on the nature and form of the assessed work.

e Students’ work may be submitted electronically to Turnitin which is a web-based system
that provides comprehensive checking of submitted work for matching text on web pages,
electronic journals and previously submitted student work. Turnitin generates an Originality
Report to facilitate the identification of potential plagiarism cases. The Originality Report can
be used as evidence and to support the related decision-making process.

Definitions of Academic Misconduct

Academic misconduct is defined as any action or attempted action by a student which gives or has
the potential to give an unfair advantage in an assessment or might assist another student to gain an
unfair advantage or otherwise undermines the academic integrity of the College. Academic
misconduct includes the following without limitation:

1. Cheatingis defined a form of examination malpractice relating to formal invigilated
examinations or other assessments. Examples of cheating include without limitation:

a. communicating with another candidate during an examination;

b. communicating with any other person other than an authorised invigilator or other
member of staff during an examination;

c. copying or attempting to copy from another candidate during an examination;

d. possession of any written or printed materials during an examination, unless
expressly permitted by the examination regulations;

e. possession of any electronically stored information or accessing any information via
a network during an examination, unless expressly permitted by the examination
regulations;
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substitution of examination materials;

g. impersonation e.g. where a student arranges for someone else to impersonate them
or impersonates another person in an examination, test or hearing;

h. gaining or attempting to gain access to unauthorised assessment materials in
advance of the specified time, unless expressly permitted by the examination
regulations;

i. obtaining a copy of a written examination paper in advance of the date and time for
its authorised release.

Plagiarism occurs where a student copies words or ideas from another person and presents
those words or ideas as their own in an assessment without properly acknowledging and
citing the source(s). Examples of plagiarism include without limitation:

a. theinclusion in a student’s work of another’s work whether published or not
without proper acknowledgement;

b. the substantial summarising of another’s work without proper acknowledgement;
the substantial and unauthorised use of the ideas of another person without proper
acknowledgement.

Re-presentation of work occurs where a student submits the same work in full or in part,
that they have previously submitted for academic credit, where this is not expressly
permitted by the assessment brief.

Collusion is an attempt to deceive the examiners by disguising the true authorship of an
assessed piece of work in full or in part.

Commissioning of Assessed Work where a student commissions a third party to complete all
or part of an assessed piece of work and then submits it as their own. Where it is suspected
that a student has submitted work that has not been written by them, the student may be
asked questions about the work during an interview with the Academic Integrity Lead or
Academic Misconduct Committee to give them the opportunity to demonstrate appropriate
knowledge of the subject matter and that they understand the content of the work.
Students must keep copies of drafts and other materials used in researching and preparing
the work.

Falsification of data occurs where data, evidence or experimental results are altered or
enhanced. Fabrication of data occurs where a student creates data, results or other outputs
and presents them as if they were real.

Any other deliberate attempt to deceive, including offering a bribe to any member of staff or
external person who is connected to the College.

Procedure for handling academic misconduct.

1.

Assessment is how the College tests whether a student has achieved the learning outcomes
of their course and the standards of an award. It is a fundamental principle that students are
assessed fairly and on equal terms.

Material submitted for assessment in any form must be the student's own work. Students
must produce work for assessment and engage in examinations in a timely, honest and
professional manner, and without attempting to gain an unfair advantage.

Students are bound by the Academic Regulations and are expected to familiarise themselves
with these and also the guidance on referencing and proof-reading provided during the
course, and ethical policies relevant to their discipline as appropriate. Students must retain
draft copies of work used in the preparation of final submissions to help prove they wrote
the work if challenged.
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4. The College regards all cases of academic misconduct seriously and penalties will be
imposed where academic misconduct is proven. Students should be aware that a record of
academic misconduct may have significant academic and professional consequences.
Students can be excluded from the College for very serious or repeat offences.

Academic Integrity Lead

The Academic Integrity Lead is responsible to ensure a consistent approach to the promotion of
academic integrity within the College and the detection and investigation of cases of academic
misconduct.

The role of the Academic Integrity Lead is to:

e provide advice and guidance to staff on academic integrity related issues;

e decide the level at which each case should be managed and when cases should be referred
to the Academic Misconduct Committee;

e monitor the occurrence of academic misconduct within the College

e create action plans for the College focusing on improvements;

e assist with the delivery of staff development on academic integrity related issues.

Monitoring and Review

Academic Integrity Leads will monitor the occurrence of academic misconduct in the College and
create action plans focusing on improvements using standard templates.

An annual report on the occurrence of academic misconduct across the College will be submitted to
the relevant Academic Board for the purposes of assuring the integrity of all the College’s academic
awards and improving the provision of guidance to students about good academic practice.

17. Assessment Malpractice and Plagiarism Policy

Definition of Plagiarism

Plagiarism is defined as submitting as one's own work, irrespective of intent to deceive, that
which derives in part or in its entirety from the work of others without due acknowledgement.

Candidates/ students are expected to have read the College’s statement on plagiarism from
the Project Guide Lines OR Assignment guidelines and to follow the discipline specific guidance
about referencing techniques and other academic conventions issued by their faculty or
department in all work submitted for assessment.

If plagiarism is detected or suspected in a student's courses, basic procedures must be
followed to ensure that the incident is dealt with appropriately and consistently and that the
College is informed.

Each written assignment submitted must be accompanied by a Declaration of Academic
Integrity. The student's signature on this Statement confirms that the work is the product of
their own work and does not contain material from unattributed sources. Assignments
submitted without this Statement will not be graded until the Statement is also submitted.
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Examples of minimal plagiarism, substantial plagiarism or complete plagiarism
The following are cases and examples of minor plagiarism (the list is hot exhaustive):

e Lettering a phrase with 2-3 distinctive words or inserting small sections of mass media,
software or other materials

e Replacing the word in an original sentence rather than rewriting the completed
sentence

e Rearranging the clauses of a sentence

e Copying words or ideas from someone else's work, without giving credit

e Failing to put a quote in quotation marks or Giving incorrect information about the
source of a quotation

e Mimicking the sentence, paragraph, or structure, or writing the style of a source, or
using a source's line, thesis, or ideas.

Repeated minor plagiarism may then be treated as significant at the faculty's discretion.
The following are cases and examples of substantive plagiarism (the list is not exhaustive):

e Verbatim placement of phrases or passages from a source or the introduction of
important sections

e Combining by paraphrasing sentences to create a paragraph or text

e Reusing or modifying an older piece of writing

e Submitting another student's work, with or without their knowledge or consent

Turnitin - Plagiarism Software Platform
The College uses the anti-plagiarism software (Turnitin) to help prevent plagiarism, since itis an
effective mechanism for comparing texts to verify their originality.

Explanation of Turnitin reports

Originality reports with a percentage of below 15% would probably indicate that plagiarism has
not occurred. However, if the 15% of matching text is one continuous block this could still be
considered plagiarism. A high percentage would probably be anything over 25%.

It should be emphasised that the purpose of Turnitin is not to single out students and penalise
them for plagiarism, but for students to identify their mistakes or weaknesses in citations to
improve their academic writing skills. Enter the course which your Instructor had placed the
Turnitin assignment.

Plagiarized ideas or concepts, or paraphrasing. Turnitin does not flag essays that include
plagiarized ideas or concepts, nor can it detect paraphrasing that dramatically changes the
wording of an original source while maintaining that source's organization.

Disciplinary Actions

In most cases, the instructor will address issues of academic dishonesty within the confines of
the student's course. The instructor may decide an appropriate consequence, including the
following options:

e awritten warning.

e areduced grade or partial credit on the assignment; requiring the student to repeat the
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assignment; or issuing a failing grade to the student of the course.

¢ Inextreme cases, a dishonesty violation may warrant consideration for dismissal,
suspension, or other disciplinary action. In such cases, an investigation will be
supported by the Principal of College and all personnel linked to the allegation. It will
proceed through the following stages:

1. Make the individual fully aware at the earliest opportunity of the nature of the
alleged malpractice and of the possible consequences should malpractice be
proven

2. Give the individual the opportunity to respond to the allegations made

3. Inform the individual of the avenues for appealing against any judgment made

4. Document all stages of any investigation.

In the cases that malpractice is proven, the case will be referred to the Academic Council that
will apply the following possible consequences penalties / sanctions:

Students will have their result(s) suspended (held).
Failed course with right to reconsider.

Members of staff will be suspended / terminated.
The individual will be reported to the awarding body.

PwnNPE

18. Research Ethics
Quality assurance — Research ethics

Quality Assurance in Research (QAR) at Freshart College comprises all the techniques, systems and
resources that are deployed to give assurance about the care and control with which research has
been conducted. It applies to all those who conduct research at the College including visiting
workers and is revised annually after consideration by the appropriate committees.

Quality Assurance is typically concerned with:

o the responsibilities of those involved in the research
o transparent project planning

o the training and competence of research staff

o facilities and equipment

o documentation of procedures and methods

. research records

o the handling of samples and materials

Research enables the discovery of new ideas and to understand different subject areas. It's about
asking questions and finding answers, and it forms an essential part of education.

All research raises ethical issues, and therefore research proposals are scrutinised to ensure that
they meet ethical standards for research. The review process is designed to ensure that researchers
protect the health, well-being, dignity and rights of research participants, and the legitimate
interests of other stakeholders.

At Freshart College we highly value integrity and ethically responsible research. The college strives to
maintain integrity and to make decisions in research based on high ethical standards. Research
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ethics is concerned with the protection of human participants in scientific research projects.
Informed consent by these participants is a cornerstone of ethical acceptability of research.

Research Ethics is a globally recognised set of principles governing the way research involving the
interaction between a researcher and other humans, their tissue or data, is designed, managed and
conducted. These principles apply equally to all researchers, including our members of staff as well
as our undergraduate students and are essential to support good quality research.

The College expects all researchers to consider the ethical implications of their research and to be
aware of their responsibilities to society, the environment, their profession, the College, research
participants and the organisation(s) funding the research.

Research ethics cover the whole research cycle:

. design of the research project,
o data collection,
o safe storage of any resulting personal identifiable information.

Scope, purpose and terms of reference

1. to assess the ethical propriety of all research using human subjects human personal data to
be undertaken at, by, or under the auspices of the College, however funded.

2. to have discretion on behalf of the College and, in the light of ethical considerations, to
require such modifications as it may think fit before allowing the research to proceed.

3. to offer advice to Heads of School and investigators on the ethical implications of proposed
research and to encourage high standards of ethical behaviour in College research involving
humans.

4. to monitor at its discretion the progress of research projects submitted to it by means of
reports or in other ways and, if necessary, to suspend or terminate such research if required
on ethical grounds.

General Principles

Although the specific number of research ethics principles can vary between sources, they are
broadly grouped under the following headings:

1. Respect for autonomy: The participant must be able to choose whether to take part in the
research without coercion or penalty for not taking part. They must also be free to withdraw
at any time, without giving a reason and without detriment to themselves or any services or
treatment they are receiving.

2. Beneficence: The research must be worthwhile in itself and ensure that any beneficial
effects outweigh any possible risks; it follows that the methodology must be sound so that
the result will yield meaningful or statistically significant results.

3. Non-maleficence: Any possible harm to the participants or researcher must be avoided or
mitigated by robust precautions.

4. Justice: Research participants must be recruited fairly and not exploited.

5. Confidentiality: The right of the participant to ensure their personal data are kept safe,
stored securely and shared only with members of the research team for the purposes of the
project (unless the participant agrees otherwise).
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6. Integrity: The researcher must be transparent regarding any known personal, financial,
institutional or other gains, they are due to make from the research, acknowledge the
relevant contributions of third parties involved in the project and ensure that research
outcomes are disseminated appropriately.

These principles ensure that the welfare, self-determination, privacy and legal rights of both the
participants and researchers are protected.

Requirement for Ethical Review

Freshart College defines research as primary data collection or secondary data analysis which will
lead to:

. The advancement of knowledge or understanding in a given subject area
. The confirmation of results or reaffirmation of previous work
. The development of new theories

It may also include exercises to train a student in the techniques of gathering and analysing data,
synthesizing ideas and scholarly report writing if forming part of their dissertation/thesis/final year
project.

Roles and Responsibilities

The College’s Ethics Committee undertakes an ethical review of any relevant research project in the
College with a view to:

. maintaining ethical standards of practice in research;

o protecting participants of research and researchers from harm;

o preserving the participants’ rights and welfare;

o and providing reassurance to the public and to outside bodies that this is being done.

The Committee will grant each research project one of the following opinions:

. a favourable ethical opinion,
o a provisional favourable ethical opinion subject to a specified list of revisions
o or an unfavourable ethical opinion

Researchers and supervisors:

It is the responsibility of staff researchers, student researchers and their supervisors to plan and
conduct their research within the parameters of ethical practice and with integrity.

This includes:

. Ensuring that any ethical implications of the research have been given proper
consideration.

. Ensuring that any risks inherent in the research have been given proper consideration
and an appropriate risk assessment has been carried out.

. Ensuring that the project has had an academic review (appropriate to the nature of the
Project.

. Checking guidance on whether ethics approval is required.

. If ethical approval is required, ensuring this is sought and received prior to the

commencement of recruitment of participants or data collection.
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o Ensuring that any applications for ethical review are complete, well-written, and contain
all the supporting documentation.

19. Freedom

Freshart College recognises that freedom of speech and expression within the law has fundamental
importance for higher education institutions as places of education, learning and the disinterested
pursuit of truth. The College understands the need that academic staff members have freedom
within the law to question and test received wisdom, and to put forward new ideas and
controversial or unpopular opinions without placing themselves at risk of losing their jobs or any
privileges they may have at the College.

Freedom of Speech and Expression

e The College shall take such steps as are reasonably practicable to ensure that freedom of
speech and expression within the law is secured for every person.

e The College will not suppress freedom of thought and expression. However, the College has
a duty to ensure, wherever practical, that such thoughts and expressions do not go beyond
the articulation of points of view and do not constitute incitement to riot, insurrection, racial
hatred, religious hatred, sexual harassment or other activities (beyond the right of peaceful
protest) which are likely to cause a breach of the peace or public disorder or otherwise to be
unlawful.

e The College shall ensure, so far as is reasonably practicable, that participation in College
events is not denied to any individual or body of persons on any grounds connected with:

o the beliefs or views of such individual or any member of such body; or the policy or
objectives of such body.

o All person’s rights and obligations shall refrain from organizing or engaging in or
otherwise being associated with any conduct (other than by lawful, reasonable and
peaceful persuasion) intended to prevent the enjoyment of rights.

In terms of Equality and Human Rights the guidance notes that segregation by gender is clearly not
permitted under equality law in higher education institutions’ normal academic, teaching and
research activities, and therefore is not permissible for most events. Gender segregation is,
however, permissible during collective religious worship because it is not subject to equality law.
Genuinely voluntary gender segregation does not cause disadvantage and is therefore permissible.

Statement on Academic Freedom

Freshart College is committed not to impose any religious, racial or political test on any person. The
College will comply with the anti-discrimination regulations on sexual orientation and religion and
belief. The College will undertake these responsibilities in accordance with its fundamental
commitment to the academic freedom of all its members, without fear or favour, to express
unpopular opinions, advocate controversial views, adduce provocative arguments or present
trenchant critiques of conventional beliefs, paradigms or ideologies. In applying these principles, the
College accepts that the true test of freedom of expression is not a willingness to tolerate the
expression of views with which other members of the community disagree, or which occasion them
moderate offence; rather it is a willingness to tolerate the advocacy of opinions that other members
of the community find unconscionable, that offend their deepest values or run counter to their most
fundamental beliefs. Such tolerance is the true hallmark of respect for freedom of expression. An
authentic higher education institution is one that so respects the potency of truth and the efficacy of
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open, rational inquiry, that it can also respect and defend the expression or advocacy of any lawful
idea, opinion or argument.

Academic Freedom Statement

The College believes that academic freedom should be safeguarded against all cost. For it is only
through the free search for truth and the free expression of ideas that knowledge will be advanced.

Faculty members are therefore entitled to full freedom in research and in the publication of the
results subject to the performance of their academic duties as specified by the Faculty Manual.
However, sponsored research or research for pecuniary return will be based upon an understanding
with the authorities of the institution.

Faculty members are entitled to freedom in the classroom to discuss their subjects, but should not
introduce controversial material which has no relation to the subject.

The faculty are members of a scholarly profession and officers of the institution. When they speak or
write as citizens, they will be free from institutional censorship or discipline.

34



