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1. MISSION AND OBJECTIVES

1.1 Vision

Freshart College aims to be a recognised provider of accessible and effective higher education,
offering a distinctive student experience and preparing graduates to succeed professionally and
contribute responsibly to a multicultural and dynamic society.

1.2 Mission Statement

The mission of Freshart College is to provide high-quality, student-centred higher education
through innovative academic programmes aligned with the needs of the local and international
labour market, fostering academic excellence, employability, ethical conduct, and lifelong
learning.

1.3 Objectives
Ensure Academic Quality - To deliver higher education programmes that comply with national and
international academic and quality assurance standards.
1. Implement Student-Centred Education - To apply student-centred teaching, learning, and
assessment practices that support academic achievement and learner engagement.
2. Maintain Labour Market Relevance - To align programme content, learning outcomes, and
skills development with local and international labour market needs.
3. Promote Academic Excellence - To support high academic standards through qualified
academic staff, effective assessment methods, and systematic curriculum review.
4. Enhance Employability Outcomes - To equip graduates with discipline-specific knowledge
and transferable skills that facilitate professional integration and career progression.
5. Uphold Ethical and Professional Standards - To promote academic integrity, ethical
conduct, and responsible professional behaviour across the academic community.
6. Support Lifelong Learning - To foster continuous learning, adaptability, and professional
development beyond formal education.
7. Ensure Accessibility and Inclusivity - To provide equitable access to education and
maintain an inclusive learning environment for a diverse student population.
8. Deliver a High-Quality Student Experience - To provide effective academic, administrative,
and student support services that enhance student satisfaction and retention.
9. Strengthen External Engagement - To establish and maintain collaborations with industry,
professional bodies, and international partners in support of academic relevance and
employability.

1.4 Admission Policy Statement

Admission to Freshart College is open to all qualified students. The College adheres to a policy of
non-discrimination in admitting students. Candidates for admission are considered without
reference to race, religion, sex, special needs, age, sexual orientation or ethnic origin.
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1.5 International Dimension

The College and our programmes attract Visiting professors of recognized academic standing. The
academic profile of the programmes of study is compatible with corresponding programmes of
study in Cyprus and internationally.

Also, our programme compare positively with corresponding programmes operating in Cyprus and
abroad in higher education institutions of the same rank. The programme apart from its new
dimensions is compared evenly and positively with other corresponding programmes in Cyprus and
abroad.

Students will develop the knowledge, skills, integrity and commitment to personal development
essential for working to the industry. Our programmes deliver a variety of technical units which are
designed to provide a solid foundation upon which successful candidates may build upon should
they wish to continue in education and gain a diploma, other degree qualification or enter
employment directly.

Our programmes develop a range of skills and techniques, personal qualities and attributes
essential for successful performance in working life and thereby enabling you to make an
immediate contribution to employment. It will also provide flexibility, knowledge, skills and
motivation as a basis for future studies and career progression.



2. COLLEGE ORGANISATION

2.1 Organisation Chart
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2.2 College Council

Appointment of members:

The College Council is the governing body of the College. The Faculty, Administration and Student
members are appointed by the Faculty Council, Administrative Committee and the Student Union
respectively. The three independent members are appointed by the owner of the College

Functions:

e Assumes responsibility before the Law of the Republic of Cyprus in accordance with the
relevant legislation.

e Governs the School and represents the interests of its founders

e Formulates the policy of the College

e Secures adequate financial resources for the operation and development of the College
and its educational programmes

e Reviews and approves major financial decisions and performance

e Advises the Director on the Internal Rules and Regulations of the College

e Advises the Director on the educational programmes offered by the College

e Advises on the criteria for admission, promotion and graduation of the students

e Suggests and evaluates academic and non-academic regulations and any other matters
submitted by the owner of the College.

e Reviews and decides on applications for sabbatical leave

Operations

The College Council meets at least once a year. It may meet at any other time if the Director of
the College or any two of its members, wish to convene it. There is quorum provided there are at
least four members present. Decisions are taken by majority vote of those present. Decisions
taken by the College Council are in accordance with Laws 67(1)/96 to 2013 and with the approved
documents of the Ministry of Education, Sport and Youth.

2.3 Other College Bodies & Committees
The following section outlines the composition, functions and procedures of various College
bodies. For specific members included for any of the below bodies, please refer to the Prospectus.

FACULTY COMMITTEES

a. Academic committee

Composition:
. The College Programme Coordinators
. Academic Director
. The Librarian
. One elected faculty representative
. One elected student representative
. Finance director
. International office representative
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Function:

Academic Committee is the governing body of the academic side of the College and its

responsibilities are:

Considers and recommends action on requests for addition, deletion, or changes in
programmes of the College

Provides continuing evaluation of programmes of study, educational policies, admission
standards and assessment procedures

Assures that effective and continuous academic student assessment is taking place
Conducts analysis and makes recommendations as to how the assessment process may
be improved

Advises the Librarian on matters of general library policy, the development of library
resources and the means by which the institution may best integrate the library
programme with other academic activities of the College

oversight of academic standards and quality

approval of academic policies and regulations

consideration of matters relating to student progression and graduation

The Academic Committee exercises academic decision-making authority. Institutional
bodies do not substitute or override its academic judgement.

Procedures:
Members of the Academic Committee, faculty members and students can forward to the Chair of

the Academic Committee a letter in which they describe the issue(s) they wish to be discussed.

After deliberation the Committee makes recommendations to the Director.

b. Administrative committee

Composition:

Director of Administration and Finance —Chair
Administrative staff
Faculty member

Student Union representative

Function:

The duties of this Committee are:

To deal with problems and difficulties encountered in the administration of the College
and assure its effective and qualitative educational mission.

To consider policies and problems affecting student life and student - faculty
relationships, including extra-curricular activities, and make recommendations to the
Director.

To consider policy matters pertaining to salaries and other aspects of the personal welfare
of the staff members.

To evaluate and make recommendations to the Director of Administration and Finance
concerning the operation of auxiliary services on the campus, including telephone, food
service, bookstore, mail delivery, library facilities and computer services.

To set the direction for the cosmopolitan and cross-cultural enrichment of the campus.
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e To co-ordinate extra-curricular events, student and faculty exchanges and public
information.

Procedures:

Members of the Administrative Committee, faculty members and students can forward to the
Chair of the Administrative committee a letter in which they describe the problem or problem(s)
they believe exist with regard to the College's administrative functions. The Committee at a
meeting discusses the problem(s), calls the people concerned and decides as to what
recommendations to make to the Director of the College.

c. Disciplinary committee

Composition:

e Academic Director — chair

e Head of students affairs

e Administrative staff

e Faculty Members (two)

e Head of student affairs

e Student Union representative
Function:
The duties of this committee are to conduct hearings for students alleged to have committed
infraction of the academic or non-academic regulations or misconduct that adversely affects the
College's pursuit of its educational mission.

d. Research and Staff Development Committee

Composition:
e Research Coordinator (Chair)
e Academic Director
e Director of Administration & Finance (non voting)
e Faculty member per academic fields (Fine Arts & Business)
Function:
The Research and Staff Development Committee has the following functions:
e Review and evaluate research proposals submitted by faculty members.
e Ensure that research activities comply with ethical standards and responsible research
practices.
e Monitor research outputs and the dissemination of research results.
e Advise the College on research strategy and the development of research activities.
e Approve and oversee internal research initiatives.
e Qversee the preparation and publication of the College Research Bulletin.

The Research and Staff Development Committee is responsible for the assessment, approval, and
monitoring of research projects conducted by faculty members. The Committee may also
recommend the allocation of institutional resources and, where appropriate, the reduction of
teaching contact hours to support approved research activities and staff development.
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e. Appeals Committee

Composition:
e Academic Director —Chair
e Director of Admissions
e Programme Coordinators
e Student Union representation
Function:
The Appeals Committee hears and decides on grievances of faculty or staff members and students
against decisions taken by the College and measures taken against faculty, staff or students.

Procedures:
The Appeals Committee convenes upon request at least once a year.

g. Social Events Committee

Composition:
e Student Affairs Officer - Chair
e Administration (2 members)
e Faculty (2 members)
e Student Union representative
Function:
The Social Events Committee provides leadership in cultural and / or social activities organized at
the College.

Procedures:

The Social Events Committee prepares an annual Events Calendar at the beginning of each
academic year stating the purpose of each event and a preliminary estimate of the cost.

The Social Events Committee meets at least once a month to organize, supervise and execute all
the Social Events, with the support and assistance of all staff members and students of the
College.

h. Internal Quality Assurance Committee

Composition:
e Academic Director. - Chair
e Quality Assurance officer
e Programme Coordinators.
e Lecturers (2 members)
e Student Union representative
e Administration.
e Librarian
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Function:

The internal Quality Assurance Committee is responsible to ensure that the standards mentioned
in article 12 of the Quality Assurance and Accreditation of Higher Education and the Establishment
and Operation of an Agency on Related Matters Law of 2015, are implemented.

The committee co-ordinates the preparation of the self-evaluation reports of the College.

The committee prepares the general evaluation reports to be submitted to the College council.

Procedures:

The Internal Quality Assurance Committee (IQAC) prepares an annual Quality Assurance Action Plan
at the beginning of each academic year outlining the objectives, planned quality assurance
activities, and a preliminary schedule for their implementation.

The Internal Quality Assurance Committee (IQAC) meets twice per semester to review academic
and administrative processes, monitor quality assurance practices, and oversee the
implementation of improvement measures, with the support and cooperation of the academic and
administrative staff of the College.

i. Ethics Committee

Composition;
e Director —Chair
e Academic Director
e Head of Academic Affairs
e Student Affairs Officer
e Student Union representative

Function:
e Appoints members with at least 1 member of each interest group (students,
academic staff, administrative staff and management)
e Draft policies in all Ethical matters, including but not limited to work ethics, equality
for all College members, sexual misconduct etc.
e QOutline procedures to ensure above policies are both acknowledged and adhered to
by all members.
Procedures:

The committee should convene at least once per annum and whenever an issue arises so as to:
e Review both policies and application thereof taking into consideration changes in
applicable legislation
e Take action in cases of deviation (or suspicion or complaint of deviation) from said
policies.
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J. Academic Ranking and Promotion Committee (ARPC)

Composition;
(a) Academic Director (Chair / non voting)
(b) Faculty member
(c) Faculty member
(d) Faculty member
(e) The committee meets annually/ as required.
Function:
e Reviews and evaluates cases related to academic ranking and promotion of academic
staff in accordance with the College’s policies and procedures.
e Reaches academic decisions regarding promotions based on the evaluation of relevant
documentation and established criteria.
e Reports its academic decisions on promotions to the Director for legal and institutional
confirmation and implementation.
Procedures:
The Committee convenes whenever cases of academic ranking or promotion are submitted to:
e Examine the relevant documentation and supporting evidence related to each promotion
case.
e Ensure that decisions are made in accordance with the College’s academic regulations and
procedures.
e Submit its academic decisions on promotions to the Director for confirmation and
implementation.

k. Programme Review Committees (PRC)

Composition:
e Programme Coordinator (Chair)
e Academic Affairs Office Representative
e Internal Quality Assurance officer or other assigned representative
e Faculty members
e Student representatives (1 or 2 from each year)
Function:
e Ensures transparency in relation to the academic quality of programmes and modules.
e Reviews the delivery and overall effectiveness of programmes and modules, whether
newly developed or ongoing.
o |dentifies and discusses issues affecting the smooth delivery of modules and programmes.
e Receives feedback from student representatives, who are elected by their peers,
regarding academic or operational issues related to the programmes.

Procedures:
The Committee convenes once per semester to:
e Review the delivery and quality of the programmes and modules offered during the
semester.
e Discuss feedback and issues raised by student representatives and faculty members.
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e Record all discussions, decisions and action points in the official meeting minutes.

All meetings are minuted and the action points are noted and sent by the IQAC Officer to the

Programme Coordinator for completion prior to the commencement of the next semester. The
official minutes are stamped, kept by the IQAC, and disseminated to all participating members.
The Programme Coordinator is responsible for monitoring the completion of all agreed actions.

I. Programme Evaluation Committees (PECS)

Composition:

The programme Evaluation Committees are formed once per semester after the completion of
the final examinations and are chaired by the programme Coordinator and all faculty members
(full-time (FT) & part-time (PT)).

Scope of the PEC:

e Evaluates the extent to which the programme's aims and objectives are being achieved
using instruments and procedures that the Committee considers appropriate.

e Reviews student assessment practices.

e Reviews teaching methods.

e Studies evaluations of faculty and programmes by students.

e Studies data on student enrolment, performance and withdrawal.

e Studies the adequacy of human and physical resources, for the delivery of the programme
and makes recommendations

e Reviews staff development issues in relation to the content and teaching of the
programmes.

e Prepares the Annual Monitoring and Evaluation Report (AMER).

o Meets at least twice during the academic year after the final examinations of each
semester.

Minutes of all Committee meetings must be maintained, recording all relevant discussions,
evaluations, decisions, and actions taken where applicable.

2.4 Positions within the College

Following is a list of all key positions within the college and their main functions and
responsibilities. Faculty must be aware of the hierarchy as well as the roles outlined below in
order to best utilise these people as resources and for the smooth operation of processes.

Director

The director of the College is the chief executive officer of the College. As such, he has full charge
of the administrative activities of the College. The Director serves also as the official medium of
communication between the Council on the one hand, and the College faculty, administrative
officers, individual members of the staff, student organizations and students on the other.

The Director is responsible for administering the educational and business policies of the College,
subject only to the rules and regulations in force.

10
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The Director is assisted in directing the affairs of the College by the Academic Director, the
Director of Administration and Finance, the programme Coordinators and other officers described
below.

Academic Director
The duties and responsibilities of the Academic Director are:
1. Isin charge of the academic policies of the College.
Is in charge of the Academic Affairs Office.
Coordinates College efforts towards achieving academic goals.
Contributes to College strategic planning and curriculum development.

vk W

Oversees the work of Programme Coordinators and ensures that the delivery of

programmes is in accordance with College policy and the provisions of the Law of the

Republic of Cyprus.

Oversees and participates in the processes of faculty selection and appraisal.

Proposes and implements faculty and student academic regulations.

Approves textbooks and programmes syllabi recommended by Programme Coordinators.

Monitors the quality of instruction.

10. Sets the graduation requirements.

11. Considers exemptions to academic rules and Regulations.

12. Oversees the academic aspects of relations with other institutions of Further and Higher
Education.

13. Chairs the Academic Committee.

14. Chairs the Disciplinary Committee

15. Chairs the Internal Quality Assurance Committee.

16. Maintains records and prepares reports related to the academic activities and processes

of the College.

Programme Coordinator

A programme coordinator is a member of staff, who assumes the role of coordinator of a
programme/programmes of study. The appointment is for one academic year, renewable at the
end of the year. The evaluation of the performance of coordinators will be made at the same time
as the annual staff evaluation and will be based on the duties and responsibilities specified below.
There will be weekly meetings of programme coordinators.

Programme coordinators together with the management of the College will form the
Management team of the College. Programme coordinators are also expected to play the role of
advisors. Although other members of staff may be advisors, they will report to the programme

coordinator of their class of advisees.

All programme coordinators, report to the Academic Director of the College.

11
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Duties and responsibilities

1.

10.

11.

12.

13.
14.

15.

16.

17.
18.

In cooperation with other members of staff produce the programme books each semester.

They have the responsibility of the content and presentations of each programme book.

It is understood that the content of Syllabus is the responsibility of each faculty member.

Keep a master copy of programme books produced (paper plus electronic) at the College all

time.

Distribute programme books to students.

Decide the Final Exams and major Assignment Time Schedule and include in the programme

book.

Receive and check final exam papers and answer key prepared by other members of staff.

The coordinators must make sure that papers are in line with College policies, procedures and

deadlines. The administrative staff will reproduce exam papers.

The administration will give copies of exam and retake exam’s results to coordinators.

Coordinators will offer all possible help and assistance to new members of staff and brief

them on relevant College regulations and procedures.

Establish reading lists for each group/semester. The order and sale of books is not their

responsibility. However, the administration will inform them of possible difficulties in

securing the books.

In consultation with other members of staff recommend new books/periodicals for the

library.

Encourage the monitoring, organizing, supervising, initiating of field trips. Faculty members

should notify programme coordinators in advance on field trip details.

Play an active role in the summer placement of students in cooperation with other members

of staff. Information on vacancies, contacts with students and employers, monitoring of

students, evaluation or reports written by students, visits of students.

Sign Diplomas/Degrees under “Director of the Programme of Studies” and E.I. Certificates in

the absence of the instructor.

Monitor the proper keeping of class books which constitute official records of the College.

Get copies of all assighments and coordinate and improve this educational activity and keep

one copy of each in afile.

Act as advisors. The role of the advisors has been defined as follows:

a. Facilitate communication between the College and the students.

b. Organise any class activities.

c. Supervise class elections for president, vice president and secretary.

d. Bring the concerns of the students to the attention of the appropriate committee.

e. Observe student’s behavior to notice any potential personal or scholastic problems as
they arise.

Play an active role in getting guest speakers. Enrich the guest speakers file, keep record of

guest speakers invited by other members of staff, make sure that guest speakers receive a

letter of thanks.

Arrange and communicate to the administration the time schedule of student evaluations.

Help the Academic Director in drafting the documents needed for applications to the Ministry

of Education, Sport and Youth for changes in the programmes of study or regulations.

12
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Research Coordinator

The Research Coordinator is responsible for supporting, coordinating, and promoting research

activities within the College. The duties include, but are not limited to, the following:

1. Coordinate the development and implementation of the College’s research strategy and
research policies.
Chair or coordinate the work of the Research and Staff Development Committee.
Receive, organize, and submit research proposals to the appropriate committee for
review and approval.

4. Ensure that research activities comply with institutional policies, ethical standards, and
applicable regulations.

5. Maintain a record of research activities, projects, and outputs produced by faculty
members.

6. Support faculty members in the development of research initiatives, publications,
exhibitions, and creative projects.

7. Facilitate research collaborations with external organizations, institutions, and industry
partners.

8. Coordinate the dissemination of research outputs, including publications, exhibitions,
presentations, and the College Research Bulletin.

9. Prepare periodic reports on research activity for the College administration and relevant
committees.

10. Identify and communicate funding opportunities, research calls, and professional
development opportunities to faculty members.

11. Promote a culture of research and scholarly activity within the College.

12. Support initiatives related to staff development in research and scholarly practice.

Accountant

The accountant is responsible for any duties given to him/her by the Finance Director, such as:

1.

vk W

w o N

10.
11.

Implementing the College budget

Supervising the Book Store

Establishing and operating an appropriate system of accounting and financial reporting
Purchasing supplies and equipment

Preparing interim budget statements for guidance for departments to stay within budget
allocations

Communicating budget revision to those affected.

Accept tuition & fees payments

Preparation of all salary & statements

Payment of the academic and other staff

Payment of all bills sent to the College

Keeping all College accounting and financial records

Students’ Welfare and International Affairs Officer

He/she reports to the director of administration and finance and is responsible for:

1.
2.
3.

Evaluating applicants' academic records
Deciding upon the acceptance or non-acceptance of a candidate.
Preparing the orientation programme

13
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4. Preparing the programme for receiving International students and offering assistance to
them

5. Preparing the College calendar

6. Keeping arecord of student absences

7. Keeping the various books, registers etc. required by the laws and regulations of the
Ministry of Education.

Academic Affairs Officer
He/she is responsible for:
1. Oversee issues relating to scheduling of classes
2. Incharge of grading records of students
3. Prepares various reports for the Ministry of Education, Sport and Youth.
4. Keeping the various books, registers etc. required by the laws and regulations of the
Ministry of Education, Sport and Youth.

L.T. Specialist

He/she is responsible for the provision of computer services to the College, the faculty, the other
staff and the students. He/she is also responsible for the training of the faculty in the use of
computers in the educational process as if for example, EDMODO.

Librarian
He/she is responsible for the smooth operation of the library, including:
1. Develops and implements a standard classification method.
Develops and implements loan and other policies.
Assists in increasing library holdings.
Assists in the development and implementation of a computerised system.
Arranges for interlibrary loans.
Recommends data bank services.
Coordinates audio-visual aids.

© N U A wWDN

Reports to the Director of Administration.

3. FACULTY RESPONSIBILITIES AND RIGHTS

This section describes what the conduct of the College's faculty members as members of the
academic community should be like by outlining an extensive but not exhaustive list of both rights
and the responsibilities these rights carry with them. Adherence to these helps promote an
atmosphere conducive to learning and meaningful individual development.

3.1 Faculty Rights

Basic Rights
e Faculty have the following basic rights:
e Right to be not discriminated against or harassed as described in the relevant policies.
e Of participation to the applicable Faculty Committees
e To beinformed about issues that concern the function, the structure and the goals of the
College.
14
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e Toreceive timely and accurate payment from the College administration

e To meet and discuss with management for any problems they may have.

e To membership in the student union, to vote and be voted for freely in the bodies of the
union and to choose their representatives for the School Board and committees.

e To use the equipment of the College having obtained the permission of the administration.
They should and must use the books and generally the library equipment during working
hours or at other hours following a special arrangement.

Other Faculty Rights

a. Academic Freedom

Freshart College affirms and fully upholds the principle of academic freedom as a foundational
value of higher education and commits to its protection in accordance with internationally
recognised standards, including the 2020 Bonn Declaration on Freedom of Scientific Research, as
well as applicable national and European legal frameworks.

Academic freedom encompasses the right of faculty members to pursue research and scholarly
inquiry, to publish and disseminate the results of their research, to teach and engage students in
discussion and critical examination of ideas and materials within their fields of expertise, and to
engage in interdisciplinary and cross-disciplinary teaching and research. These freedoms are
essential to the advancement of knowledge, critical inquiry, and creative academic practice.
Faculty members are entitled to full freedom in research and in the publication of results, subject
only to the responsible fulfilment of their academic duties. Research undertaken for pecuniary
return shall be based on a prior understanding with the College, in accordance with institutional
policies and applicable regulations.

In the classroom, faculty members enjoy freedom of teaching and discussion. Academic staff may
introduce material that supports learning outcomes, critical thinking, scholarly debate, or
interdisciplinary perspectives. Decisions regarding relevance and pedagogical appropriateness
rest with the professional academic judgement of the faculty member, exercised in accordance
with accepted academic standards.

When faculty members speak or write as citizens, they do so in their personal capacity and are
free from institutional censorship or discipline. In such cases, they are expected to observe
professional standards of accuracy, respect for differing viewpoints, and clarity that they are not
speaking on behalf of the institution.

Any allegation of infringement of academic freedom shall be examined through a fair,
transparent, and clearly defined procedure. Faculty members who believe that their academic
freedom has been infringed may submit a written request for review to the College Council, which
shall ensure due process and full respect for academic autonomy.

b. Political Activity

Freshart College recognises that faculty members are citizens with full political and civic rights,
including freedom of expression, political participation, and the right to seek public office, in
accordance with the Constitution of the Republic of Cyprus and European legal principles.

15
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The College does not impose blanket prohibitions on political activity. Faculty members may
engage in political processes, including campaigning or holding political office, provided that such
activities do not give rise to a demonstrable conflict of interest or prevent the fulfilment of their
academic and professional responsibilities.

Faculty members who intend to undertake political activities that may affect their workload or
create a potential conflict of interest are expected to notify the College in advance. Any
assessment of such matters shall be conducted on an objective, transparent, and proportionate
basis.

Where a substantiated conflict of interest or significant interference with academic duties is
identified, appropriate measures may be agreed, including temporary workload adjustment or
leave arrangements, in accordance with applicable labour law and institutional regulations. No
faculty member shall be required to resign or take unpaid leave solely on the basis of lawful
political participation.

c. Study Opportunities
A member of the faculty may register for not more than four semester hours of credit each
semester, provided written approval by the Director is obtained in advance.

d. Outside Employment and Consultation
The College does not encourage outside employment for compensation, which does not
contribute effectively to professional advancement and correlate with College work.

A member of the faculty may be permitted to do professional work of an expert character outside
the College for compensation when the work in question contributes to the professional
development of the faculty member. No such outside work will be undertaken except by prior
approval of the Director. The College reserves the right to declare a conflict of interest at any
time. Laboratories, equipment, or other facilities of the College generally are not available to
faculty for consulting work.

e. Sabbatical Leave

Sabbatical leave (i.e., leave with pay) is intended to allow full-time faculty members relief from
normal duties in order to pursue significant projects designed to improve their professional
capabilities and to increase their future contribution to the mission of the College. This leave is
designed to permit faculty members to achieve scholarly goals which require a certain period of
time without the demands of regular College duties. Consequently, recipients of sabbatical leave
are to be separated from all College duties during the period in question. Faculty members
requesting such leave must demonstrate, by a written proposal submitted through the procedure
outlined below, how their planned activities will serve the purpose for which the sabbatical is
intended.

To be considered for sabbatical leave applicants must be faculty members with a minimum of five
years of service at the College. They must serve for at least one year following completion of the
leave. Individuals cannot re-apply within four years of the completion of their previous sabbatical
leave.
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Before starting sabbatical leave, faculty members should contact the Director of Administration
for information on continuation of retirement, insurance plans and other benefits during the
period of leave. Annual leave will not be accrued by faculty while they are on sabbatical leave.

The College may not have more than ten percent of its faculty on sabbatical leave in any given
major term/semester (Fall, Winter, Spring). If there are less than ten eligible faculty members,
only one school member may be on leave in any given major semester.

The following are sabbatical leave procedures:

(i) A faculty member will submit a formal written request for sabbatical leave at least six
months prior to the date the leave is to begin. The request, submitted to the Director, will
contain a detailed statement of purpose for which leave is requested.

(i) The Director will convene the School's Review Committee and turn all applications over to it.
The Review Committee will consist of the Academic Director, the senior lecturers, the
director of administration and the programme coordinators. The applicants do not
participate in the Review Committee.

The role of this committee is to review each application and to write a statement of evaluation.
The Director does not participate in this review or in the formulation of the statement of
evaluation by the Review Committee. Upon completion of its review, the Review Committee will
return the applications and its statements of evaluation to the Director.

(iii) The Director will write a statement of evaluation which will include:

(a) how the proposed sabbatical will benefit the College and
(b) how the economic practicalities, constraints, and other special circumstances may
affect the priority assigned by the Review Committee to the application.
(iv) The request for sabbatical leave must be approved by the College Council.

(v) Upon approval, the faculty member will be required to sign a statement agreeing to return
to his or her position at the College for at least one academic year at the end of the leave
period. If this agreement is broken, the faculty member will be liable to the College for the
full amount received during the period of sabbatical leave. However, in the event of death
or permanent disability due to ill health or accident, the College will not exercise its right of
repayment.

(vi) Faculty members returning from sabbatical leave must submit a written report of their
research or other scholarly or creative accomplishments to the school Director within three
months after returning to the campus.

If the faculty member fails to submit a written report within the allotted time, the faculty member
may be required to refund all or part of the monies received from the College while on sabbatical
leave.

f. Professional Growth and Research

Freshart College recognizes professional development and scholarly activity as an ongoing process
essential to maintaining high standards in teaching and academic practice. The College supports
the professional growth of faculty members through opportunities for research, creative practice,
and continued engagement with developments in their respective fields.
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Sabbatical leave and leave of absence without pay may be granted to faculty members who meet
the relevant criteria established by the College. Faculty are encouraged to pursue professional
development opportunities and to submit proposals to appropriate funding bodies and programs.

While the primary mission of the College is undergraduate education, faculty members are
encouraged to engage in research, creative practice, and scholarly activity, as time and available
resources permit, in order to maintain and advance their knowledge and expertise.

The College will organize and support activities aimed at strengthening faculty members’ teaching
skills and subject knowledge. It will also encourage and facilitate engagement with industry and
the professional community, providing opportunities for faculty to remain informed about
developments in the arts, creative industries, and commerce.

g. Faculty Performance Review

The review will cover the period from the close of final exams in the previous spring until the
close of exams in the current spring. The review will be based on the institutional performance
evaluation criteria and promotion framework outlined in this manual and will become part of the
faculty member's permanent record used in decisions regarding annual merit raises and
promotion.

All faculty members will be evaluated as follows:
e Lecturers by programme Coordinators
e Programme Coordinators by the Academic Director

(i) Institutional Performance Evaluation Criteria
Faculty performance evaluation across all Diploma Programmes is based on the
following institutional criteria:

e teaching assignments and teaching effectiveness

e student advising

e other assigned duties and responsibilities

e research and publications

e scholarly activities within the discipline

¢ relevant College or community service

These criteria constitute the institutional framework for faculty evaluation and promotionand
apply to all academic staff at Freshart College. Individual programmes may propose additional
discipline-specific indicators or weighting of criteria, provided that these remain consistent with
the institutional framework and do not contradict it.

(ii) Programme-Level Adaptations
Any additional programme-specific evaluation indicators must:
e be recommended by a majority vote of the programme faculty
e align with the institutional evaluation framework
e be reviewed and approved by the Academic Director and the Director
This process ensures consistency, transparency and fairness across all programmes of the College.
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(iii) Communication of Criteria
The approved evaluation criteria and procedures will be distributed to faculty members at
the first meeting of the academic year.

(iv) Evaluation Procedure
The Programme Coordinator and/or the Academic Director will meet with the faculty member to
discuss the faculty member’s performance. The reviewer will prepare a written evaluation of the
faculty member based on institutional and programme data, which the faculty member or
reviewer may submit as supporting documentation. The final evaluation will be prepared by the
Academic Director following an interview with the faculty member conducted by a panel
consisting of:

e the Director

e the Academic Director

e oneindependent academic member

(v) Record Keeping
The completed review, including comments and supporting documentation, will be placed in the

faculty member’s official personnel file.

h. Faculty Reduction-in-Force Policy

The Reduction-in-Force Committee consists of the College Director, the Academic Director, the
Director of Administration, the Senior Lecturers and one non-Administrative Faculty Member,
who has been elected by faculty.

The Committee will have the following responsibilities:
A. to meet with the College Council to receive data that confirm a financial crisis that
threatens the survival of the College;
B. to explore alternatives to faculty reductions, such as:

(i) administrative use of normal attrition,

(ii) efficient reorganization including use of administrators as teachers
(iii) Relinquishing guaranteed summer employment

(iv) freezes or reductions in salary, and

(v) other reasonable alternatives; and

C. todevelop a plan for faculty reduction only after exploring and implementing alternatives.
The plan will adhere to the following guidelines:
(i) that all part-time and temporary faculty positions be eliminated first,

(i) that all permanent faculty positions be given priority over on-probation positions, unless
on-probation faculty are functioning in an area which is judged by the Committee to be
essential to the mission of the College and in an area which cannot be filled by a
permanent member,

(iii) that reductions be made without discrimination or prejudice, and
(iv) that the plan be approved by a majority vote of all faculty members.

Any faculty member who receives notification of termination because of financial crisis is entitled
to a fair review in accordance with the Faculty Grievance Procedure.
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3.2 Faculty Responsibilities

Basic Responsibilities

Faculty have the following basic responsibilities:

To act in such a manner as to ensure other people their basic rights as declared herein.
To be responsible for any personal actions with respect to provisions of Cyprus law.

To be responsible for conduct, which helps to create and maintain an academic
atmosphere in which the rights, dignity, and worth of every individual in the College
community are respected.

To respect school belongings and are responsible for any damage they cause.

It is strictly forbidden to smoke in the teaching rooms and in all the closed areas.

Other Faculty Responsibilities

a. Academic Duties and Responsibilities

In order to maintain academic credibility and consistency in classroom procedures, all faculty are

expected:

1. to write a syllabus for each programme taught.

2. to write and distribute to students upon the commencement of classes a programme
outline for each programme taught. All programme outlines must include:

a. Purpose,

b. Programme Objectives,

c. Required texts/material,

d. Class attendance,

e. Final examination,

f. Grading system,

g. Teaching methods used,

h. Programme content on a weekly or hourly basis, and 09: Assignments.

3. to prepare and distribute to students’ project or assignment outlines.
to direct instruction and examinations toward the completion of stated objectives and to
return exams promptly.

5. to maintain consistency between programme content and current catalogue programme
descriptions and syllabus.

6. to make available to students throughout the term/semester a current evaluation of their
progress, including student inspection to examinations and papers. All final examinations
and final papers should be handed to the administration officer, who will keep them in a
safe place for one year.

7. to meet classes regularly, beginning and ending classes at stated times. No classes may
be cancelled without prior approval of the Director. In the case of illness or emergency,
faculty must notify the school administration before the scheduled class meeting.

8. to communicate to the administration timely reports on students’ absences from classes.

9. to schedule and post reasonable office hour for student conferences. Advisors are

expected to maintain accurate files for each advisee.

10. to be available for student advice during registration periods

11. keep current with curriculum changes that influence the advising process.

20



Freshart College — Faculty Handbook

12. to contribute to the revision and updating of existing-programmes and the development
of new programmes of study.

13. to attend faculty meetings and participate in faculty committees.

14. to initiate and contribute to extra curricular activities.

15. to perform any administrative or other duties assigned to them by the Director, always
within the work schedule. Administrative or other duties must be directly relevant to
their academic duties.

16. to be familiar with the organisation of the library and recommend new items to be added
toit.

17. to provide a work and educational environment free from sexual harassment.

18. to assist in providing programme accessibility to self-identified qualified handicapped
students by making reasonable accommodations to their handicap.

As educated people, dedicated to the advancement of knowledge, as professional teachers,
striving to improve their teaching effectiveness, and as responsible members of the society they
live in, faculty member are expected:
1. to continuously update and enlarge their knowledge.
to follow closely the developments in the industry.
to be involved in local or international professional associations/bodies.
to engage in research activities, as time and institutional resources permit.
to contribute to the propagation of knowledge outside the College.
to contribute to community service and development.

No vk~ wnN

to update and improve their teaching ability and their knowledge of teaching theory.

b. Work Schedule
Faculty have a responsibility to adhere to the class schedule.

A three hour/week reduction in teaching load is normally granted for research following approval
of the research proposal. With the exception of faculty members teaching for the first time at the
College, a faculty member may not be asked to teach more than two new programmes over a
calendar year (September to August).

Independently of whether they have classes or not, faculty members should be present at the
College at least four hours per day. Their time schedule should be approved in advance by the
Director.

c. Examination and Grading Policy

During exam week, faculty are expected to give final examinations in all classes. Final
examinations are given each term/semester in accordance with a schedule published well in
advance of the examination period. No deviation from this printed schedule is permitted unless
specific prior approval has been obtained from the Academic Director or the director of the
College. This provision applies to all examinations except laboratory examinations.

Faculty are expected to submit their exam papers to the programme coordinator for comments
and then to the director of administration for typing/photocopying well in advance of exams
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dates and to safeguard the integrity of the examinations by refraining to directly or indirectly
reveal to the students any exam questions prior to the exams.

The grades/points/marks allotted to each question will be stated in the exam papers and the
exam questions will be such as not to need any further explanations/comments/clarifications
during the exams. Faculty are expected to follow current grading and grade change procedures
published by the College.

It is also the responsibility of faculty to be aware and up-to-date of an array of issues regarding
the students. A list follows with matters pertaining to students, all of which can be found in the
student manual (handbook) which is also handed to all staff. The relevant page number from the
student manual is also given in parenthesis. All things common to both manuals or of not
relevance to this handbook are not mentioned, even if included in the student handbook:

3.3 Confidentiality of Faculty Records / Personal Information

The College regards the faculties personal information as a matter of confidence between the
student and the College. The contents of the faculty records may be revealed only after written
permission of the faculty member as per the applicable law.

3.4 Faculty Grievance Procedure

It is the intent of the College to extend to each faculty member the right to a fair review of any
request or complaint arising in the course of employment.

A formal grievance may be filed by a faculty member under the steps indicated below. For this
procedure, “grievant” refers to teaching and research faculty, professional librarians,
administrators, and all other persons holding faculty appointment.

A grievant or any witness called will be free from any or all restraint, interference, coercion, or
reprisal in making any appeal, in appearing as a witness, or in seeking information in accordance
with this policy.

Grievances may include, but are not necessarily limited to: dismissal of faculty members;
dismissal of contract employees prior to the conclusion of a contract term; discrimination in
compensation, promotion and work assignment; suspensions; involuntary transfers; layoffs;
demotions; denial of due process; and denial of academic freedom.

Promotion is a proper subject for consideration only as it relates to alleged discrimination,
procedural errors not caused by the candidate, and failure of notice of opportunity to be heard.

The time limits indicated in this policy will be adhered to strictly. Failure of the administration to
comply with the time limits will entitle the grievant to carry the appeal automatically to the next
step. The grievant must also adhere to the strict time limitations or forfeit the right to continue
the appeal.

There is a time period of thirty (30) calendar days in which a grievant can file a grievance
regarding a specific concern. This time period begins with the written notification of the action
which the grievant is grieving. If, for example, written notification is given to the faculty member
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that he or she will be terminated, the time period of thirty (30) calendar days begins with the
actual date of termination. After the thirty (30) days limit, the faculty member forfeits the right of
appeal under this policy.

The grievant may have representation by a lawyer or other counsel at any stage in the grievance
process. However, if the grievant intends to be represented at any stage by a lawyer, the Director
must be notified.

PROCEDURE

STEP 1
A faculty member has the right to seek redress through consultation with the programme
Coordinator. It is the responsibility of both the faculty member and the programme Coordinator
to review the grievance thoroughly, earnestly, and in detail. This can be accomplished either
privately or with the help of others in the grievant' s immediate work unit who are directly
involved in the grievance. This procedure, if followed in good faith by both parties, should lead to
a fair and prompt solution of most daily problems. However, if the complaint is not satisfactorily
resolved, the complainant may present the grievance formally and in writing to the Director.

STEP 2
The appeal must be in writing. The College Director will review the facts, conduct separate
consultations with the parties involved, and take any other appropriate action needed to reach a
finding and render a decision. This process must take place and a written decision be forwarded
to the grievant within seven (7) calendar days after receipt of the grievance by the College
Director. The grievant, if not satisfied with the decision as received may file the grievance with
the College Council.

STEP 3
Final authority for adjudication of grievances of faculty members rests with the College Council.
Within seven (7) days of receipt of notice of the disposition of the petition, the faculty member
may appeal the Director’s final action to the College Council. The appeal will be on the entire
record produced unless the College Council directs a de novo hearing thereon.

The College Council will have thirty (30) days in which to complete its review and communicate its
findings to the College Director and the faculty member. A review by the College Council is the
final level of recourse within the College and its action is final.

4. APPOINTMENTS AND PROMOTION

4.1 Terms of Employment

a. Staff on probation

In the absence of special arrangements, employment of a new full-time member of faculty is on
probation for a period of twelve months.

If either party does not wish to renew a contract, the party is expected to state so in writing at
least four months before the expiry of the contract. Neither party is obliged to state any reasons
for not being desirous to renew the contract. If neither party express in writing the decision to
terminate the contract, the contract is automatically renewed for one more year.
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b. Permanent staff - evaluation
Faculty members wishing to become permanent, should state so in writing at least four months
before the expiry of their twelve-month contract.

The Director has the discretionary power to refuse to accept the faculty member's request or to
initiate an evaluation procedure.

In the latter case a faculty member applying to become permanent will be evaluated according to
the following categories and their relative weights:

(1)Teaching Effectiveness 60%
e Academic advisement
e Experience
e Instructional techniques
e Knowledge of materials
e Other assigned duties and responsibilities

(1) Research, Scholarship and Professional Activities 40%
e Research related to his teaching fields
e Active participation in professional organisations
e College committee service
e Presentations at professional meetings.
e Professional contributions to the community
e Scholarly publications
e Support of student activities
e Other professional pursuits

The decision as to whether the applicant will become permanent or not is taken by a Committee
composed of the Academic Director, the Director of Administration and the programme
Coordinators. In case of a negative decision, this must be communicated to the candidate at least
three months before the expiry of the twelve - month contract.

c. Resignation - Dismissal

A faculty member on probation who resigns before the expiry of the twelve - month contract is
liable to compensation. The same provision applies to the College authorities in case they
terminate the twelve-month contract before its expiry.

A permanent member of faculty who resigns must give four - month notice otherwise he/she is
liable to compensation. The faculty member is not liable for compensation in case of appointment
in the civil service or in a public sector organization and provided the College authorities are given
all possible notice.

d. Summer work
Full - time members of faculty are expected to teach in the summer session.
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e. Outside work

Faculty may be permitted to engage in professional work of an expert nature outside the College
and to receive pay when the work in question contributes to the professional development of the
faculty member. No such outside work shall be undertaken except on the prior approval of the
Director. The College reserves the right to declare a conflict of interest at any time.

Faculty members may not receive compensation for tutoring students in any programme for
which they are empowered to grant the student credit or over which they have any authority.
This will not be interpreted as prohibiting anyone from tutoring for remuneration in subjects over
which they have no authority to grant credit.

f. On probation or permanent part-time lectures

A temporary part-time lecturer may become on probation or permanent part-time faculty
member. His/her remuneration, rights and responsibilities, benefits and privileges will be in line
with full-time on probation or permanent faculty and, where applicable, proportionate to the
maximum number of agreed teaching hours.

4.2 Appointments

a. Affirmative Action Policy Statement

Freshart College is committed to the policy and practice of affirmative action and equal
opportunity in education and employment for all qualified persons regardless of race, color,
religion, sex, sexual orientation, national origin, age, or disability.

b. Nature of Policy Changes

From time-to-time changes in the rights, privileges, and benefits accorded faculty members must
be made as conditions warrant. Changes, providing additional rights, privileges, and benefits will
apply to faculty members employed prior to the promulgation of such changes to the extent
allowed by law.

c. Procedures

The existence of new positions and vacancies is established by agreement of the Director,

Academic Director, Director of Administration and the programme coordinators. After

consultation with faculty in the appropriate discipline, the Director will establish a Selection

Committee that will consist of at least two faculty members from the same or related discipline.

The Director will be a member of the committee and will assume leadership of the search process

and be expected to:

a. determine procedural guidelines

b. ensure compliance with Affirmative Action policies,

¢c. communicate qualifications and criteria expected of a successful candidate,

d. follow committee recommendations for applicant interview and arrange the interview
schedules,

e. follow recommendations for candidates selected by the committee

The Director contacts the selected candidate to complete the hiring procedures.
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When an offer is made, declined or accepted, copy of the relevant correspondence must be sent
to the Academic Director, the Director of Administration, the accountant and the programme
coordinators.

4.3 Promotion

As a general policy, the qualifications for appointment and promotion are set forth below. It
should be pointed out that these requirements are not intended as justification for automatic
promotion; conversely, justified exceptions may be made if warranted.

All positions are first entry and promotion positions. After a promotion or appointment, one will
be expected to serve a minimum of three years in that particular rank prior to being considered
for promotion. This expectation can be waived in unusual circumstances.

It is understood that when applying for promotion, candidates will be judged on the basis of the
criteria proper to the position they apply for.

a. Professor

To be eligible for the rank of Professor a faculty member must have a record of excellent
performance involving teaching, research and administration and recognised professional
contributions.

The faculty member should hold a Ph.D. degree and have at least twelve years of effective and
relative experience. Research in the programmes related to College curriculum, as well as
scholarly work and publications either in the form of books or in the form of articles in quality
magazines is essential.

b. Assistant Professor

To be eligible for the rank of Assistant Professor a faculty member must have a Ph. D. degree.
Research in the programmes related to College curriculum as well as scholarly work and
publications either in the form of books or in the form of articles in quality magazines is essential.
Previous teaching and administrative experience is considered an advantage.

c. Senior Lecturer
To be eligible for the rank of Senior Lecturer a faculty member must have a record of outstanding
performance involving teaching and administration and recognised professional contributions.

It is expected that the faculty member hold preferably a doctor's degree or at least a master's
degree or appropriate terminal degree and have at least eight years of effective and relevant
experience.

d. Lecturer (on-probation or permanent)

To be eligible for the rank of lecturer a faculty member must posses strong potential for
development as a teacher and as a scholar. It is expected that the faculty member hold a post-
graduate degree/diploma.
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e. Director of Administration and Finance

To be eligible for the rank of Director of Administration and Finance a faculty member must have
a record of effective performance as an administrator and possess strong potential for further
development as an administrator.

It is expected that the faculty member hold the earned master's degree or appropriate terminal
degree with strong business background and have at least eight years of effective and relevant
experience.

f. Librarian

To be eligible for the rank of Librarian, the individual must have a University Degree in Arts or
Science, or a Diploma/Degree in Librarianship and have at least three years effective and relevant
experience. The librarian is available for consultation with students and staff, supporting
academic research, advanced information literacy, and formal referencing practices. participates
in the Quality Assurance Committee in an advisory capacity, contributing expertise on learning
resources, information literacy, and research support.

4.4 Benefits & Privileges

All benefits of Staff, including but not limited to their pay, annual leave, sick leave, military leave,
maternity leave and public holidays are to be discussed / agreed on a case-by-case basis in line
with applicable contract and employment laws. The legal framework supersedes any written
agreement between the parties.

4.5 Staff Development and Training Policy

1. Purpose

Freshart College is committed to the continuous professional development of its academic staff in
order to ensure that teaching, learning, assessment, and curriculum content remain current,
effective, and aligned with developments at the forefront of the subject areas offered. This policy
establishes a structured framework for identifying, supporting, monitoring, and evaluating staff
development and training activities.

2. Scope
This policy applies to all academic staff, including full-time and part-time teaching staff.

3. Principles
Staff development at Freshart College is guided by the following principles:
e Alignment with institutional mission and academic objectives
e Relevance to curriculum delivery and subject-area developments
e Equity of access to development opportunities
e Continuous improvement in teaching quality and student learning experience

4. Identification of Training Needs (Training Needs Analysis — TNA)
Freshart College conducts a Training Needs Analysis (TNA) annually for academic staff.
The TNA aims to:
e Identify individual and collective professional development needs
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e Support curriculum relevance and pedagogical enhancement
e Inform institutional planning for staff development activities

Training needs may be identified through:
e Annual TNA forms completed by academic staff
e Programme and module reviews
e Student feedback
e Peer observation of teaching
e Institutional strategic priorities

5. Staff Development Activities
Recognised staff development activities include, but are not limited to:
e Participation in conferences, seminars, workshops, and webinars
e Industry engagement and professional practice
e Research, publications, and creative practice
e Internal training sessions and curriculum development workshops
e Peer observation and reflective teaching practice
e Use of new technologies and teaching methodologies
e Accredited or non-accredited professional courses

6. Institutional Support and Investment
Freshart College demonstrates its commitment to staff development by:
e Allocating an annual budget for staff development and training
e Supporting participation in relevant professional activities (fully or partially funded, where
applicable)
e Recognising staff development within workload planning
e Organising internal professional development activities

7. Monitoring and Evaluation
All staff development activities are recorded in an annual Staff Development Log.
The impact of staff development is evaluated with reference to:
e Improvements in teaching and assessment practices
e Updates to curriculum and module content
e Enhanced student learning experience

5. FACULTY CONDUCT AND ETHICS

5.1 Standards of Conduct

Freshart College is a community of mature, serious - minded and scholarly - oriented people, in
which the ideals of freedom of inquiry, freedom of thought, freedom of expression, and freedom
of the individual are sustained.

It is committed to preserving the exercise of any right guaranteed to individuals by the Constitution
of the Republic of Cyprus. It is evident that in a community of learning, willful disruption of the
educational process, destruction of property, and interference with the orderly process of the
College or with the rights of other members of the College cannot be tolerated. Faculty employed
at the College are expected to conduct themselves in a manner compatible with the College's
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function as an educational institution. To fulfill its function of imparting and gaining knowledge, the
College retains power to maintain order within the College and to exclude those who are disruptive
of the educational process.

Use of Alcohol and Drugs

The College does not condone the illegal or otherwise irresponsible use of alcohol and other drugs.
It is the responsibility of every member of the College community to know the risks associated with
their use and abuse. This responsibility obligates faculty to be aware of relevant College policies
and government laws and to conduct themselves in accordance with these laws and policies.

5.2 College Policies on Faculty Contact and Ethics

5.2.1 Code of Conduct Policy
SCOPE
The Code of Conduct (hereinafter the “Code”) applies to the following members of Freshart
College (hereinafter the “College”) community:

e members of the College council

e faculty, staff, and administration

e any individual employed by the College, using College resources or facilities, or receiving

funds from by the College, including visiting professors

e agents and other representatives when speaking or acting on behalf of the College.
(Hereinafter the “community members”)
Students taking programmes, attending classes, or enrolled in academic programmes are
governed by the Equality Policy and the Harassment and Sexual Harassment Policy.

GUIDING PRINCIPLES
Values. Members of the Freshart College community share these core values:
e Honesty and thoroughness in all pursuits
e Respect for diversity and all individuals
e Transparency and integrity in decision-making
e Professionalism in our interactions
e Commitment to preparing students for what the future has to offer
e Devotion to free inquiry and critical thinking
e Commitment to the creation, preservation and dissemination of knowledge
e Enthusiasm for innovation
e Advancement of the life quality and economic welfare of the region

e Transparency and integrity in decision-making

This Code is a statement of our commitment to upholding the ethical, professional and legal
standards we use as the basis for decisions and actions. We all must be aware of and comply with
the relevant policies, standards, laws and regulations that guide our work. We are each
individually accountable for our own actions and, as members of the College Community, are
collectively accountable for upholding these standards of behavior and for compliance. The
standards of conduct in this Code of Conduct, provide guidance for making decisions and
emphasise the institution's commitment to responsible behavior.
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STANDARDS OF CONDUCT
The College holds itself and community members to the following standards of conduct:
Act Ethically and with Integrity. Ethical conduct is a fundamental expectation for every community
member. In practicing and modeling ethical conduct, community members are expected to:
e act according to the highest ethical and professional standards of conduct
e be personally accountable for individual actions
e conscientiously fulfill obligations towards students, advisees, colleagues, and in
performing duties as part of the College community and

e communicate ethical standards of conduct through instruction and example.

Be Fair and Respectful to Others. The College is committed to tolerance, diversity, and respect for
differences. When dealing with others, community members are expected to:

e be respectful, fair, and civil

e speak honestly

e avoid all forms of harassment, illegal discrimination, threats, or violence

e provide equal access to programmes, facilities, and employment and

e promote conflict resolution.

Manage Responsibly. The College entrusts community members who supervise or instruct
employees or students with significant responsibility. Managers, supervisors, instructors, and
advisors are expected to:
e ensure access to and delivery of proper training and guidance on applicable workplace
and educational rules, policies, and procedures, including this Code of Conduct
e ensure compliance with applicable laws, policies, and workplace rules
e review performance conscientiously and impartially
e foster intellectual growth and professional development and
e promote a healthy, innovative, and productive atmosphere that encourages dialogue and
is responsive to concerns.

Protect and Preserve College Resources. The College is dedicated to responsible stewardship.
Community members are expected to:
e use College property, equipment, finances, materials, electronic and other systems, and
other resources only for legitimate College purposes
e prevent waste and abuse
e promote efficient operations and
e follow sound financial practices, including accurate financial reporting, processes to
protect assets, and responsible fiscal management and internal controls

Promote a Culture of Compliance. The College is committed to meeting legal requirements and
to fostering a culture of ethics and compliance.
(a) Expectations — Community members are expected to:
e be aware of and follow the laws, regulations and College policies and procedures
applicable to College activities
e Dbe proactive to detect and prevent any compliance violations, and
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report suspected violations to College officials.

(b) Prohibition to retaliate — Community members are prohibited from retaliating against

another community member for reporting a suspected compliance violation.

Preserve Academic Freedom and Meet Academic Responsibilities. Academic freedom is essential

to achieving the College’s mission. Community members are expected to:

promote academic freedom, including the freedom to discuss all relevant matters in the
classroom, to explore all avenues of scholarship, research, and creative expression,
meet academic responsibilities: to develop and maintain their scholarly competence, to
respect those with differing views, to submit their knowledge and claims to peer review
to work together to foster the education of students and to acknowledge when they are
not speaking for the institution.

Ethically Conduct Teaching and Research. College researchers have an ethical obligation to the

College and to the larger community as they seek knowledge and understanding. Community

members are expected to:

propose, conduct and report research with integrity and honesty

protect people involved in research or teaching

learn, follow, and demonstrate accountability for meeting research requirements
protect rights to individual and College intellectual property

faithfully transmit research findings and

be responsible for the accuracy and fairness of information published

Avoid Conflicts of Interest. Community members have an obligation to be objective and impartial

in making decisions on behalf of the College. To ensure this objectivity, community members are

expected to:

avoid actual individual or institutional conflicts of interest

disclose potential conflicts of interest

ensure personal relationships do not interfere with objective judgment in decisions
affecting College employment or the academic progress of a community member.

Carefully Manage Public, Private, and Confidential Information. Community members are the

creators and custodians of many types of information. The public right to access and the

individual’s right to privacy are both governed by laws and College policies. To meet these

responsibilities, community members are expected to:

learn and follow laws and College policies regarding access, use, protection, disclosure,
retention, and disposal of public, private, and confidential information

follow document preservation and retention guidelines and

maintain data security using electronic and physical safeguards.

Promote Health and Safety in the Workplace. Community members have a shared responsibility

to ensure a safe, secure, and healthy environment for all College students, faculty, staff and

visitors. Community members are expected to:

follow safe workplace practices, including reporting accidents, injuries, and unsafe
situations
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e report suspicious activities and

e protect the environment, including reducing waste.

5.2.2 Anti-discrimination (Equality) Policy

The Management of Freshart College (hereinafter the “College”) in compliance with article 28 of
the Constitution, the Equal Treatment in Employment and Occupation Law of 2004 (Law
58(1)/2004) and the Persons with Disabilities Law of 2000 (127(1)/2000), adopts the Equality and
Anti-Discrimination Policy (hereinafter the “Policy”).

The Management of Freshart College is committed to fostering and maintaining an inclusive
culture which promotes equality, values diversity and maintains a working, learning and social
environment in which the rights and dignity of all its staff and students are respected.

We recognise that the broad range of experiences that a diverse staff and student body brings
strengthens our research and enhances our teaching, and the College has an ethical obligation to
continue to provide a diverse, inclusive, fair and open environment that allows everyone to
develop both academically and vocationally.

The College embraces diversity amongst its members and seeks to achieve equity in the
experience, progression and achievement of all students and staff through the implementation of
transparent policies, practices and procedures and the provision of effective support.

It also seeks to promote awareness of equality. It is committed to a programme of action to
support its equality policy and to monitor its effectiveness through the Ethics Committee
procedures.

The College seeks to ensure that no member of its community is unlawfully discriminated against
on the basis of age, disability, pregnancy, race, nationality, religion, sexual orientation or any
other factor.

In exercising its policies, practices, procedures and other functions, the College will have due
regard to its duties under the relevant legislation.

In its efforts to promote and maintain equality, the College commits to:

e Take appropriate steps to meet the particular needs of individuals where these are
different from the needs of others, and work to eliminate any barriers to their success.

e Inrespect of students, seek to attract and admit students of outstanding potential
whatever their background, and work to ensure that teaching and assessment provide an
equal opportunity for all students to achieve and demonstrate their full academic
potential. Decisions on the admission of students will be based solely on the individual
merits of each candidate and the application of selection criteria appropriate to the
programme of study.

e Inrespect of staff, seek to ensure that entry into employment and progression within
employment are determined solely by meritocratic criteria relating to their position /
duties and support career development and progression and participation at all levels
disregarding staff’s background and characteristics.
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The College aims though inclusion, to foster an environment and institutional culture in which
each member feels, and is, valued, listened to and respected, able to be themselves and
empowered to participate fully in the life of the College. As such, it all of its members to treat
each other with respect, courtesy and consideration and will not tolerate any form of unlawful
discrimination, bullying or harassment (please refer to specific policy for more details).
Freedom of expression and academic freedom, are protected both by law and by the College’s
policies.

Scope - Application of the Equality Policy
This policy applies to all members of the College community, including:
e Students
e Members of academic and administrative staff (including contractors)
e Academic visitors from other institutions
e Visitors, including external persons or agencies using the College’s premises, facilities or
services;
e Applicants for study and employment, including offer holders.

All members of the College community are expected to act in accordance with this policy and to
treat each other with respect at all times, and in all forms of communications, including online.
The policy is intended to cover behaviour in all conduct both on College premises, as well as in the
programme of college activity outside of College whether academic, sporting, social, cultural, or
other. It also extents to stakeholders’ behaviour online such as on email communication and
social media.

5.2.3 Harassment & Sexual Harassment Policy

Policy Overview

The College, in line with the Equal Treatment of Men and Women in Employment and Vocational
Education Law of 2002 (205(1)/2002), has created the “Harassment and Sexual Harassment Policy”
(hereinafter referred to as the “Policy”) aiming at preventing and combating “harassment” and
“sexual harassment” in the community of the College.

As such, the College prohibits of any form of harassment, sexual harassment and/or related
retaliation in College employment, educational programmes and activities, based upon an
individual's age, disability, pregnancy, race, nationality, religion, sexual orientation or any other
factor, (hereinafter “protected characteristics”) so that all members of the community are treated
at all times with dignity and respect. Accordingly, such harassment or sexual harassment, is
prohibited and violates College policy and will not be tolerated. Furthermore, any form of
retaliation against anyone who in good faith brings a charge of harassment or sexual harassment,
supports an individual bringing a complaint, otherwise reports harassment or sexual harassment,
or participates in an investigation under this policy, is prohibited by College policy and Cyprus law.
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Policy Definitions

Unwelcome conduct: For purposes of this policy, conduct is considered "unwelcome" if, under
the totality of the circumstances it is (a) not solicited, i.e. there is no consent (see below) and (b) if
it is regarded subjectively by the recipient as undesirable or offensive to a reasonable person (see
below).

Consent: “Consent” is defined as clearly communicating agreement or permission to participate in
sexual activity. The consenting individuals must act freely and voluntarily and have knowledge of
the act involved. Such consent may be withdrawn at any time, without regard to the preceding
activity. A current or previous relationship, or past consent, is not sufficient to constitute consent.
Consent may not be inferred from silence or passivity. Consent is voluntary, affirmative and clear.
Consent cannot be given when a person is incapacitated. Coercion, force, or threats invalidate
consent.

Offensive to a reasonable person: It is considered as such when under the circumstances in
question and, if not corrected, could interfere with an individual's academic or work performance
or create or substantially contribute to an intimidating or hostile work, academic, or student living
environment. In determining whether the alleged conduct constitutes discrimination or
harassment under this policy, consideration of the incident will assess whether the alleged
conduct is severe and/or pervasive based upon the totality of the circumstances. Factors
considered include but are not limited to the nature and context of the conduct, the type,
frequency, and duration of the conduct, the identity of and relationship between the parties, the
degree to which the conduct affected the complainant, other students, staff and/or faculty and
principles of academic freedom.

5.2.3.1 HARASSMENT
Harassment Overview and Definitions
Harassment: For purposes of this policy, the term "harassment" refers to conduct that meets all
the three criteria defined below:

e Is unwelcome as per the policy definitions.

e Directed by or related to a group’s or an individual's protected characteristics

e When either of the following conditions exist:
It is implicitly or explicitly suggested that submission to or rejection of the conduct will be a factor
in academic or employment decisions, evaluations, or permission to participate in a College
activity; or
The conduct would be offensive to a reasonable person as per the policy definitions.

Examples of types of Harassment prohibited by this policy

e Verbal, such as harassing phone calls, jokes, slurs, epithets, anecdotes, or other
derogatory statements directed to an individual’s or group of individuals’ protected
characteristics

e Visual, through the use of writings, graffiti, e-mail, posters, objects, or symbols that
ridicule or demean an individual’s or group of individuals’ protected characteristics

e Physical, such as unwanted touching, stalking, or impeding an individual's free movement
on the basis of a protected characteristic.
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5.2.3.2 SEXUAL HARASSMENT

Sexual Harassment Overview and Definitions

The College is committed to providing an environment which is free of sexual harassment in any
form. The policy applies regardless of the gender of the alleged victim or of the alleged offending
party and would include within its scope harassment directed to members of the same sex as well
as harassment of members of the opposite sex. Sexual harassment is a form of harassment and
discrimination strictly prohibited under the College’s Equality Policy and Cyprus Law.

Sexual Harassment: For purposes of this Policy, the term "sexual harassment" refers to
unwelcome (as per the policy definitions) conduct of a sexual nature (see below) when:
e Itisimplicitly or explicitly suggested that submission to or rejection of the conduct will be
a factor in academic or employment decisions, evaluations, or permission to participate in
a College activity; or
e The conduct would be offensive to a reasonable person as per the policy definitions.

Conduct of a Sexual Nature: This includes conduct that is verbal, visual, or physical. Conduct of a
sexual nature may either be explicitly sexual or may involve conduct that derives its sexual nature
from the circumstances in which the conduct occurs or when combined with other conduct that
occurs in a sexual context. Conduct does not need either to express any sexual desire or to be
directed to a specific person and can include conduct that attempts to demean, control, or
stereotype others on the basis of their sex.

Examples of types of Sexual Harassment prohibited by this policy

e sexual jokes, innuendoes, slurs or sexually suggestive comments

o sexually explicit or sexist statements or anecdotes or questions or statements about
sexual activity

e unwanted sexual advances, propositions, invitations, or other forms of pressure (either
blatant or subtle) for sexual activity;

e offensive touching, including engaging in unwanted hugging, patting, kissing, or brushing
up against someone's body, or other inappropriate sexual touching

e knowingly invading another's personal space in a sexually suggestive manner;

e displaying sexually suggestive pictures, objects, posters, cartoons, or calendars

e making sexual gestures;

e sending suggestive or obscene notes or phone calls or e-mail.

e sexual assault, sexual battery, stalking, and sexual exploitation

Scope / Application of the Policy
This policy applies to all members of the College community, including:
e Students
e Members of academic and administrative staff (including contractors)
e Academic visitors from other institutions
e Visitors, including external persons or agencies using the College’s premises, facilities or
services
e Applicants for study and employment, including offer holders.
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The policy includes complaints of Harassment or Sexual Harassment against or by
e Faculty and Staff
e Students
e Third Party

All members of the College community are expected to act in accordance with this policy and to
treat each other with respect at all times, and in all forms of communications, including online.
The policy is intended to cover behaviour in all conduct both on College premises, as well as in the
programme of College activity outside of College whether academic, sporting, social, cultural, or
other. It also extents to stakeholders’ behaviour online such as on email communication and
social media.

The policy is included on Student’s handbook, Faculty handbook and on the College’s website.

Standard of Proof

The standard of proof to find a violation of College policy is the preponderance of the evidence.
This means that a decision of responsibility for a policy violation will be made on whether it is
more likely than not that the respondent violated the policy based on the totality of information
gathered during the investigation.

Reporting Complaints & Policy Violations

Any person who believes that they have been subjected to harassment, sexual harassment, or
retaliation, or who feels they are aware of prohibited harassment, sexual harassment, or
retaliation directed toward others should immediately report the circumstances to any member
of the Ethics Committee of the College and employed by the College as described in 5.1. below.

The College requests that complaints be made in writing to assure the accuracy of the charge,
although verbal complaints will also be accepted. While there is no time limit for reporting a
complaint, reports of misconduct should be brought forward as soon as possible to enable the
College and/or the authorities to respond and investigate the complaint. As time passes, evidence
may dissipate or become lost or unavailable or distorted, thereby making investigation, possible
prosecution, disciplinary proceedings, or obtaining criminal/civil protective orders related to the
incident more difficult. It is also strongly suggested by the College to preserve other evidence by
saving text messages, instant messages, social networking pages, other communications, and
keeping pictures, logs or other copies of documents if they have any that would be useful to
College investigators and/or the authorities.

Where to Report
This section specifies the College staff responsible for responding to complaints of harassment,
sexual harassment, or retaliation, i.e. the Ethics Committee of the College.

Duty to Report

It is the duty and responsibility of every member of the faculty, staff, and administration to assure
compliance with this policy by promptly reporting allegations of policy violations to the College's
Ethics Committee. The College’s administration, faculty, staff, and students, are responsible for
cooperating with College officials who investigate allegations of policy violations.
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Students are also strongly encouraged to report any alleged violations of this policy as described
above.

Confidentiality

To the extent possible, the College will make a reasonable effort to conduct all proceedings
related to harassment, sexual harassment or retaliation allegations in a manner which will protect
the confidentiality and privacy interests of all parties. Examples of situations where confidentiality
cannot be maintained include circumstances when the College is required by law to disclose
information, when disclosure is warranted by the College in order to protect the rights of others,
or disclosure is necessary to facilitate legitimate College processes including investigation and
resolution of harassment or sexual harassment allegations. In addition to these efforts by the
College, all parties to the alleged complaint should treat the matter under investigation with
discretion and respect for the reputation of all parties involved.

6 RESEARCH POLICY

6.1 Purpose
Freshart College recognizes the importance of research and scholarly activity in supporting high-
quality teaching, professional practice, and the advancement of knowledge in the fields
represented by the College. The purpose of this policy is to establish a framework for the conduct,
support, and dissemination of research activities undertaken by members of the academic
community.

6.2 Definition of Research

For the purposes of Freshart College, research is defined as a systematic and critical process of
inquiry that leads to the creation of new knowledge, insights, methods, or creative works within
the disciplines of the College. Research may take theoretical, applied, pedagogical, or practice-
based forms and may result in scholarly publications, artistic productions, exhibitions,
performances, design works, or documented creative processes. In all cases, research should
demonstrate originality, critical reflection, and appropriate dissemination to academic,
professional, or public audiences.

6.3 Scope of Research Activities
The College recognizes a broad range of research and scholarly activities, including but not limited
to:

e Practice-based or artistic research, including exhibitions, performances, and creative

works.

o Applied research related to the creative industries, arts, design, and business.

e Pedagogical research aimed at improving teaching and learning.

e Scholarly publications such as journal articles, conference papers, books, and essays.

e Collaborative projects with industry, cultural organizations, or professional bodies.

e Community and cultural engagement projects with a research component.
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6.4 Principles of Research
Research conducted at Freshart College shall be guided by the following principles:
e Academic Freedom: Faculty members are free to pursue research within their areas of
expertise and to disseminate research results in accordance with institutional policies.
e Integrity and Ethics: Research must be conducted in accordance with recognized
standards of ethical and responsible research practice.
e Quality and Rigor: Research activities should demonstrate scholarly or creative merit and
contribute to knowledge, professional practice, or artistic development.
e Dissemination: Research results should be shared through appropriate academic,
professional, or public channels.

6.5 Research Governance
Research activities at Freshart College are coordinated through the Research and Staff
Development Committee and the Research Coordinator as described in [2.3.d]. These bodies are
responsible for:

e Reviewing and monitoring research projects.

e Ensuring compliance with ethical and institutional standards.

e Supporting faculty research initiatives and professional development.

e Monitoring research outputs and dissemination activities.

e Advising the College on research strategy and development.

6.6 Support for Research
While the primary mission of Freshart College is undergraduate education, the College encourages
faculty members to undertake research and scholarly activity as time and institutional resources
permit. The College may support research through:

e Professional development opportunities

e Reduced teaching load for approved research activities

e Access to institutional facilities and resources

e Support for dissemination of research outputs

e Provide access to research budget

6.7 Dissemination of Research

Faculty members are encouraged to disseminate their research through appropriate channels,
including academic publications, exhibitions, conferences, professional presentations, and the
College’s research bulletin or other institutional platforms.

7 LIBRARY

7.1 Library

The Library of Freshart College operates as a lending library for both faculty and students. Itis a
quiet, peaceful, and ideal place for students to use reference books, periodicals, magazines and
journals during their study time.

The library is available to all associates and students to conduct research locate extra materials and
prepare for lectures and assessments. Books are arranged by module name and by module level
(year). Books are lent for two week periods and reference books may not be removed from the
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library. Library use specifically and independent study/research in general should be encouraged
by associates and reflects positively on the programme and the Institute.

Library Staff

The College has established a formal agreement with a qualified librarian to provide ongoing
professional support. The librarian is available for consultation with students and staff, supporting
academic research, advanced information literacy, and formal referencing practices. participates
in the Internal Quality Assurance Committee in an advisory capacity, contributing expertise on
learning resources, information literacy, and research support.

First-level student support is provided by a trained administrative staff member who assists with
access to physical and electronic resources and the daily management and operations of the
library.

7.2 Library Hours
The library is located on the ground floor of the main building and the working hours are Monday
to Friday from 09:00am to 06:00pm.

7.3 Library Holdings

The library has all the physical books needed for the delivery of the programmes taught, which
can be borrowed from students. The library is regularly upgraded with new editions of textbooks,
self-help and motivation books magazines and a variety of online e-databases. There are onsite
computers for use by the students with internet connection and searching software, as well as on-
site printing facilities. Library provides an enclosed area dedicated for students who wish to spend
time on a peaceful reading along with computer with internet access.

7.4 Electronic Library

The College maintains subscription with KKYB (Kowomnpagia Kunplakwv BiAtoBnkwv — Cyprus
Libraries Consortium) which includes 29 complete databases, journals and e-books in various
contexts from EBSCO Information Services which ensures that have access to all required
literature

7.5 Library Rules
e Any items that can cause damage to the library property are not allowed.
e Any kind of noise or behaviour that disturbs the library environment is not accepted
e No food and drinks are allowed in the library.
e The use of mobile phones is not allowed in the library.
e Reference materials, dictionaries and journals cannot be borrowed from the library, but
copies can be made in the copy centre.
e To use the library services all students must present their student ID card.
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8. List of activities recognized as Research in Freshart College

1.

Artistic and Practice-Based Research

Research conducted through creative practice that contributes to new artistic knowledge or

methods, including:

2.

Creation of original artworks or artistic series

Exhibitions or curated shows

Experimental artistic techniques or media exploration
Performance-based artistic work

Artistic research projects documented with reflective analysis

Design research (visual design, digital art, multimedia)

Applied Research

Research addressing real-world problems relevant to the College’s fields of study, such as:

3.

Creative industry practices

Arts entrepreneurship and business models
Cultural management and arts administration
Digital media production and distribution
Creative economy studies

Pedagogical Research

Research focused on improving teaching and learning in arts and business education, including:

5.

Innovative teaching methods
Studio-based learning approaches
Technology-enhanced learning
Curriculum development and evaluation

Educational assessment methods

Scholarly Publications

Academic dissemination of knowledge, including:
Peer-reviewed journal articles

Conference papers and presentations

Book chapters

Monographs

Curatorial essays

Published artistic portfolios with critical commentary

Professional and Industry Research

Research connected to professional practice or collaboration with industry, including:

Design and artistic commissions with research components
Creative consulting projects
Applied projects with cultural organizations

Innovation in creative production processes
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6. Institutional and Community Research
Research that contributes to society, culture, or institutional development, including:
e Cultural heritage documentation
e Community art initiatives
e Public art projects
e Social impact projects through art and culture

7. Student-Supervised Research
Faculty supervision of structured student research projects such as:
e Final projects or capstone works
e Creative portfolios
e Applied research reports
e Collaborative artistic productions

41



