Procedure for Evaluation of Requests for 

Licensing and Accreditation New Institutions and Programs

(4/2003)

The following 7-step procedure is applicable to all requests seeking accreditation for new programs at Palestinian tertiary education institutions, or licensing and general accreditation for new institutions of tertiary education.

	Step

	Documentary evidence & Clarifications
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	1.1 To be received at AQAC office by 31.12 of the year prior to the next academic year, for which it is, proposed to start. Request is recorded in the database of the new requests. 
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	2.1 Submitted on “Form AQAC 3-2003”, for programs, signed and dated.

2.2 Submitted on “Form AQAC-Instit-2003”, for institutions, signed and dated.

2.3 All listed documents in the Forms attached.

2.4 Two copies—hard and electronic—of the request are submitted.

2.5 Relevant licensing and accreditation fees are transferred to AQAC’s bank account.

2.6 Requests submitted by 31.12 and not completed administratively by 31.12 of the following year are dropped from the database, and have to re-apply.

	
[image: image3]
	3.1 In-house evaluation by the relevant “Specialization Coordinator”.

3.2 Send request to an internal (in Palestine) evaluator.

3.3 Send request to an external (outside Palestine) evaluator.

3.4 Specify 3 weeks for the submission of evaluations.

3.5 Requests are sent under the cover of a Standard Letter.
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	4.1 Send evaluations (blind) to the initiator (s) of the request, for follow-up and revisions.

4.2 Grant a period 3-4 weeks to submit required revisions.

4.3 Review evaluations by the relevant “Specialization Coordinator” at AQAC.

4.4 If recommendations are contradictory, send the entire file to the AQAC Council member who specializes in the same field, for opinion.
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	5.1 Not required for every request. If the information submitted not clear, or accurate, or persuasive, etc., the Head of AQAC arranges for a Site Visit.

5.2 A Site Visit Team of 2-3 is composed, generally, of the Head of AQAC, the “Specialization Coordinator” and an external specialist in the field.

5.3 The time for the Site Visit is arranged with the relevant institution, and it should be done before the end of April of that year.
5.4 The purpose of the Site Visit is communicated in writing to the relevant institution.

5.5 The “Specialization Coordinator” prepares a Site Visit Report, which becomes an integral part of the evaluations.  
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	6.1 Send all evaluations to AQAC Council members, accompanied with a summary of main conclusions, using the “Decision-Taking Form”.

6.2 Place a copy of all requests under discussion on AQAC website, with restricted access to Council members, for ease of reference.

6.3 AQAC Council discusses all requests ready for decision, in one or more special Council sessions for this purpose, to be held over the period of 15.4 – 15.5 of each year.  The decisions and conditionalities are recorded on the “Decision-Taking Form”, which gets signed by the Head of AQAC.

6.4 The Head of AQAC arranges for a special session with the Minister, during the second half of May, to review the decisions and issue the appropriate letters, signed by the Minister. 
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	7.1 AQAC updates the “List of Accredited Programs”, including the new decisions, and disseminates it during the first half of June.

7.2 The Minister’s Office circulates to local press a news item about new decisions.
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