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GUIDELINES FOR CONDUCTING THE SELF- EVALUATION AND THE

                                                       EXTERNAL EVALUATION

INTRODUCTION

Accreditation and quality assurance and improvement procedures aim at ensuring that programs achieve certain standards and aim at developing institutional potential in conducting self evaluation, whereby the institutional self or program evaluation constitutes the bases for the external evaluation. Representatives of management, students faculty and others participate in conducting the self evaluation with emphasis on

       1-Collecting program-institutional related data

       2-Identifying strengths and weaknesses of the program and problem areas.

       3-Identifying strategies to build on strengths and tackle weaknesses and problems

SELF- EVALUATION
Basic Assumptions
· The institution or program is responsible for conducting the self- evaluation.

· Self- evaluation is the most important component of the external evaluation.

· It is in the best interest of the institution-program to carry out an objective and scientific self evaluation of its program.

· Self evaluation is usually conducted over a period of 3-6 months specified by the institution.

· The self- evaluation report must identify specific steps to tackle identified weaknesses.

Steps for completing the self- evaluation
· The institution appoints a Steering Committee with membership of a minimum of 5 members to conduct the evaluation. Members must include representatives of administration, students faculty and others[It is preferable that one or two of the committee members were amongst those trained to conduct the self evaluation by the national board for accreditation and quality assurance in Palestinian higher education institutions].

· The committee reviews its terms of reference, evaluation standards and guidelines for developing the review approved by the national commission.

· The committee members collect related data and involve other individuals and groups as necessary.

· The Steering Committee carries out broad based discussions on the internal evaluation by involving students, management and faculty

· The Steering Committee prepares the final self evaluation draft.

· The final draft and supporting documents are sent to the Accreditation and Quality Assurance Commission (AQAC).
· No additions, modifications or deletion to the submitted report or the requesting to retrieve any of the documents can take place after submission of report to the Commission.

· The Steering Committee is urged to recommend names of specialists in the field for possible consideration as members of the external evaluation team, and to enrich the Commission's database of Panels of Evaluators.

COMPONENTS OF THE SELF- EVALUATION REPORT
The internal evaluation report consists of four chapters and two appendices

          [Appendix one covers supporting documents] 

          [Appendix two covers name and position of members of the self- evaluation              

            team]

Chapter one: introductory page about the program.

Chapter two: overview of the program within the institutional context

Chapter three: represents the core of the report. It is developed based on the sequence of the quality criteria and aims at answering clearly and directly quality related questions as indicated in the attached guidelines. The chapter also aims at explaining and justifying activities and procedures and resources related to the quality criteria. This chapter consists of 11 sections with each section focusing on one or more of the comprehensive quality criteria, whilst answering related questions and providing verifying documents for each, as detailed below. An appendix to this section must contain supporting documents.

Chapter four: includes a summary of chapter three highlighting:

· Strengths and weaknesses in the program; the needed requirements for program development and sustainability.

· Any changes or development since the previous evaluation cycle.

· Any changes on the national, regional or international level which may require specific considerations.

· Any future recommendations.

EXTERNAL EVALUATION

Basic assumptions
· The AQAC is responsible for the process of external evaluation.

· The institutional self- evaluation is the basis for the external evaluation.

· The cooperation of the institution's Steering Committee entrusted with the self- evaluation with the external evaluators is essential for the success of the external evaluation.

Steps for completing the external evaluation

· The institution program is informed of the time frame of the evaluation, to ensure that it fits within the institutional calendar. 

· The AQAC recommends that a professional committee called the "External Evaluation Committee" to be appointed by the Minister of Education and Higher Education.

· The External Evaluation Committee reviews its terms of reference with emphasis on the evaluation criteria and guidelines for writing the evaluation report. 

· The External Evaluation Committee reviews the self- evaluation report 

· The committee holds a meeting-s prior to the site visit-s focusing on the TORs and discussing of the self- evaluation report.

· The committee carries out necessary site visits and discusses matters with members of the self- evaluation committee and visits related sites such as, classrooms, laboratories, workshops, libraries, other support services and affiliate training sites and also assesses educational resources, etc. 

· The committee prepares a draft evaluation document.

· The committee discusses the draft document with the self- evaluation committee. 

· Based on the discussion, the committee prepares its final evaluation document based on the guidelines for preparing the document.

· The committee sends the report to the AQAC during a period that does not exceed 3 months from the date of the appointment of the external evaluation committee. In the event that additional time is needed for the external evaluation, a written justification should be presented by the committee and permission granted by AQAC.

COMPONENTS OF THE EXTERNAL EVALUATION REPORT
The external evaluation report has a similar structure to that of the self- evaluation report and it should include at least 3 chapters.

Chapter one: presents a brief historical overview of the program and a description of the programs capabilities.

Chapter two: presents an analysis of each of the comprehensive quality criteria responding to the different questions (i.e., a mirror image of chapter 3 in the self- evaluation report).

Chapter three: contains specific recommendations on developing the program by enhancing of program’s strengths, minimizing its weaknesses and tackling the issue of sustainability.

GENERAL INSTRUCTIONS FOR PREPARING THE SELF- EVALUATION AND EXTERNAL EVALUATION REPORTS

1. Both reports (self- evaluation and external) are prepared in Arabic. In exceptional cases (evaluator is non Arabic speaking) the report may be produced in English.

2. Reports are submitted electronically along with two hard copies

3. Reports are to follow the format discussed above.

4. All related documents and justifications are submitted at the time the self- evaluation report is submitted. In the event that any document is unavailable, then the committee must write the word "unavailable" next to the related criterion.

5. Additional supporting documents, other than those mentioned in the "Manual", may be added.

NOTE: All documents produced as a result of this assessment process are the property of the AQAC. 
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Chapter one


[image: image2]
· Name and address of University/ College/ Institute, housing the program.

· Name and title of the University/ College/ Institute's president.

· Name of the program.
· Degree offered by program.
· Year program was established.
· Number of graduates from the program (to date).
· Department/ College with which the program is affiliated.
· Faculty members associated with the program.
	Rank
	Full time /Number
	Part time

	
	
	% of time in program
	% of time in other programs/ institutions

	Professor

	
	
	

	Associate Professor

	
	
	

	Assistant Professor 

	
	
	

	Lecturer

	
	
	

	Instructor

	
	
	

	Teacher, or Lab assistant
	
	
	

	Total


	
	
	


· Number of students in program.

Preparatory year (if present)

First year:

Second year:

Third year:

Fourth year:

Fifth year (if present):

Chapter two
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A- An overview of the parent institution (please use the following table).
	· Year of Establishment
	
	· Number of full time faculty with Ph.D.

	Number
	% of institutional total

	· 
	
	
	
	

	·  Number of Colleges
    
	
	· Number of full time faculty with MSc
	
	

	·  Number of members of 

   Board of Trustees
	
	· Number of full time
     Faculty with BSc or     

     below
	
	

	· Number of members of Advisory Council
	
	· Number of BSc and

     below programs
	
	

	· Numbers of members of Board of Directors
	
	· Number of Masters

     level programs & above
	
	

	
	
	· Total number of programs
	
	


· Briefly summarize the mission statement of the university/ college or institute.

________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________
B- An overview of the college/ department offering the program (please use the following table).
	· Year of establishment
	
	· Faculty
	Full time Ph.D.
	

	·  Number of programs
	BSc & below
	
	
	Part time Ph.D.
	

	
	Graduate studies
	
	
	Full time MSc
	

	
	Grand total
	
	
	Part time MSc
	

	·  Number of students
	BSc & below
	
	
	Others
	

	
	Graduate studies
	
	
	Grand total
	

	
	Grand total
	
	
	
	


C- Previous evaluations in the last 5 years and follow- up taken (please use the table below).
	Date of evaluation
	Type of evaluation
	Specific measures taken
	Implementation done by

	
	Internal  external  International  local      
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	


Chapter three
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1 Mission and General Objectives
Basic questions:
· How is the program philosophy, objectives and priorities identified? How are the program's priorities identified within the context of other department/ college or university programs?
· Is there consensus on the philosophy, mission and objectives?

· Is there harmony and consistency between the mission and overall program objectives and the mother institution's mission and objectives? What are the similarities and what are the differences if present, and why?

· How are the program's mission and objectives used in planning, implementing and evaluating program activities?

· Criterion (1. a) the program's mission and objectives are known and in  

congruence with international academic and professional criteria and reflect   

the mother institutions mission and objectives.

	Documents and justification for self- evaluation
	Documents and justification for external evaluation

	· Provide a copy of the program's philosophy, mission and objectives. Explain means of reviewing the philosophy, mission and objectives.
	· Ensure that the program's philosophy, strategies and objectives reflect community needs.

	· Provide a copy of the curriculum and the syllabus.
	· Ensure that program objectives reflect the program's philosophy & strategy.

	· Explain methods by which the program's philosophy, mission and objectives are made known.
	· Ensure that the programs philosophy, strategy & objectives reflect international development in the field of study.

	· Elaborate on the harmony between the program's philosophy & objectives.
	· Ensure that the philosophy, strategy and program objectives are known by students, faculty & the community (review program brochures, ask faculty & students).

	· Explain how the program's philosophy and objectives were identified along with the parent institution.
	· Ensure that the program strategy is part of the respective university's/ college's/ institute's mission.

	· Explain how students, administration, and faculty's attainment of program objectives is measured.
	· Ensure that the program objectives are reflected in the courses.

	
	· Review the extent to which objectives cover the theoretical component of the field of study & the specific objectives referring to ethics.

	
	· Assess the harmony between the program's strategy and objectives with the academic and professional strategy within international criteria. 

	
	· Ensure the presence of procedures for reviewing the program's philosophy & objectives within the local and international contexts.


2 Program structure and content
Basic questions:
· To what extent is there congruence between the program structure & its content?

· To what extent is the structure capable of meeting program requirements in terms of course offering, student recruitment, etc?
· Criterion (2. a) there is congruence and complementarity between the program requirements and its level.
	Documents and justification for self- evaluation
	Documents and justification for external evaluation

	· Provide a copy of the curriculum and the course sequence.
	· Review curriculum with a focus on:

     - Program content related to its level and  

        compared with similar programs.
     - Level and content of basic and specialty 

        courses with emphasis on appropriateness of 

        sequence & complementarity in offering.
     - Content and level of elective courses.

     - Homogeneity and internal congruence of  

        specialty requirements & integration among 

        them. 
     - The academic level of the program & its 

        relationship with research.
     - Concern afforded to written linguistic & 

        computer skills through:

             * Visiting computer centers.

             * Talking to students in program. 

	· Identify specialty courses, basic courses, core courses, required and elective courses.
	

	· Distinguish between theoretical, clinical and laboratory courses and present complementarity among them.
	

	· Explain the role of scientific research in the program and its complementarity with other courses.
	

	· Clarify any assumptions or requirements related to program.
	

	· Explain method of assigning credit hours to courses.
	· Ensure logical sequence & the connectedness between the different parts of the program content & that the program moves from the simple to the complex content.


3 The Teaching- Learning Educational Environment
Basic questions:

· To what extent does the program reflect an effective teaching- learning environment?

· To what extent do exams and assignments reflect the course level & content?

· How effective are committees in focusing on quality and meeting program requirements?

· What is the role of relevant stakeholders in relation to students (enrollment in program, completion of program, graduation, rights and responsibilities, etc)?
· Do faculty policies, rules & regulations contain articles relevant to staffing, appointments, rights & responsibilities, salary scale, promotion & termination, etc?

· To what extent are written policies, rules & regulation accessible to all?
· To what extent do project documents & students & faculty's files reflect consistency in applying & enforcing policies & rules & regulations?

·  Criterion (3. a) the program reflects an effective teaching- learning environment.

	Documents and justification for self- evaluation
	Documents and justification for external evaluation

	· Provide explanation on:
· Percentage of contact hours on (lectures, team work,   laboratories, independent study, etc).
· Exams & methods of measurement (provide samples)
· Quality and level of assignments (provide samples)
· Quality of supervision & evaluation with focus on graduation projects (provide samples).
	· Assess distribution of contact hours focusing on appropriateness of percentage with level and content of courses. 

	
	· Review sample tests focusing on their content & level & appropriateness to course level and content.

	
	· Review sample assignments focusing on their appropriateness to course level & content.

	
	· Review committee's structures, terms of reference & minutes with focus on the quality of decisions made and extent of their implementation. 

	
	· Review evaluation methods focusing on:
     - Involvement of all stakeholders in relevant     

        areas.
     - Role of students in evaluating courses and   

        faculty.

	· Present the organizational structure of the program identifying related department, units and committees. 
	

	· Explain evaluation methods used in program [courses, students, faculty, management, training facilities, etc] (provide sample).
	


·  Criterion (3. b) there are written program policies, rules, regulations and   

 guidelines for students and faculty.

	Documents and justification for self- evaluation
	Documents and justification for external evaluation

	· Provide and mention the documents which cover programs policies, rules & regulations (such as, the policy handbook, guidelines- brochures to students, faculty guidelines, etc).
	· Review available documents (catalogues, brochures, handbook, etc.).  


	· Explain opportunities for students & faculty to voice  their opinion. 
	· Review minutes of meetings relevant to enforcement of policies & rules & regulations. 

	· Explain how modification of policies, rules & regulations takes place.
	· Discuss with students & faculty the policies and enforcement mechanism.


4 Students
Basic questions:
· How effective are students' recruitment and selection procedures? Is the number of applicants appropriate quality & quantity wise? How are selection standards- criteria emphasized and applied? Indicate reasons for exceptions.
· Is the number of enrolled students appropriate to the number of faculty and available facilities?

· How effective are the following student services (academic counseling, healthcare, housing-dormitories, car parking, transportation and on campus rest and relaxation area)? If any of the mentioned services is unavailable, state reasons.
· To what extent is there variety in student backgrounds (social, economic, gender) sought by program? How is that emphasized?

· How are student related problems dealt with?
·    Are there clear terms of reference for committees & their membership?

· What membership opportunities are there for students to join committees?
· How are student's documents, semester results & diplomas dealt with?  
· How is the transition of students from secondary school to college facilitated? 
· What is the cost of the student compared to cost in other similar programs?, (with justification of high cost).  
· Criterion (4. a) students selection measures are conducive to a successful teaching – learning encounter and to meeting program objectives.
	Documents and justification for self-evaluation
	Documents and justification for external evaluation

	· Provide recent copies of program publications (brochures, student related rules & regulations, catalogue, etc.).
	· Ensure students familiarity with rules & regulations & publications.

	· Provide a copy of rules & regulation for student selection at university & program.
	· Ensure the comprehensive of publications & rules & regulation.

	· Explain bases for deciding on numbers of newly accepted enrollees & their quality. 
	· Ensure availability of information.

	· Clarify student's enrollment in the last two years with focus on male- female percentages, geographical distributions and exceptions in acceptance with ample justification. 
	· Ensure congruence of rules & regulations & actual measures followed in relation to numbers of students. 

	· Mention any campaigns targeting the recruitment of students.
	


· Criterion (4. b) the program institutes measures which lead to empowering students and enhance and support the educational encounter. 
	Documents and justification for self- evaluation
	Documents and justification for external evaluation

	· Provide a copy of counseling guidelines & follow up of students. 
	· Ensure comprehensiveness of rules, regulations & guidelines. 

	· Provide a copy of students' financial support guidelines.
	· Asses familiarity of students with rules, regulations & guidelines (through student interviews). 

	· Provide a copy of the students' council regulations and students' activities.
	· Review student membership on committees.

	· Clarify students appeal measures & follow up mechanisms.
	· 

	· Provide the organizational structure for the mother institution indicating student's participation in committees if available.
	· 

	· Present in a table student's participation in committees in the last two years.
	· 


5 Curriculum and Teaching plan
Basic questions:

· What is the balance between the teaching plan and the movement of students from one level to the other?

· How effective are student evaluation methods in enhancing students movement from a lower to an upper level in the program?
· Are there capabilities and procedures for helping students with special needs?

· What is the balance in the curriculum between core requirements for specialty and the requirements in natural and social sciences?

· To what extent do procedures and teaching- learning methodologies support the program's philosophy and objectives?

· Does the program incorporate the ethical, historical, political, social economic and legal aspects of the field of study?

· Criteria (5. a) the teaching plan is balanced and facilitates the transfer of the student from lower to higher levels and the logical and comprehensive built up of the knowledge and skill structure.
	Documents and justification for self-evaluation
	Documents and justification for external evaluation

	· Provide a copy of the curriculum and the teaching plan.
	· Review the curriculum with a focus on the quality & level of courses and the balance between the theoretical & practical components and between the plan & the implementation & possibilities for completing the program in the specified time.

	· Explain evaluation methods of students at different levels in the program.
	· Review evaluation methods.

	· Explain procedures for helping students with special needs.
	· Ensure adequate detailing of the curriculum particularly of objectives, course description, course objectives and the inclusion of objectives at the cognitive, attitudinal & psychomotor levels.

	· Explain procedures followed in case of obstacles facing the implementation of the program. 
	· Ensure that the curriculum & the program's teaching plan include appropriate theoretical & specialty courses & support courses in the natural & human sciences. 

	· Provide a detailed copy of the curriculum and courses by semesters, including:
· Program objectives.
· Course descriptions.
· Course objectives and outcomes.
· Educational activities (cognitive, attitudinal &   psychomotor). 
· Educational facilities.
· Type of evaluation activities
	· Attend few classroom meetings.

	
	· Review documents; compare the old & the recent post-modification. Ensure that relevant stakeholders are allowed to participate in evaluation & actually do so. 

	· Clarify procedures for curricular evaluation & modification.
	· 


· Criteria (5. b) teaching- learning procedures support program's philosophy and objectives and aid in meeting course objectives.
	Documents and justification for self- evaluation
	Documents and justification for external evaluation

	· Explain teaching- learning methodologies followed in the various courses clarifying reasons why methods where chosen. 
	· Review appropriateness of methods with course objectives. 

	· 
	· Attend classroom meetings

	· 
	· Visit laboratories & other teaching – learning facilities. 


· Criteria (5. c) the curriculum includes the ethical, historical, political, social, economic and legal aspects of the major field of study.
	Documents and justification for self- evaluation
	Documents and justification for external evaluation

	· Explain were the above mentioned areas are covered in the curriculum (may present information in a table).
	· Review curriculum & detailed course description & outlines with a focus on the above mentioned areas.

	· 
	· Review samples of students projects and research. 


6 Success Rates
Basic questions:
· To what extent students meet success requirements in the various program levels?
· Criteria (6. a) when compared with similar programs, students success rates in the various program levels are appropriate.

	Documents and justification for self- evaluation
	Documents and justification for external evaluation

	· Provide statistics on success rates in:
       - The preparatory year if required.
       - Admission tests
       - First year

       - Cumulative success rates in the basic course of  

          study.

       - Success rates in clinical/ practical component.
	· Review available statistics & verify accuracy/ validity.  


7 Graduates
Basic questions:

· How is the academic and professional quality of graduates identified?

· What methods are used to follow up on graduates?

· What is the contribution of the graduates in the labor force?

· Is there any exceptional contribution by graduates? How and in what fields? 

· To what extent is there congruence between graduates' career patterns in the last 3 years and the program's mission and objectives?

· Criterion (7. a) follow up of students is important for the students quality and development.

	Documents and justification for self- evaluation
	Documents and justification for external evaluation

	· Provide full text study reports or summaries on follow up of graduates.
	· Review studies and methodologies.

	· Provide graduates related statistics with a focus on employment rate in the major field of study and percentage of those working inside versus outside of Palestine.
	· Review statistics focusing on national strategic needs & contribution in the labor force.

	· Provide lists with graduation projects & masters thesis.
	· Review samples of graduation projects & theses.

	· Explain procedures for follow up on graduates if available.
	· Review career patterns of graduates in the last 2 years.

	· Mention any exceptional characteristics of graduates or the distinguished ones.
	

	· Mention ways of keeping in touch with graduates.
	

	· Analyze career patterns of graduates in the last 2 years.
	


· Criterion (7. b) the academic and professional quality of students is reflected in the content and level of students graduation projects and performance post graduation.
	Documents and justification for self-evaluation
	Documents and justification for external evaluation

	· Explain criteria used in preparing & evaluating students research & graduation projects.
	· Review samples of graduation projects & their evaluation. 

	· Provide any assessment of graduates by employees.
	· Review assessment studies of students post graduation.


8 Program Faculty
Basic questions:
· To what extent are the faculty numbers and quality sufficient to meet the program's clinical and theoretical teaching requirements and engagement in scientific research and serving the professional community?

· Is there clarity and consistency in applying procedures related to recruitment, selection, appointment and promotion of faculty?

· What factors enhance faculty recruitment and retention? What factors hinder that?
· What methods, means and capabilities are available for developing the faculty? Are there opportunities for faculty development? In what areas? How are new teachers qualified? 
· To what extent are faculty satisfied with their participation in decision making on the level of program, department, college and university? To what extent are communication channels effective in feeding faculty with related information?

· What are similarities/ differences between the faculty's work load in this program compared with other faculty in similar programs at the same organization or outside.

· Criterion (8. a) the size, academic quality, experiences and the variety in faculty backgrounds are appropriate to meet program objectives. 

	Documents and justification for self- evaluation
	Documents and justification for external evaluation

	· Provide a summary curriculum vita (C.V) of faculty in program.
	· Review CVs with a focus on:

· Teaching
· Professional experience 

· Professional services & scientific activities

· Diversified experiences

· Community service

· Publications

· Scientific research

	· Provide a copy of the faculty's job description at various program levels & components (theory & clinical). 
	· Review workload, ensure compatibility with job description & teaching responsibilities (theoretical & clinical).

	· Provide a copy of workload regulations for faculty members.
	· Compare workloads in this program with similar programs.


· Criterion (8. b) the majority of faculty teaching at the baccalaureate level hold a masters degree and above (Doctorate for Masters level courses) and teach courses related to their field of specialty.
	Documents and justification for self- evaluation
	Documents and justification for external evaluation

	· Provide faculty's C.Vs.
	· Review C.Vs ensuring compatibility between field of study & courses taught.


· Criterion (8. c) program faculty maintain and develop their knowledge and skills in their field of specialty. 
	Documents and justification for self- evaluation
	Documents and justification for external evaluation

	· Provide faculty's C.Vs.
	· Ensure compatibility between rules and regulations, C.Vs & faculty activities inside &outside the organization with a focus on knowledge & skill development.

	· Provide the rules & regulations for continuing education of faculty. 
	· Review faculty promotion guidelines with emphasis on the balance between teaching, research, community service & university service.

	· Provide information on scholarships for qualifying & upgrading faculty members. 
	· 

	· Provide information on conferences inside the institution.
	· 

	· Provide a copy of the faculty promotion rules & regulations & guidelines.
	· 

	· Explain methods & means by which faculty are developed. 
	· 


· Criterion (8. d) among faculty members there are those who are experienced in curricular development, evaluation, research & have mastered teaching & learning skills.

	Documents and justification for self-evaluation
	Documents and justification for external evaluation

	· Clarify availability of experience related to curriculum, development & research.  
	· Detailed faculty C.Vs. 

	· Provide samples of faculty's scientific production/ publication.     
	· 


· Criterion (8. e) faculty members participate in scientific & professional activities & community service in a manner which supports the intuition's mission & program's objectives.

	Documents and justification for self- evaluation
	Documents and justification for external evaluation

	· Provide a copy of a report on faculty activities, documents & research emphasizing activities focusing on teachers development in own field of specialty or developing their profession.   
	· Review detailed C.Vs. 

	· 
	· Review samples of publications, reports & consultancies completed by faculty.


· Criterion (8. f) administrative procedures motivate teachers to improve their performance and shoulder their responsibilities.

	Documents and justification for self- evaluation
	Documents and justification for external evaluation

	· Provide samples of copies of faculty evaluation forms (evaluation by supervisor, evaluation by students, etc.). 
	· Review faculty rules & regulations.

	· Provide a copy of the benefits & allowances for faculty members.  
	· Review faculty evaluation forms.

	· Provide statistics on faculty/ student ratio, percentage of faculty who are (assistant, associate & full professors) teaching at the basic program levels, ratio of male to female teachers, percentage of assistant teachers with a masters degree & the ratio of full time to part time faculty.    
	· Review pay scale & other benefits. Compare with other programs within the institution & other similar programs outside the institution.    

	· 
	· Review available statistics. 

	· 
	· Discuss with administration faculty salaries & benefits. 


9 Teaching – Learning facilities 
Basic question: 
General facilities: 

· To what extent are public facilities sufficient for teaching, research & extracurricular activities? 
· To what extent is the learning infrastructure sufficient with a focus on quality of classrooms, laboratories, audio-visual aids, space and computer services? Are there obstacles facing curriculum modification and development because of lack of infrastructure? 
Library:

· To what extent is the library utilized. Are library work hours suitable? Do students receive help in the library? Is the space appropriate? Are recourses satisfactory? 
· How effective are library procedures?
· What is the quality of library services and its holdings?
Clinical facilities:
· To what extent are clinical facilities utilized for practical training sufficient in terms of quality, size & number relevant to meeting students' needs and program objectives? 

· How are clinical sites selected? Who contributes to putting the selection criteria & the selection itself? How is that harmonized with the course's educational objectives? 

· How are clinical sites evaluated in terms of quality of services, beneficiaries, field supervisors compared with numbers of students? 

· To what extent is there communication between the program & the clinical sites? Does this communication contribute to the enhancement of the teaching- learning process?

· Do faculty supervise & follow up students in the clinical site? How are their qualifications emphasized? How are they prepared for the trainer's role?

· Are there obstacles, problems & restraints on clinical training & follow up (utilizing sites, organizing training, etc)? How would these be minimized?

· Criterion (9. a) facilities are available to the program and help in meeting program objectives.
	Documents and justification for self-evaluation
	Documents and justification for external evaluation

	· Describe facilities utilized by the program (classrooms laboratories, administrative office, etc).
	· Site visits focusing on appropriates (size, holdings, etc).

	· Describe safety measures in laboratories.
	· Ensure safety measures in laboratories.

	· Provide a list of equipment and tools available in laboratories related to the program.
	· Ensure modernity, availability & sufficiency of equipment.

	· Provide a list with books, references, CDs, etc. available to program students & faculty & explain how they are used. 
	· Ensure ease of accessibility to holdings, modernity, appropriateness & levels, quality & quantity. 

	· Mention how computer technology is used in the program.
	· Visit library & assess the learning environment.

	· For programs which utilize sites outside the institutions:

· Provide a description of the sites & usage.

· Provide or explain selection & contractual mechanisms with utilized sites.  
	· Ensure sufficiency & appropriateness:
· Clinical sites outside the organization & the community resources are sufficient to meet program & students needs.
· Review sample contracts and any evaluations from training sites.


· Criterion (9. b) educational support facilities are available to program and contribute to the teaching- learning process.

	Documents and justification for self- evaluation
	Documents and justification for external evaluation

	· List facilities for extracurricular activities.
	· Visit extracurricular facilities (playgrounds, theater, museums, faculty rooms & relaxation areas, etc).


10 External Contacts and Knowledge exchange
Basic questions:
· To what extent is there networking with similar external programs? 
· What are the networking areas?
· How do you describe networking & exchange procedures with other programs in relation to program development? 
· Criterion (10. a) the program has local regional and international contacts which contribute to program's quality, credibility, development and intellectual growth.

	Documents and justification for self- evaluation
	Documents and justification for external evaluation

	· Provide copies of any contracts / agreements with similar programs / institutions. 
	· Review documents.

	· Provide statistics on any student or faculty exchange with outside programs.
	· Validate through interviews the added value of such interaction & exchange.

	· Provide information on projects, research, courses, training, etc. in partnership with other external programs. 
	· 

	· Elaborate on means for motivating & rewarding external interaction & exchange.  
	· 


11 Internal Quality Evaluation
Basic questions:
· To what extent are systematic evaluation procedures utilized in relation to project components, development, support and review?

· How do stakeholders in evaluation of quality take part in evaluation methods and procedures?

· To what extent do quality evaluation procedures and methods focus on program's inputs, processes and outputs?

· Criteria (11. a) systematic evaluation procedures of program components are utilized to develop, support and review the program.

	Documents and justification for self- evaluation
	Documents and justification for external evaluation

	· Describe / provide internal structure for evaluation of quality & methods of evaluation and their development.
	· Ensure the availability of systematic & periodic evaluation to review program effectiveness & success with focus on: 

· Review of the regulation & procedures.

· Evaluations forms.

· Evaluators (students, teachers, administrators, etc).        

	· Provide evaluation results of the past two years. 
	· Ensure that evaluation focuses on the programs inputs, processes & outputs. 

	· Show how evaluation results were utilized in supporting quality & developing the program.  
	·  Ensure that stakeholders are part of evaluations aiming at improving programs (students, teachers, administrators & professional councils).    

	· Provide statistics on graduates success rates in external examinations (licensure, etc) for the last three years. 
	·  Review evaluation reports & minutes of related meetings. 

	· 
	·  Compare results with other program 


Appendix 1
	Document
	Attached
	Not Attached
	Necessary For criterion

	· University, college, institute or mother organization's mission.
	
	
	(1. a)

	· Curriculum with course sequence, description, objectives and teaching methods.
	
	
	(1. a) (2. a) (5. a)

	· The program's philosophy and objectives.
	
	
	(1. a)

	· The program's organizational structure within the structure of the mother organization.
	
	
	(3. a)

	· Samples of evaluation methods/ forms (students, teacher & courses).
	
	
	(3. a) (8. f)

	· Samples of Exams and grading.
	
	
	(3. a)

	· Samples of graduation projects.
	
	
	(3. a)

	· Brochures/ rules & regulations:
- Student guidelines.
	
	
	(3. b)

	- Faculty rules and regulations.
	
	
	(3. a) (8. f)

	- Students rules and regulations.
	
	
	(4. a)

	- Program's catalogue a / brochure.
	
	
	(4. a)

	- Student counseling and follow

     up regulations.
	
	
	(4. b)

	- Financial aid regulations.
	
	
	(4. b)

	- Regulations of student council and    activities.  
	
	
	(4. b)

	- Teaching plan.
	
	
	(5. a)

	- Faculty work load.
	
	
	(8. a)

	- Faculty development.
	
	
	(8. c)

	- Faculty promotion.
	
	
	(8. c)

	- Faculty salary & benefit scale.
	
	
	(8. f)

	- Regulations for contracting clinical    sites
	
	
	(9. a)

	- Structure of program's internal/ self evaluation.   
	
	
	(11. a)

	· Student's participation in councils and bodies.
	
	
	(4. b)

	· Statistics on success rates.
	
	
	(6. a)

	· Graduates follow up studies.
	
	
	(7. a)

	· Statistics on graduates.
	
	
	(7. a)

	· Lists of graduation projects / masters theses.
	
	
	(7. a)

	· Employer's evaluation of graduate's performance.
	
	
	(7. b)

	· Teacher CVs.
	
	
	(8. a) (8. b) (8. c) (8. d) (8. e)

	· Faculty job description.
	
	
	(8. a) (8. c)

	· List of faculty activities within the institution.
	
	
	(8. c) (8. e)

	· List of faculty scholarships.  
	
	
	(8. c)

	· List of faculty participation in conferences inside the organization.
	
	
	(8. c)

	· Samples of faculty’s scientific publications.  
	
	
	(8. d) (8. e)

	· Statistics of faculty.
	
	
	(8. f)

	· List of available equipment and tools in labs related to program.
	
	
	(9. a)

	· List of books, periodicals, CDs etc available for program & place.
	
	
	(9. a)

	· List of extracurricular facilities.
	
	
	(9. b)

	· Copies of contracts with other similar programs & institution.
	
	
	(10. a)

	· Statistics on student exchange.
	
	
	(10. a)

	· List of projects research etc with other external programs.
	
	
	(10. a)

	· Summary of evaluation results (internal and or external in the last 2 years).
	
	
	(11. a)

	· Statistics on graduates' success rates in external exams.
	
	
	(11. a)
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