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ACADEMIC AND ASSESSMENT COMMITTEE 

 

 

Terms of Reference 
 

The ‘Academic and Assessment Committee’ has the responsibility of maintaining 

the standards of academic quality and assessment standards in the department. It has two 

(2) sub-committees namely: Course Project Steering Sub-Committee and Curriculum 

Development Sub-Committee.   

 

A. Academic and Assessment Committee 

The ‘Academic and Assessment Committee’ has the following specific 

responsibilities: 

 

1. Participate in the development of the department’s Operational Plan. 

2. Ensure the availability of course materials at least two (2) weeks before the 

start of the semester. 

3. Finalize the Academic Calendar and circulates it to the staff. 

4. Evaluate delivery plans in order to ensure that the class activities or hands-on 

exercises are reflective of student-centered teaching and learning and graduate 

attributes, to be disseminated among all the students within the first week of 

teaching. 

5. Ensure that SELF-STUDY and other student-centered approaches to teaching 

and learning are integrated into the curriculum, and evaluate its effectiveness.  

6. Map the ‘course learning outcomes’, the ‘program objectives’, and the 

‘courses’ against the ‘Graduate Attributes’. 

7. Require course coordinators to always update the ‘Academics folder’ found in 

the Shared Drive. 

8. Implement test construction and examination moderation procedures and 

guidelines. 

9. Prepare List of Moderators for Midterm and Final Exams at the beginning of 

every semester. 
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10. Determine the LOT-HOT ratio of courses to be approved by the concerned 

HoS. 

11. Ensure that exams do not include repetitions of question items that were given 

over the past one (1) academic year. 

12. Monitor standards of all types of assessments. 

13. Requires staff to use the following and monitors its proper implementation: 

 Course Delivery Plan Follow-Up Form, ensuring that course coordinators 

are active in requiring course lecturers to fill-in the form.  

 Rubrics System in marking, ensuring that course coordinators are 

objective in marking along with the course lecturers. 

 Student Declaration Form, ensuring that all major assignments and 

projects are authentic. 

 Common Presentation Rubrics for Theory-Based Courses, ensuring that 

all theory-based courses have complied on this. 

 Use of E-Learning Portal, ensuring that the course coordinators and the 

lecturers are actively utilizing the portal.  

14. Evaluate the ‘Guidelines for Assignments and/or Mini-projects’ of the 

different courses. 

15. Provide a List of Double Markers of Final Exam Papers, and follow the 

provisions of the Double-Marking Procedure and College Assessment Policy.  

16. Maintain a directory of course projects with descriptions, student names, and 

supervisors, in coordination with the Course Project Steering Committee. 

17. Participate in the surveys to gather feedback on courses and programs from 

the students and staff and develop improvement strategies thereafter. 

18. Require course coordinators to submit copies of Result Analysis, Breakdown 

Marks and CIMS-Generated marks at the earliest possible time to the 

concerned Head of Section after the final exam. 

19. Take part in the academic evaluation of lecturers and course coordinators in 

coordination with the concerned Head of Section, as and when required. 

20. Require all the staff to fill-in the ‘Staff Competency Form’ at the end of the 

academic year in coordination with the concerned HoS. 



IT ToR_09/16_ver.02    Page 3 of 5 

21. Provide all the documentations that the Department Quality Assurance 

Committee requires for the purpose of QA Audits.  

22. Perform any other relevant responsibilities that would elevate the standards of 

academic quality in the department. 

 

 

B. Curriculum Development Sub-Committee 

The “Curriculum Development Sub-Committee” is a Sub-Committee of the 

Academic and Assessment Committee with the following specific responsibilities: 

1. Participate in the development of the department’s Operational Plan, especially 

those goals and sub-goals that pertain to curriculum review and development.    

2. Implement the ‘Curriculum Development and Review Framework (CDRF)’ in the 

design of courses, programs, and/or curricula. 

3. Monitor, review, and evaluate course materials periodically to check its 

applicability to the current and future trends of computing.  

4. Ensure that course content is well-organized according to the learning outcomes, 

course objectives, and are relevant to the current market needs. 

5. Perform any other relevant responsibilities that would elevate the standards and 

quality of the curriculum in the department. 
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C. Course Project Steering Sub-Committee 

The “Course Project Steering Sub-Committee” ensures a smooth management and 

successful delivery of high quality course projects using new technologies by students 

through proper supervision. 

(Source: Copied verbatim from email dated 15-Feb-2016) 

1. Maintain a directory of course projects with descriptions, student names, and 

supervisors. 

2. Establish a framework for Course Projects' Life Cycle  From Problem definition 

to Project Closure and archiving  that will maximize the quality of product in all 

aspects 

3. Create a database for all previous course projects with details  such as objectives 

,tools used ,documentation ,applications repository  ..etc 

4. Create a database for  future potential course  projects  based on studies of  market 

needs and marketing demands 

5. Establish a network of  supporting  authorities ,industries representatives  and    

IT  companies  who will  play the role of  external projects stakeholders   and 

supervisors   to open a channel between student and the outside world ,which will 

be reflected in high quality projects deliverables and practical experiences 

6. Plan for and conduct  short training sessions and workshops for students  

covering   propped course projects subjects,  training of   current and new tools 

before students choose their course projects (at least one semester before)  which 

will enrich the students’  knowledge and help them to better choose their projects 

in advance.     

7. Guide the students  in writing Proposals for  projects that can be  to  submitted to 

the   Research Council   to gain a  Faculty Mentored Undergraduate Research 

Award Program (FURAP) scholarships  which is  granted by The Research 

Council of Oman (TRC) through higher education institutes, colleges and 

universities in Oman.  

8. Establish a  communication channel with all external  sponsors  who can   

provide    selling and marketing  of the projects  and provides the  business 

expertise and guidance to the Project Team 
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9. Review and approve or reject project proposals 

10. Acting as an arbitrator and making decisions that may be beyond the authority of 

the Course Project Manager (project managers here are the student ‘s course  

project leader) 

11. Collect and search for contents (multimedia,text,..etc) that is available in internet 

as open resources to be used in projects and customize them according to HCT 

requirements 

12. Manage  projects (department projects) during  the entire life cycles  

13. Supervise the Course projects   supervisors during the projects to make sure that 

the standards of student projects deliverables are following the standards  of 

documentation and end product quality measures. 

14. Prepare standard templates for deliverables according to standards and  quality  

controlled  measurable  mark  schemes for all specializations  

15. Oversee the projects quality assurance program 

16. Moderate the projects and deliverables submitted by the students and approved by 

supervisors  through two milestones 

17. After the first review phase 

18.  After the second/final review phase  and before the marks final approvals. 

19. Unifying the  guidelines and regulations  of the CPs including templates (such as 

proposals and reports) among all specializations 

20. Setting up CPs  marking schema  for all specializations 

Any other additional responsibilities needed later during projects execution. 

 


