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1. Student Activity Coordinator (STUAC)

STUAC will have responsibility to:

e Organize the orientation week, coordinate with senior students to take the new intake for a tour in
HCT; arrange for B-Tech students to give presentations regarding their study experience in HCT and
coordinate with alumni to give their occupational experience after graduating from HCT

e Coordinate student project exhibitions by which students design their own posters, by first discussing
the ideas of projects with students and liaise with private sector regarding sponsoring of the event

e Coordinate Science Club activities by contacting other universities and colleges regarding scientific
activities that the Science club might be interested to participate ; monitor the Science Club Notice
board; Supervise all publications and newsletters issued by the Science Club and coordinate
conferences and symposiums organized by the Science Club

e Coordinate school visits by receiving school students who are on official visit to  HCT and briefing
them about Applied Science Department

2. Diploma Year 1 (DY1C)

At the beginning of the Diploma Year -1 (New Intake)

e Obtain the expected number of new intake students from HoD

e Obtain names of the potential (new) academic advisors from the academic advising coordinator

e Accept the transferred students into the system

e Allott the students to the new advisors

e Coordinate with the departmental registrar to arrange for a meeting with the new academic advisors

e E-mail the timetable coordinator to provide venues for conducting a preliminary meeting of the new
academic advisors with their advisees
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Disseminate the above information to all new intake students by sending them SMS with
coordination of ETC

Ensure that notices are posted on the notice boards showing the list of advisees/ advisor along with
the venue, date and time of meeting

E-mail the information mentioned above to the new advisors, HoSs and HoD

Photocopy required number of relevant documents and forms like Student handbook, Safety
booklet, Safety declaration form, undertakings etc and distribute to the academic advisors

Book several venues for the following:

a. A main venue for the general orientation program
b. Smaller venues to accommodate the advisees/ advisor along with one bilingual staff to
elaborate on the orientation presentation

E-mail college registrar to activate the email accounts of new students

E-mail the certificate level lecturers of Applied Sciences about the date and venue of the “Student
orientation programme” which can be passed on to the new intake students in the class. Also e-mail
this information to the academic advisors who in turn will pass it on to their advisees. Send SMS to
students with coordination of ETC. A hard copy is also to be placed on the notice boards.

Present/ distribute a questionnaire to students to know the feedback of the orientation presentation
(prepared by QA officer) at the end of the session

Evaluate the Questionnaire of student orientation presentation and provide the DC members with a
written report regarding the analysis

Before the end of Certificate level

E-mail specialization forms indicating deadline of submission to the academic advisors concerned
who in turn will e-mail to the advisees and submit the filled and signed forms

Sort out specialization forms showing the number of students/specialization and CGPA of the
students to the Departmental Council for their approval

E-mail the list of students to the HoSs concerned and request them to nominate names for
academic advisors as per specializations chosen by students

Distribute the newly specialized students to the respective Academic Advisors and e-mail the

information to the Academic Advisors and furnish copies to the Heads of Section. Hard copies are to
be placed on the departmental notice boards
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3. Web Coordinator (WC)

Liaise with the ETC-Web Team to publish any material or information pertaining to DAS at the HCT
website

e Liaise with the HoSs and HoD to update the posted information for any alteration, modification or
adjustment on the department’s webpage

e Coordinate with the ETC-Web Team and offer suggestions on improving the departmental webpage
layout

e Convey any information or feedback coming from the ETC-Web Team to the HoD concerning the
Webpage requirements.

4. E-Learning Coordinator (EC)

e Attend E-learning meetings held in ETC, and convey the instructions to all staff

e Follow up the staff usage of the portals and solve the problems that they may face in coordination with
ETC and present the usage report of the department to the Departmental Council once a month

e Attend to the students problems and solve them if possible, or get the help from ETC staff
e Coordinate with ETC designers for course enhancement

e Coordinate with ETC staff for conducting training workshops for new staff as well as other DAS staff
who wish to attend such workshops

5. Program _Coordinator (DC)

The program coordinator heads the unit offering physics courses to students of DAS as well as
Engineering Department.

The responsibilities include and are not restricted to the following:

e Prepare the staff timetable every semester after receiving the department timetable from TC
e Conduct staff meetings and maintain records of all communication with staff

e Solve any problems faced by staff and students

¢ Map the requirement for resources and submit the same to HoD
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Conduct staff appraisal exercise and give the feedback to the staff
Maintain a record of any modifications/changes in the outcomes or syllabus of courses
Ensure the smooth working of the units

Perform all other tasks as required by HoD

. Department Coordinator (DC)

Perform a variety of administrative or executive support functions that are highly confidential and
sensitive

Read and screen incoming correspondence and reports addressed to the HoD; make preliminary
assessment of the importance of the materials and organize documents; handle some matters
personally and forward appropriate material to head of department and staff

Compose letters and memoranda requested by the HoD

Review, proofread, and edit documents prepared for signature of the HoD

Take dictations on technical and confidential matters from the HoD

Assist HoD in the planning and preparation for the Department Council meetings, staff meetings,
guality assurance meetings and any other meetings involving the HoD

Update HoD on status of issues before scheduled meetings

Receive, compile, and review documents relating to students’ appeal before they are forwarded to
the HoD

Forward concerns and requests received from HoSs coursed through the head of department’s office
to ADAF or ADAA; follow-up continually on the status, get updates on action on said concerns and
requests and inform the respective HoSs

Prepare documents required for full compliance of the Applied Sciences Department to the college’s
guality assurance system requirements. This includes ensuring the documents are presented in a
consolidated, organized, and presentable format.

Collate results of appraisal of lecturers and technicians and after review and approval by HoD
transmit them to the ADAA’s office

Coordinate and facilitate the HoD’s calendar to arrange appointments and meetings

Update continually the chart showing all the department staff members with photographs
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Update the department’s directory of staff bearing important contact information

Assist the HoD in collating relevant information required for the drafting of the department’s annual
physical and human resource requirements

Recommend actions to be taken on office expenditure such as equipment and supply needs;
maintain adequate inventory of regularly used office supplies by requesting for them from the Main
Store

Assist in the establishment, revision, and maintenance of office procedures and policies

Compile and maintain records, statistical information, and reports

Operate standard office equipment

Perform other related duties as required

. Section Coordinator (SC)

Perform a variety of administrative or executive support functions that are highly confidential and
sensitive

Compose letters and memoranda requested by the head of section
Review, proofread, and edit documents prepared for head of section’s signature
Take dictations on technical and confidential matters from the head of section

Assist the head of section in the planning and preparation for the sectional and team meetings and
arrange for interviews of prospective lecturers and technicians

Update head of section on status of issues before scheduled meetings
Prepare documents required for full compliance of the section to the college’s quality assurance
system requirements. This includes ensuring the documents are presented in a consolidated,

organized, and presentable format.

Collate results of staff appraisal and transcribe them into the standard format for reporting appraisal
results

Coordinate and facilitate the head of section’s calendar to arrange appointments and meetings

Collate documents related to the operation of the labs such as maintenance reports and chemicals
consumption reports and forward them to the head of section for review and proper action
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Write reports and related paper works from drafts prepared by the head of section pertaining to
curriculum development

Prepare time tables in standard format from drafts created by the head of section

Update continually chart showing all the section staff members with photo and reflecting their
respective main qualification

Keep current the section’s directory of staff bearing important contact information

Assist the head of section in and collate relevant information required for the drafting of the section’s
annual physical and human resource requirement

Recommend actions to be taken on office expenditure such as equipment and supply needs; maintain
adequate inventory of regularly used office supplies

Convey to staff the establishment, revision, and maintenance of section procedures and policies
suggested and formalized by the head of section

Attend to/keep track of day-to-day concerns of the head of section’s office in the absence of the Head
of section

Safeguard the head of section’s office and attend to concerns of the office when the head of section is
in a meeting with the Dean and other senior officers of the College, attending the department Council
meeting, meeting company representatives, holding interviews, and presiding over section and team
meetings

Compile and maintain records, statistical information, and reports

Maintain the section’s library

Prioritize issues for action received from the HoD and prepare related documentation

Perform other related duties as required

8. Department Assessor (DA)

Before the Start of OJT:

Brief the OJT Supervisor (i.e. Industrial Supervisor) about the OJT Scheme, explain the different
requirements as laid out in the OJT Logbook and discuss the training schedule with the OJT
Supervisor
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Prepare the ‘Training Schedule’ in consultation with the OJT assessor and student for 8 weeks of OJT
with a minimum of 300 hours of training in consultation with the OJT supervisor

Brief the student/s about all the general aspects of OJT and the specific nature of work at the selected
place

Inform the student, who will do OJT outside Muscat area (like Nizwa, Sohar, Salalah, etc), that they
should report to the College Assessor after 4™ week to show his/her progress on OJT

During the Progress of OJT:

Evaluate the student/s at the OJT places (companies/concerns) once every week (essential during first
week of training)

Discuss with the student/s and the OJT supervisor about the nature and progress of training

Review of the ‘Training Schedule’ in consultation with the OJT supervisor

Assess continuously and grade once every two weeks the student/s work along with the entries in the
log book and attendance sheet

Maintain all the records related to industrial visit and forward suggestions if any to the OJT Coordinator

At the end of the OJT:

Assess/grade the student/s work, final project report and map the attainment of all the objectives and
outcomes as per the training schedule related to the skills, knowledge and occupational competences

Conduct a power point presentation for each student. The presentation may be just by conducting
presentation by the student followed by question/answer session. This is to assess the student’s ability
and confidence related to the nature of work performed and skills gained during the OJT.

Collect all the assessment records from the OJT supervisor

Submit the final grades for the allotted OJT student/s in the prescribed form to the OJT Coordinator

Submit the final report and suggestions, if any, after critically analyzing the training process and work
done during OJT.

Maintain all the records related to the OJT of the allotted students

9. Course Coordinator_ (€SC)

A.Theory course
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The theory course coordinator will:

e E-mail all lecturers teaching that particular course before the start of the semester and arrange for a
meeting at a mutually convenient time and venue

e Meet with all lecturers teaching that particular course and decide the week-wise schedule for
coverage of outcomes

e Assign lecturers for the preparation of test, mid-term exam, final exam, homeworks and pop up
quizzes as well as the schedule and the moderators for each

e Finalize the assessment criteria for the course

e Prepare the minutes of the meeting and e-mail a copy to all members requesting their feedback
e E-mail the finalized version of the minutes to HoS for approval

e E-mail all members the approved copy of the minutes for filing

e Approve test, mid exam, home-works etc before photocopying

e Conduct random checking of test and exam papers of all sections after marking to ensure
uniformity

e Consolidate and analyze the final results of all sections for submission to exam coordinator

e Keep in touch with all members through e-mail to check delivery of outcomes and also to pass on
any information regarding schedule changes etc

e Coordinate with the practical coordinator of the course and suggest a tentative schedule for the
practical classes which includes the experiments as well as any theoretical aspects that have to be
covered

e Update the relevant teaching materials for the course like handout, power-points, extra notes etc
e Update the coordinator file at the end of the semester with all documents completed as per

requirement of QA
B. Practical course

The Practical course coordinator will:

e Meet with the theory course coordinator of that particular course and discuss the schedule of
experiments and theoretical topics to be covered in the practical class

e E-malil all lecturers teaching the practical part of that particular course before the start of the
semester and arrange for a meeting at a mutually convenient time and venue
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e Meet with all lecturers teaching that particular course and decide the week-wise schedule which
should be in-line with the plan of the theory coverage

e Prepare the minutes of the meeting and e-mail a copy to all members requesting their feedback

e E-malil the finalized version of the minutes to HoS for approval

e E-mail all members the approved copy of the minutes for filing

e Prepare a detailed marking scheme for all experiments

e Finalize the marks for each component like safety, class-work, final practical exam (if any)

e Contact theory course coordinator on regular basis and appraise him/her of the practical schedule
e Provide the technician in-charge with lab requests for all experiments every week

e Ensure that all apparatus/equipment/solutions are adequate at the beginning of the week

e Update the practical manual by adding new experiments/modify existing ones wherever possible

e Check with all members on regular basis via e-mail to check if the schedule is on track

C.Technique course

The Technique course coordinator will:

e E-mail all lecturers teaching that particular course before the start of the semester and arrange for a
meeting at a mutually convenient time and venue

e Meet with all lecturers teaching that particular course and decide the week-wise schedule for
coverage of outcomes and the experiments for each class

e Assign lecturers for the preparation of tests and final exam as well as the schedule and the
moderators for each

e Finalize the assessment criteria for the course

e Prepare the minutes of the meeting and e-mail a copy to all members requesting their feedback

e E-malil the finalized version of the minutes to HoS for approval

¢ E-mail all members the approved copy of the minutes for filing
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e Approve tests, pre-labs, home-works etc before photocopying

e Conduct random checking of test and exam papers of all sections after marking to ensure
uniformity

e Consolidate and analyze the final results of all sections for submission to exam coordinator

e Keep in touch with all members through e-mail to check delivery of outcomes and also to passes on
any information regarding schedule changes etc

e Send lab requests every week to the technician in-charge
e Ensure that all apparatus/equipment/solutions are adequate at the beginning of the week

e Arrange for the final technique examination in totality- making of question paper, photocopying
required number, giving lab request and checking if everything is ready before the start of the exam

e Update the lab manual/handout by adding new experiments/modify existing ones wherever
possible and also the power-points, pre-labs etc

e Check with all members on regular basis via e-mail to check if the schedule is on track

e Update the coordinator file at the end of the semester with all documents completed as per
requirement of QA

D. Project

e E-mail all lecturers teaching that particular course before the start of the semester and arrange for a
meeting at a mutually convenient time and venue

e Meet with all lecturers teaching that particular course and decide the week-wise schedule for the
student discussion, mid semester presentation, final viva/final presentation etc

e Finalize the assessment criteria

e Prepare the minutes of the meeting and e-mail a copy to all members requesting their feedback

e E-malil the finalized version of the minutes to HoS for approval

e E-mail all members the approved copy of the minutes for filing

e Arrange for the final viva/presentation in totality- making a list of all students and the projects
section-wise; displaying the schedule on the notice board; arranging for examiners; arranging the

venues

e Update the coordinator file at the end of the semester with all documents completed as per
requirement of QA
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10. Head of Laboratory Supervisor (HLS)

e Review and finalize together with the Laboratory Supervisors the timetabling of courses in the
laboratories of the Department

e Check work load distribution of Technical Staff prepared by the Laboratory Supervisors. This is to
ensure the work load is equally distributed and the Technical Staff assigned in a particular lab or
course can be relied upon to render satisfactorily the technical assistance required.

e Unify the Department’s system for reporting incidences of glass wares breakage, laboratory coats loss,
equipment and furniture damage in the laboratories

e Collate semester-end summary of incidents from the Laboratory Supervisors and come up with a
Department-wide laboratory incidents summary to be submitted to the Head of Department

e Develop and communicate to all Laboratory Supervisors a uniform system for lab requisitions
preparation and submission deadline

e Ensure through the Laboratory Supervisors that all laboratories are not left unmanned or unattended
when not tabled for regular laboratory classes and Technical Staff are engaged in productive work at
these timings

e Meet with Technical Staff regularly to identify and resolve problems

e Arrange for or coordinate staff training

e Oversee along with the Safety Coordinator the implementation and maintenance of the Department
safety program in all the laboratories

e Participate in the annual preparation of the Department and sectional budgets

e Forecast petty cash funds requirement of the Department with reference to laboratory materials,
supplies, and technical services needed per semester in one academic year

e Monitor sectional expenditures along with the respective Heads of Sections and recommend
adjustments if necessary

e Receive, evaluate, and address requests for use of laboratory facilities for project presentations,
exams paper marking, and for requests to use the Department facilities made by other Departments of
the college

e Coordinate with the respective Laboratory Supervisors the arrangements to be made to address
requests of Project students to use the facilities of another section
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e Monitor incidences of equipment damage in every section of the Department and refer them promptly
to suppliers’ Service Engineers for troubleshooting and repair

e Monitor instruments and equipment that are deemed obsolete and beyond repair and arrange for their
transfer to the college’s Main Store

e Prepare laboratory performance reports periodically and forward them to the Heads of Sections and
the Head of the Department. The report shall include recommendations for correction and
improvement of laboratory operations and work flow.

11. Staff Orientation Coordinator

The coordinator is responsible to:

a)

b)

f)

9)

h)

For introducing new staff (Omanis, Non-Omanis and New Assistant Lecturers) and orienting them
to the department and college premises. New Staff refers to Lecturers, Technicians and
Instructors).

Ensure that the new staff is aware and reads the staff orientation handbook.

Coordinates with the staff development committee and ensures that the new staffs attend all the
workshop (HSE, Examination, Advising etc) and activities of the department to educate himself or
herself of the function of the department.

Ensures that new staff is aware of the important documents uploaded in the college and
department website.

Updates the staff orientation handbook

Conduct feedback surveys for all new staffs on the orientation.

The coordinator may also undertake any other duties or responsibilities as entrusted by the Head of
the Department depending on the situation.

Maintain documentation of the staff orientation activities.

Orientation document for new Omani lecturers is mentioned in detail on page 28-32
(prepared by Dr. Karim Al-Sellami).

Orientation document for new expatriate lecturers is mentioned in detail on page 33-45
(prepared by Dr. Karim Al-Sellami).
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12. Trainers, Assistant Trainers and Technicians

. Assisting in preparing and conducting examinations and

preparing student counseling forms.

. Getting acquainted with techniques of delivering lectures

and lessons.

Offering assistance to low achievers.

Carrying out any other tasks assigned by the head
of center, department or section.

(C) Trainers (First, Second and Third Trainers)
Trainers will have the following duties:

1

) aF A

Teaching and carrying out the practical training for
the set syllabi and keeping its records, as well as par-
ticipating in setting up practical examinations.
Keeping a record of student results, activities and
attendance.

Carrying out the equipment maintenance schedule.
Supervising the students' on-the-job training.
Participating in the practical training activities.
Ensuring that health and safety procedures are
followed in laboratories and workshops.

Carrying out any other tasks assigned by the
concerned heads of center, department, or section.

(D) Assistant Trainer

The Assistant Trainer's duties and tasks will be as follows:

1

Taken from the College Bylaws pages 34-35 under the link http://www.hct.edu.om/about/the-

Assisting the trainer in teaching and training
according to the syllabi.

. Assisting the trainer in conducting practical examinations.

Assisting the trainer in implementing the equipment
maintenance schedule.
Assisting in supervising the students on-the-job training

Q

program.

college/college-bylaws

-
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(E

5.
6.

Participating in the practical training activities.
Ensuring that health and safety procedures are followed
in laboratories and workshops.

. Carrying out any other task assigned by the concerned

heads of center, department, or section.

Laboratory and Workshop Technicians
The duties and tasks of the laboratory and workshop
technicians will be as follows:

i

Organizing laboratories and workshops in coordination
with the heads of center, department or section and
any member of the teaching staff.

. Keeping and updating inventory records of all the

materials and equipment in the laboratories and work-
shops, in addition to implementing the equipment
maintenance schedule.

Cooperating with teaching and technical staff in the
preparation, presentation and production of course
materials.

. Receiving materials from suppliers, making sure of their

compliance with the specifications, and making
entries.

. Ensuring that health and safety procedures are followed

in laboratories and workshops.

. Carrying out any other tasks assigned by the head of

center, department, or section.
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Departmental Committees

Please note the colour coding:

RED-responsibility as recommended in the Strategic Plan

BLUE-as per approved policies

For small department like Fashion and Photography and Pharmacy coordinatdrofficers are sufficient
(instead of committees).

Department Council (DC)

This committee is responsible for setting the overall direction for each Department and guiding the other
departmental committees.
Suggested constitution: HOD/HOC, HOS(specializaion/program/testing coordi nators, other committee
chairs as applicable)
Its responsibilities are as follows:
a) To achieve efficient operation of the management of the Department.
b) Establishing andcancelingdepartmental and sectional committees as the neeatises
c) Monitoring and controlling the work of departmental and sectional committees
d) Providing financial, logistic, and other forms of support for the other committees when possible
e) Amending the terms of reference and constitution of the departmental comniges, if required,
annually.
f) Propose improvements to enhance the educational process and management in the Department
g) Monitor and improve teaching and assessmentquality through appropriate means (e.g., classroom
observation, student feedback, use of latepedagogical techniques).
h) Assign teaching loads to teachers as approved by the Head of Department
i) Establish guidelines and monitor the recruitment of paritime teaching staff
]) Assess thdeaching and generaperformance of staff
k) Manage the CV screeningna in-house local interview process

Department Quality Assurance Committee (DQAC)

The departmental Quality Assurance Committee is responsible for overseeing quality assurance in th
Department, ensuring its consistencywith all sections and its coherence wh the College policies and
procedures.
Its responsibilities are as follows:
a) Monitor the work of other departmental committees
b) Manage data collection and analysis in the Department and produce reports in relatida learning
process effectiveness, andtber significant issues
c) Check compliance with established departmental and college procedures
d) Maintain relevant QA records anddocuments
e) Recommend improvements to the QA system in the Department
f) Identify best practices and spread these across the Deparent.
g) Review the Quality Submanual, policies and send recommended revisions to the Quality Assurance
Unit.
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Advising, Timetabling and Registration Committee (ATRC)

This committee aims to improveand superviseadvising, timetabling and registration in the Department.
Suggested constitution: must include Registrar, Academic Advising coordinators and timetable coordinator.
Its responsibilities are as follows:

a)
b)
c)
d)
e)
f)

9)
h)
)

Manage and improve the registration system and modules

Prepare projection/Forec ast Reports for folowing Semesters

Manage the specialization selection and assignment process in the Department
Ensurethat clashes and conflicts on staffitlnetables are avoided and resolved.
Monitor the assignment of students to advisors

Specify and manage advisor trainig.

Monitor and improve academic advising services provided to students.
Generate reports onstudent retention and progression

Maintain relevant advising, timetabling and registration records andlocuments

Final Exam Committee (FEC)

The *“Final tExeem hCoosmntiite responsibility of ens

providing a standard and fair practice of assessments, examinations, and invigilation. Specifically, the Fin

Exam Committee has the following responsibilities:

a)

b)

Prepares final examination and makeup final examination schedule as approved by the Head of
Department. Other department’s schedule shoul

final exam timetable. A Clashing Report should be submitted by the Coordinatafter gathering

students’ feedback and update the final exam 't
Ensures that Final Examination papers are submitted prior to the examination date in accordance tc
policy.

Ensures that there is ‘“fair’ dfeithé¢hgfaliowing aritegaf 1 n

Invigilation duty must be equally assigned among staff members in consideration of their other
academic duties.

No member of staff should be asked to invigilate two consecutive sessions on any particular day, unle:
it IS necessary.

Two invigilators (proctors) should be assigned to each group if the number of students in a sectior

exceeds 15.
Speci al requests from individual staff me mber
need to be considered favoray, using the “lnvigilation Duty
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d) Assigns hall monitors/coordinators who will regularly monitor the corridors to ensure smooth conduct
of examination. These hall monitors will also deal with students who encounter difficulties once they
started their examinations (e.g. falling sick, or need to use the bathroom).

e) Requires I nvigilators to use the department’ s
means, student falling sick, failure of services like electricity, air conditning, computer systems, etc.

f) Sends via email the procedures or instructions governing invigilation to the invigilators with regard to
the invigilation do’s and don’ts while inside
must be properlyr eported to the concerned committee,
Form.

g) Orients staff members on College Assessment Policy of the College and the procedures, guidelines, «
forms that have been enforced by the college.

h) Takes responsibility on the security of the exam papers from the time these have been submitted to the
Committee until the time these had been handed over to the concerned Course Coordinator.

i) Provides corrective/preventive actions in response to the findings of QA audits.

J) Submits a Summary Report that contains the summary of identified problems, issues, and challenge
during examination and invigilation periods.

kfy Maintains a ‘Final Exam’ Fil e.

[) Performs any other relevant responsibilities delegated by the Head of Departmentfit that would
elevate the standards and quality of final exam supervision and invigilation in the department and in

the College.

Assessment and Appeals Committee

Suggested Constitution : Senior lecturers from different specializations within the Departnent nominated
by HOD.

This committee is to:
a) Handl e student s’ appeal s against final grades

b) Establish an effective mechanism (online/manual) for submission of the academic appeals

c) Form a panel of subject experts (lecturers) in consultation with program aordinator or HOS for
processing the appeals.

d) Notify to the concerned lecturer, to submit to the panel the list of records and documentations,
including cour se detail s, student s final gr
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examination grades, student’ s final examination answer
best student (for reference purposes) and the marking scheme for the final examination paper.

e) Provide logistic support to the panel of subject experts to review the documés and compare them

f)

with standard documents and confirms the grading accuracy. Authorize the panel to consult the course
lecturer for further clarification or to seek any additional justification for a particular grading criterion.

Ensure completion ofgrade review process within the set time frame.

g) Review the papers and recalculate the breakdown of marks/ithin one week from the date of

submitting the appeal to verify the accuracy of all marks.

h) Submit a consolidated report on the appeal results to thelead of Department.

)

Send a copy of revised grades approved by HOD to departmental registrar for updating the revise
grades in the SMS.

Coordinate with Educational Technol ogy Commi t
HCT website, upon the apmval of the Head of Department

k) Maintain a file/folder of records of all the appeals in hard and soft copy format.

Department Curriculum Committee (CC)

Suggested constitution: to include Program/ specialisation coordinators
This committee is to:

a)
b)

c)
d)
e)
)
g9)

h)
)
j)

Provide recommendation regarding the curriculum to the specialization committee.
Implement the decisions arising from the specialization committee related to curriculum.

Monitor standards governing the adherence to outcomes

Monitor standards governing the use ofdtest pedagogical techniques

Monitor standards governing the grading policy

Monitor standards governing the selection of texand referencebooks

Suggest modifications to programs based on job market needsn coordination with the college
Industrial Link Committee.

Monitors, reviews and evaluates course materials periodically

Promote the use of studenicentered approaches in teaching, learning and training, including the use of
appropriate technology, assessment techniques and their weightage.

Maintain relevantdepartment curriculum records anddocuments

Departmental Staff development committee

Suggested constitution: to include Staff Development officer
This committee isresponsibleto:

)

In coordination with the departmental council, the committee plans the staff development activities ensuring
that some of the activities are linked to the staff appraisal.
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J) Invites and makes necessary arrangements for staff development activities (seminar, conference, symposium
or any other academic activities) held inside/outside the college.

k) Conduct feedback surveys for all staff development activities.

[) Coordinate with the Departmental WeBoordinator in posting the information about the Staff Activities on th
Website whenever required.

m) The committee may also undake any other duties or responsibilities as entrusted by the Head of the Departm
depending on the situation.

n) Maintain documentation of the staff development activities.

On-Job-Training Committee

OJT Committee performs the following:

1. Organizing seminar-workshops to all OJT Coordinators and OJT Supervisors to discuss OJT-related matters

2. Conducting orientation for students prior to the start of training, focusing on registration and other issues which
include but not limited to processes and procedures, organizational etiquette, student-trainees’ role, universal law
of honesty and respect etc.

3. Collecting projections from the academic advisors for expected OJT students and confirmation of projected
students after declaration of result. (Online registration)

4. ldentifying and suspending the not registered students for OJT to avoid the student getting allowance without
starting the training

5. Sending list of registered students to student affairs and companies (for OJT placements) and coordinating with
them for placements of students.

6. Assigning the college assessors to facilitate the expedient and effective training of the student-trainees.

7. Networking and communicating with managers, through the HR personnel /supervisor/ college assessors, to
develop an operative Training Plan for the student-trainees.

8. Maintaining communication with the managers, HR personnel or supervisor, through the college assessors in
order to monitor and assess the performance, behavior, and current status of the student-trainees in the

workplace.
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10.

11.

12.

13.

14.

15.

16.

17.
18.
19.

20.

Informing students about career opportunities, trainings offered, and job opportunities advertised by industries by
posting them in the HCT website or similar media.

Inviting corporates for campus interviews and seminars/workshops.

Collecting the training completion certificate from students along with the Student log book.

Checking the transcript of students before forwarding students name to student’s affair for the process of
graduation.

. Updating the status of students from ‘OJT ’ to ‘graduated’ with the date of completion in the departmental data
sheet.

Identifying students not reporting after training simultaneously and reporting the student affairs for necessary
action

Maintaining a directory of OJT students who are currently undergoing OJT and who have completed OJT and
alumni. The directory should contain important details such as: student id, student name, specialization, level,
student email address (both HCT email address and alternative email address), student phone numbers (both
personal mobile number and parents’ contact number), Name of Company for OJT, Date OJT Started, Last Date
of OJT, and Status of OJT.

Maintaining a directory or list of Industries in order that students could select the company where they could do
their On-the-Job Training. The directory should contain important details such as: company name, company’s
complete address, company contact details (e.g. fax number, phone number, email address, website address),
name of company manager, and name of HR personnel or Supervisor.

Maintaining an OJT Committee File that includes all the reports, records and communication for the semester.
Reviewing, assessing and improving the current OJT provision and its effectiveness.

Coordinating with the Quality Assurance Unit regarding the evaluation of OJT, using the survey questionnaire
prescribed by the College.

Organizing and conducting the staff orientation programs for new and old staff members for the new procedures
and developments in OJT.

Performing any other relevant responsibilities pertaining to OJT assigned by a Head of Unit/Department, Head of
this Committee or the Ministry.
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Health, Safety & Environment (HSE) Committee

The HSE committee and the team members of the safety team will be responsible for the overall safety in
DAS, especially in the labs. The responsibilities are to:

e Develop a safety culture in the department by adopting various strategies like organizing seminars,
ensuring that all staff and students receive a copy of the lab safety manual, conducting a survey
among staff and students to check their attitude towards safety and awareness of safety principles

e Assess the safety in chemical and biological stores and check the functioning of equipment and
appliances in all labs

e Check whether and chemical and biological wastes are being disposed in an appropriate manner

e Evaluate our workplace accident prevention program and discuss recommendations for
improvement, if required

e Plan for hazard identification, risk assessment and risk control by consulting departmental QAC
e Conduct fire drills and mock emergency evacuation procedures with the help of the college HSSEC

e Analyze causes of any incidents and accidents that might have occurred in the labs and take steps
to minimize their occurrence

e Ensure all safety procedures initiated are being implemented
e Work with staff and technicians of APS to resolve safety complaints
e Keep safety bulletin boards in the labs current

e Maintain a record of all incidents, accidents and near-misses with respect to the
e time of occurrence, date, place, parties involved, actions taken etc

e Conduct spot inspections on a regular basis

e Apprise HoD of current safety concerns
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Financial Budget Committee

10.
11.

12.
13.

14.

Oversee the preparation of the annual sectional/unit budget following the directives/instructions of the Head of
Department

Conduct pre-inquiries or refer to previous purchase documents and catalogues to come up with realistic prices
for laboratory supplies included in the budget

Consolidate the sectional/unit budget into the annual department budget

Transmit purchase requests to the Finance Department following the staggered purchase letter transmittal
schedule set by the Head of Department

Assist the Finance Department in collecting bids/quotations for purchase requests by contacting suppliers and
monitor that they submit quotations

Summarize quotations/bids received from the Finance Department. Selection of offer is primarily guided by
quality/technical specifications conformance to requirements. Price is a secondary consideration.

Request suppliers to clarify offers through demonstration, presentation, product review papers, or through
visiting supplier clients who have already purchased the needed lab supply/equipment.

Liaise with the Finance Department regularly to check progress of LPO preparation and issuance to selected
suppliers

Monitor progress of purchase processing by suppliers to ensure ordered supplies reach the Department on or
before the LPO delivery term

Inspect deliveries by suppliers against LPO technical specifications

Transmit duly signed delivery orders and Main Store forms to the Finance Department as soon as they are
signed

Ensure copies of DOs and other related purchase documents are filed in the section/unit

Analyze budget processing by comparing budget price against actual purchase amount and assessing timelines
for quotations summary preparation, LPO issuance, and suppliers’ deliveries.

Identify problems encountered during budget preparation and processing and propose measures to ensure the
process is more efficient in the succeeding academic year
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Departmental Research & Consultancy Committee

10.

11.

12.

The committee shall do all the needful to realize the above objectives (stated explicitly and implicitly by
the College Committee by discussion/debate during their meetings and formulating the course of action
from time to time. However the following will be the broad duties and responsibilities of the committee.

Identify the potential researchers whether staff or interested students at the departmental level by a
questionnaire circulated to all the staff members and creating a database with their research interests by
documenting their research publications at each section of the department along with their willingness to
continue further research at the department.

Formulating the research priorities at the departmental level after going thoroughly and try to match them
with the Higher College of Technology and national research priorities.

Formulate a strategy with an integrated plan matching with the Department and national priorities for
research and monitor and supervise its development and implementation.

Support staff and student innovation and research programs in accordance with the priorities identified at
the department level, college level and also at the national level for the research.

Support staff to undertake consultancy activities within the provisions of college bye-laws and other rules
and regulations.

Support scientific publication and provide information on research and educational resources.

The committee oversees all the external Research Proposals from the department submitted to The
Research Council of Oman or other agencies either by the staff or students and give their written
comments to the Head of the Department for further action.

If at some point of time, the department gets a research grant from the Higher College of Technology
management or Ministry of Manpower or any other agency, then the committee will also discuss the
research budget allocation and the proposed distribution among the various sections/researchers before
inclusion in the departmental annual budget or time to time grants.

The deliberations and discussions of the committee on the constraints, criteria and risks in establishing the
success factors will be the basis for making the future decisions and for confirming or developing a
common understanding of the scope among the researchers within the department and their external
national and international collaborators, administrators and the funding agencies.

The committee may also undertake any other duties or responsibilities as entrusted by the Head of the

Department depending on the situation from time to time.

The Committee has such executive powers, supervisory functions and decision-making authority as the
Head of the Department and Departmental Council delegates from time to time in relation to the research
and consultancy portfolio.
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13. Invitation to two student representatives for special meetings involving student staff interaction (on such
occasions like seminars/workshops/exhibitions/projects targeted for students) can be made by the head of
the committee on the directions of the Head of the Department from time to time, when a need arises

Page 27 of 44



ORIENTATION PROGRAM EBMRANI LECTURER

GOALS OF ORIENTATION

The overall goals of this orientation are:
e to ensure newstaff have learned the key people, resources, and expectations oftiege
e to orientnew employees to the Colleggganiation, the community, and the school campus
e to encourage novice teachers to approach probisaiving of ongoing classroom challenges in the context
of their strengtls and the requirements adducation.
e to build teaching confidence, techniques andsslaom management

OBJECTIVES OF THE ORIENTATION:

New staff orientation means a lot more than showing the locations of the facilities: Offices, classrooms and other;facili
gives the new staff a chance to ask questions about the scheme, organiaatiostructure, the whole process in general
Orientation also allows the management to know his new staff and coach him in the college's way of operation. Amc
objectives, a positive orientation should set the tone for a positive empleyguloyee rdationship. This type of program is a
personalized approach to convey a welcome message to the new staff.

This practicum was designed foew assistant lectureto adapthimselfin the operation of the college by means oiv@ek
orientation and training ppgram The program is designed to develop and implemenintation which includes:
presentations on personnel policies, understand college policies and procedures, demonstrate an understanding of cla:
management techniquedo identify the goals andnission and vision of the collegend finally to foster a quality and
confident educator.

SUGGESTED STRUCTURE OF THE PROGRAM:

e The department is to assign two mentors, namely Academic & Administrative mentors chosen from the
respective section/unit to gde the new asst. lecturer in the whole period of orientation program.

e Assigned mentors will be rewarded with three (3) hours of unit load per week.

e The mentors should be experience lecturers that have at least 5 years of teaching experience whose ¢
observation result is excellent. The head of each section has to select the academic and administrative
mentors from his staff.

e The academic and administrative mentors have to prepare a detailed schedule for the different tasks tc
performed by the menteeluring the orientation program.

e We suggest that administrative mentoring should be done along with the academic during the mentorsl
period.

e aSyiSSQa ¢AYSGlIoftS f2FRY

0 1/3 Administrative
0 2/3 Academic

e The first week should be an introduction given by #uministrative mentor

 Before the end of the Bweek, a committee made of the two mentors and the Head of Section/Unit will ¢
for class observation. The new staff shall be informed in advance about the date of the observation as
as the class he witle teaching (one of the classes he is shadowing). After the observation, the committe
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will schedule a HoS/HotJNew Staffconferencegiving him the detailed feedback of his performance from
the class observation and suggest recommendations.

NEW OMANI LECTUREBSENTATION PROGRAM
(BWEEKS PROGRAM)

DAY ACTIVITY

Weekl | - GENERAL INTRODUCTION

Job Description

Learning Objectives of the Program
Introducing the New Staff

Tour of Facilities

Library and BBooks

mooOw2

Il - College and Departmentr@anization Structure
[l - Start of class shadowing at the last day of the week

Week?2 | ¢ Class Shadowing (Theory and Practical)
Il ¢ Advising

Il ¢ Filing System

IV ¢ Health and Safety Measures

V ¢ Student Attendance Monitoring

Week3 | ¢ ClassShadowing (Theory and Practical)
Il ¢ Learning about SMS

lll ¢ Student Registration Orientation

IV ¢ ELearning Orientation

Week4 | ¢ Class Shadowing (Theory and Practical)

Il ¢ Learning how to prepare PowerPoint Presentation

lll cLearning the effedte use of Excel Program

(If Possible, through the connivance of the HoSes/HoU, this session (Il and 111)
be arranged in such a way that it can be attended by all the newly appointed
assistant lecturers on whatever section/unit.

Week5 | ¢ ClassShadowing (Theory and Practical)
Il ¢ Learning how to prepare Examinations
[l ¢ Quality Assurance Orientation
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Week6 | ¢ Class Shadowing (Theory and Practical)
Il ¢ Onrthe-Job Training Orientation
[l ¢ Assisting in Marking Examination Papers

Week7 | ¢ Class Shadowing (Theory and Practical)
Il ¢ Learning about Invigilation

Week8 | ¢ New Assistant Lecturer Class Observation
Il ¢ HoS/Hol; New Asst. Lecturer and mentors post Conference.

¢ Q & A session between New Asst. Lecturer and orsrfor other relevant
issues that needs clarification with regard to the general scope of the operation
IV ¢ Submission of Evaluation Checklist

FLOW OF ORIENTATION PROGRAM

ACTIVITY

General Introduction

College and Department Organization
Structure

Class Shadowing (Theory and Practical)

Advising

WEEKL | WEEK2 | WEEK3

WEEK4

WEEK5

WEEKb

WEEK7

WEEK3

CAftAy3d {eaisSy o[ SO
Il ROAASNDRa TAf SO

Health and Safety Meases in the
laboratory

Student Attendance Monitoring

Learning about the SMS

Student Registration Orientation

E-Learning Orientation

PowerPoint Presentation & Excel Progral

Learning to prepare Examinatio

Quality Assurance Orientation

OnTheJob Training Orientation

Assisting in Marking

Learning about the Invigilation

Class Observation, Post Conference, Qq
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NEWOMANI LECTUREHRIENTATION PROGRAM
EVA.UATION CHECKLIST

Possible ratings are:
Deficient (1)
Adequate (2)
Excellent (3)

Name of New Lecturer:

Administrative Mentor Date Academic Mentor

TASK RATING COMMENT

| completed my first day orientation.

| know what is expected of me lonyy Head of
Section/Unit

I understand my role and responsibilities.

| received my employee information number
and my data are available at the web and | ¢
operate the email successfully and | can
access the college intranet site.

| reviewed therecommended reading
materials.

I have essential supplies and equipment to (
my role, or know where to get them.

| developed confidence in making the
PowerPoint Presentation and | could manag
Excel program very well after the hands
sessions.

| fully understood the role of Quality
Assurance and what is expected from me to
make it a success

| fully understood the Student Advising systg

| fully understood the Registration system

| fully understood the #earning system

| believel can prepare good examination
paper model

| fully understood the preparation and
O2yiSyida 2F fSO0dNB)

| believe | could teach effectively and
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properly implement active classroom
management

I understood what is expected fmolecturers

before, during and after laboratory practical
and the awareness for the health and safety
of students while performing lab experiment|

| developed a thorough knowledge in markir
the examination papers and the marking
schemes.

| found that after the class observation and

post conference between me and my head (¢
section/unit and mentors, the suggestions a
compliments/comments | received was very,
supportive for my professional advancemen

The orientation and design was effective at
meeting the stated objectives.

Finally, after the thorough orientation
program, | believe | am now ready to manag
a class effectively

Things | Liked Most About My Orientation

Things | Like Least About My Orientation

Other Comments or Suggestis

New Staff Signature:

Name and signature of Academic Mentor:

Date:

Name and signature of Administrative
Mentor:

HoS/HoU Name and Signature
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NEWLWHIREEXPATRIATEECTUREBRIENTATIORROGRAM

GOALSDFORIENTATION
Theoverallgoalsof this orientation are:

e Toorient newemployeedo the Collegeorganizationand expectationf the college.

e Toproducehigherlevelsof job satisfactionandlower turnoverrates.

e Tobuild apositiveemployeremployeerelationship.

e Togivenewemployeeghoroughassistancegynamicsupportandhelpfulguidanceto become
productiveandfully equippedmemberof the teachingstaff.

OBJECTIVESF-THEORIENTATION:
Thispracticumwasdesignedor newly hired expatriatelecturer to adapthimself/herselfin the operationof
the collegeby meansof 2-weekorientation program.

TheNewlyHired Expatriatel_ecturerOrientationProgramisthe first stepin welcomingnew hiresto the
HigherCollegeof Technologylts mainobjective is to familiarizenew employeeswith the Collegeits
organizationaktructure,its policiesand procedureshealthand safety,andto enablethemto getabetter
understandingpf what is expectedfrom them aslecturer.In addition, the sessioristo provide new lecturers
with allthe pertinentinformationthey needto beginworkingon a new environment.

New staff orientation meansa lot more than showingthe locationsof the facilities: Offices,classroomsand
other facilities; indeed, it givesthe new staff a chanceto askquestionsabout the scheme,organizationand
structure, the whole processin general.Orientationalsoallowsthe managementto know the new staff and
familiarizehim/her in the college'sway of operation. Amongits objectives,a postive orientation shouldset
the tone for a positive employeremployeerelationship. Thistype of programis a customizeapproachto
conveya welcomemessageand to identify the goalsand missionand vision of the collegeand to foster a
reliableand quality educator.

Eventually,the fact about the consequencef poor performanceis also emphasizedclearly to prevent
possiblefuture misunderstandingg disciplinaryassessmendr correctiveevaluationbecomesessential.

SUGGESTEHTRUCTURBFTHEPROGRAM:

e TheHeadof Section/Unitisto assigrntwo mentors,namelyAcademic Administrativementorschosen
from the respectivesection/unitto guidethe newlecturerin the whole period of orientation program.

e Theacademiandadministrativementorshaveto preparea detailedscheduldor the different tasks
to be performedby the menteeduringthe orientation program.

e Wesuggesthat administrativementoringshouldbe done aheadwith the academiduringthe
mentorshipperiod. Theoryand practicalclassshadwingshallbe part of academiarientation.

e Atthe endof the 2" week,the newlecturer shallbe giventeachingloads.

e Acommitteecomposedf the two mentorsandthe Headof Section/Unitwill gofor A preliminaryclass
observation.Thenew lecturer shallbe informedin advanceaboutthe date of the observation After
the observationthe committeewill schedulea meeting,givinghim the detailedfeedbackof his
performancefrom the classobservationand suggestecommendations.
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NEWLHIREEXPATRIATEECTUREBRIENTATIORROGRAM

(2 WEEK8ROGRAM)

DAY

ACTIVITY

Day-1*

Generallntroduction
0 Meetingwith the Headof Department
U Submissiof EndorsemenDocumentfrom the HRDepartment
U Distributionof Staff Orientation HandboeWebsite Link
0 Meetingwith the Headof Section/Unitg Partl
U Submissiof PersonaDocumentdor Filing
U JobDescription
U ProperDressCode
0 WorkingHours,shortLeave Overtimeand Sick_eave
U ProbationaryPeriod
0 Introductionto the Mentors (Administrative& Academic)
Introductionto FacultyMembersand Staff
0 Introductionto AcademicCoordinators
(Web,ELearning StaffActivity, QA, Timetablingand RegistrationHealth
and Safety,OJTetc.)
Tourof Facilities
0 Library
LaboratoryRooms
StaffRooms
Canteen
Clinic
Classrooms

o

O OO0 oo

Day-2*

Facilitationof Documentsand other Hiring Requirementsand Formalities

0 AdministrationUnit of the College

U CollegdD

U Processingf Labour/ResidenCard

(Ministry of Health,ROP)mmigration,etc. for AgencyHired)

0 ETGComputerAccessPasswordlog-in NameAssignetc.)
o OfficeRoomAssignmentRequesbf OfficeEquipmentand OfficeSupplies
0 Supplyof TeachingViaterials,LaboratoryManuals,Books etc.

*Note: Activitieson Day1 and Day-2 isflexible( mayinterchange)
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DAY

ACTIVITY

Day-3

Sessiorwith Administrative Mentor
Thenew staff will be briefed about:

0 CollegeandDepartmentOrganizatiorStructure
HCTPolicyManagementSystem
CollegeBy-Laws
Ministry and AgencyHired StaffDisparities
Libraryand E-Books
Learningabout SMSStudentMessagingservie)
Leave(Emergencyeave,Annualleave,etc.)
Regulaloadsand OvertimeLoads

O OO0 O0OO0OO0Oo

Day4

Sessiorwith Administrative Mentor
Thenew staff will be briefedaboutthe DepartmentalCommittee§Duties&
Responsibilities
DepartmentalCouncil
QualityAssuiance
Advisingtimetablingand Registration
ExaminationAssessmerand Appeals
CurriculumDevelopmen{Specializatio€ommittee)
StaffDevelopment
OnJobTraining
Health,Safetyand Environmental
FinanciaBudget

O O0OO0OO0OO0OO0OO0OO0OOo

Day5

Sessiorwith Administrative Mentor
Departmental 2 2 NR A DitieS&REspdRsibilities
StaffActivity Coordinator
Web Coordinator
ELearningCoordinator
Registrarand TimetableCoordinator
CourseCoordinator
StaffOrientationCoordinator

O O OO0 OO
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Day-6

Sessionwith AcademicdVientor

(0]

(0]
(0]
(0]
(0]

Introductionto CourseCoordinators
LearningObjectivesf the Program
FilingSystem

Preparationof DeliveryPlan
CourseFileand [ S O G ditdB NI &
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DAY

ACTIVITY

Day-7

1. ClassShadowing
o Theory(1 Hour)
o Practica2 Hours)
- 1Hr¢ ClassSitin
- 1Hr¢ SessiohabSupervisor

2. Sessionwith AcademicdMentor
o PowerPointPresentatiorFilesof the Section/Unitavailablefor t S O (i dsblB
o EffectiveUseof ExceProgram
o Sessiowith { S O (i laBoyat@r§Supervisor
- Laboratoy Safetyand ManagemeniSystem
- Requesbf LaboratoryEquipmentfor Clas€Experiment
- ProperStorageand Disposabf Chemicalsind BiologicaWaste
- ExperimentPowerPointPresentation
- Observancef LaboratoryTiminggComingand Leaving)
- ¢ S OK Yy Fuddtinsar Buties
- LaboratoryManualsand Supplies
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Day-8

1. ClassShadowing
o Theory(1Hours)
o Practica2 Hours)

2. Sessionwith AcademidVientor
0 Examination
- RulesandRegulations
- Make-up Examination
- ReSitExamination
- Invigilation
- Preparation
- Marking System
- Reportand Submission
- Resit Examination
- ExaminatiorResultAppeals
0 StudentAssessmenBystem
- ContinuousAssessments
- Non-ContinuousAssessment
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DAY

ACTIVITY

Day9

1. ClassShadowing

(0]
(0]

Theory(1 Hour)
Practical2 Hours)

2. Sessiorwith Academic Mentor

(0]

(0]

StudentAttendanceMonitoring

U AbsentLate,No-ShowandWarningLetterfor Tardiness

(How to deal with absencesfor a continuous and non-continuous

assessments)

SickLeave/MedicaCertificate

Postponementnd Droppingof Course

Announcemenif examinationresults
racticum(Handson Assistance)

U StudentAdvising

ELearning

Accesdo StudentManagementSystem

UploadingStudentMarks

Accesdo PolicyManagementSystem

O I = -

et ent i e et B

Day10

1 ClassShadowing

(0]
(0]

Theory(1 Hours)
Practical(2 Hours)

2 Q&A

(0]
(0]

3

O O O O

Areviewof the aboveactivities.
FinalSessiorwith Academiand AdministrativeMentors, Q&A

Meeting with the HoS/HoUand the two mentors

[ SOl dmBadxElasObservation)

i ByManagement

U ByStudent

U Congquencesf PoorPerformanceAfter Evaluation
Resignation/TerminatioRrocedures

ClassSubstitution

Discus®ther relevantmatters/issuedor clarification,if any
CollectTimetable(Teachind.oads)

ENDOFORIENTATIORROGRAM
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Departmentof Apgied Sciencesully supportsthe endeavorof the Collegeto givepriority to students.The
staffis expectedto impart to the studentsa quality educationthat iscommendabldo applyprofessionally
andpersonallyThisisto preparestudentsto facethe upcomingchallengesoth in workplaceandat home
andbe groomedasvaluableand productivecitizens.Therefore it isessentiafor the facultymemberto
manifeststhis endeavorthroughtheir wordsandactionswhenthey teachanddealwith the students.

EXPECTEPROGRAMDUTCOMBFTERRIENTATION

Lesserworry, apprehensiorand anxietyfor the new expatriatelecturer

Afully preparednewlecturerto do the expectedtasksexceptionally
Excellenteachingoutput and methodologies
Increasedstudentachievementcourselearningand understanding
Auniversalculture tolerancethroughoutthe workplace

Fulfillcollegemissionand set of objectives

Fosterprofessionatialoguefrom amongthe lecturers,supportstaff and students

[t e e B o S ot B ot N o]
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SUMMARYOFTHEPROPOSHELOWOFORIENTATIORROGRAM

ACTIVITY

DAY¥1 DAY-2

DAY3

DAY4

DAY¥5

DAY-6

DAY-7

DAY-8

DAY9

DAY¥10

GenerallIntroductionand Tourof the Facilities

Facilitationof documents HiringRequirementsnd other Formalities

Sessiomwith AdministrativeMentor

Sessiomwith Academidvientor

ClassShadowing(Theoryand Practical)

Library,E-BooksOrganizatiorStructuresPolicyManagement
SystemSMS| eave L oads Substitution

DepartmentalCommitteeg Dutiesand Responsibilities)

DepartmentalCoordinatorgDutiesand Respaisibilities)

Introductionto { S O (i GoRrgeCvardinatorsPressCode Job
Description LearningObjectivesFilingSystemCourseFileand
[ SOU didB ND &

PowerPointand ExceProgram

ExaminationRulesand RegulationsMarking,PreparationReport
andsubmissionReSitand studentappeal

[ SOl EMBatdythe Managementand Students,Student
Attendance PracticumHandson Trainingin PowerPointand Excel
programs

Conferencewith the Headof Section/Unit, Timetable(Teachind.oads
Assignments)
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NEWLHIREEXPATRIATETAFORIENTATIORROGRAM
EVALUATIORHECKLIST

Possibleatingsare:
Deficient(1)
Adequate(2)
Excellen{3)

Nameof the NewlyHired Expatriatelecturer:

AdministrativeMentor

Date

Academidvientor

TASK

RATING

COMMENT

| completedmy 2 weeksorientation.

| submittedthe documentsand completed
requirementsandother formalitiesrelevantto my
employment

I knowwhat is expectedof me by my superiors

| receivedmy employeeinformationnumberand
my dataare availableat the weband| canoperate
the e-mail successfullandl canaccesghe college
intranet site with ease.

| reviewedthe recommendedeadingmaterial
6 [ S O ivimN& adIChllegeBy-laws).

I haveessentiakuppliesandequipmentto do my
role, or knowwhereto getthem.

I understandmy role, dutiesandresponsibilitiesas
lecturer

| caneasilymanipulatecomputerto do andexecute
PowerPointPresentatiorand Excekoftware

| fully understoodthe role of QualityAssurancend
whatis expectedirom meto makeit asuccess

| fully understoodthe StudentAdvisingsystemand|
canmanageto advicewith confidence

| fully understoodthe Registratiorsystem

| havereadandacknowledgedhe Policy
ManagementiSystenof the College

| fully understoodthe Elearningsystem

| believel canpreparegoodexaminationpaper
model

| fully understoodthe preparationandcontentsof
f S O teNaBdNdDraefile

| believel couldteacheffectivelyand properly
implementactiveclassroonmanagement
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I understoodwhat is expectedfrom lecturers
before,duringandafter laboratorypracticaland
the awarenesdor the healthand safetyof students
while performinglab experiments.

| developedathoroughknowledgein markingthe
examinationpapersandthe markingschemes.

| foundthat after the classobservationandpost
conferencebetweenme andmy headof
section/unitandmentors,the suggestionsand
compliments/commentsvill be supportivefor my
professionabdvancement

| am awareof the consequencefor my successive
poor performancesafter observation/evaluation

I knowall the dutiesandresponsibilitieof a
DepartmentCoordindors aswell asthe
DepartmentCommittees

Theorientation systemfor a newly hired expatriate
lecturerwaseffectiveat meetingthe objectives.

Finally after the thoroughorientation program,|
believel amnow readyto managea class
effectively

Thingd LikedMost About My Orientation

Thinsl LikeLeastAboutMy Orientation

OtherCommentr Suggestions

New StaffSignature:

Nameandsignatureof AcademidVentor:

Date:

Nameandsignatureof AdministrativeMentor:

HoS/HoWNameand Signature
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ADMINISTRATIMEY9 b ¢ hMERQBACK

Administrative Mentor (NameandSignature)

Nameof Mentee:

R VAV B

TASK

Thementee:

YES

Pis tick (K) onthe
appropriatebox

) iolr COMMENT
NO | SURE

R VA VA

1. | Finishedhe entire assignedasksasscheduled

P V)

2. | Is keenin learningthe orientation program

3. | Isattentive, opernrmindedand cooperative
duringdiscussions N

4. | Isknowlkedgeableandgoodcommunicator

5. | Iswell prepared,punctualandwell organized

6. | Disclosesloubtontopicswheneverunclear

7. | Patient,experiencedandflexible R

Generalcommenton behavior,personalityand professionahbilitiesand disposition.

ACADEMI@ 9 b ¢ hMERQBACK

AcademicMentor (Nameandsignature)

Nameof Mentee:

TASK
Thementee:

Pistick (K) onthe
appropriatebox

YES

NO

pelr COMMENT
SURE

1. | Finishedhe entire assignedasksasscheduled

n

Is keenin learningthe orientation program

w

Isattentive, openrmindedand cooperative
duringdiscussions

Isknowledgeableandgoodcommunicator

Iswell prepared punctualandwell organized

Disclosesloubt on topicswheneverunclear

Njo|ok

Patient,experiencedandflexible

Generalcommenton behavior personalityand professionahbilitiesand disposition.
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