


















2.2.1 THE ROLE OF THE BOARD OF DIRECTORS 

The effective implementation of the Internal Quality Assurance System presupposes a clear commitment of 

the College's Board of Directors to quality. The Board is responsible for shaping the College's strategy and 

its dissemination at all levels; for setting goals and respective expectations for efficacy; for creating an 

academic environment that promotes integrity, meritocracy and equality; for promoting good practices and 

innovation; and, for fostering a culture of self-evaluation and continuous self-improvement. More specifically, 

the Board ought to contribute to: 

• the setting-up of various committees;
• the monitoring of the implementation of the quality objectives and the overall operation of the IQAS;
• the harmonisation of the quality policy with the general strategic objectives of the College regarding

academic and administrative functions;
• the communication of the quality policy to all staff (academic and administrative), the exchange of

views on issues related to the IQAS, the discussion of possible improvements or techniques used, etc.;
• the securing of resources for the implementation of the quality policy and the operation of the IQAS;

and
• the decision-making for the continuous improvement of the College's educational, research and

administrative work during the review of the IQAS.

2.2.2 THE ROLE OF THE STATUTORY COMMITTEES 

In order to improve the quality of the College's operation, the following Committees have been established, 

which are composed of members of the administrative staff, members of the faculty, as well as students: 

• The Administrative Committee
• The Academic Committee
• The Internal Quality Assurance Committee
• The Disciplinary Committee
• The Student Affairs & Welfare Committee
• The Student Council

The committees meet occasionally as they are responsible for monitoring the development plan of the 

College and are accountable to the Board of Directors in order for the relevant developments to be 

effectively monitored. With regard to the organisation and planning of the committee's meetings, the 

procedure is as follows: 

1. According to the duties assigned to each committee and the College operations carried out within a

specific timeframe, the chairperson of each committee, in collaboration with the Head Registrar,

determines the frequency of the committee's meetings.

2. The Head Registrar of the College prepares the schedule of the committees' meetings for each

academic year and sends it electronically to all the members involved. As long as there is agreement

on the dates set for the meetings, the schedule is finalised. Quorum exists when the number of

participants is higher than the number of absentees.

3. Each member of every committee submits matters for discussion which are given in writing to the

Head Registrar in order to determine the agenda of each meeting.

4. The meeting is held, and minutes are taken and signed by all the participants.

5. The decisions taken are publicised within the academic community. 

It is noted that in terms of calling for a Disciplinary Committee's meeting, no schedule is set as it is called for 

only when deemed necessary since it examines all matters that constitute or concern a violation of the 

College's rules and regulations when occurred. Finally, the Student Council acts as a means of 

communication between the College and its students. It is an autonomous council and appoints its meetings 

as deemed necessary. 

The Administrative Committee 

The Administrative Committee deals with matters relating to the management and implementation of 

College administrative policies and defines their development. It also evaluates and contributes actively to 

the progress of the educational system by applying or rejecting various processes pertaining to the 

management of all their aspects, aiming at the orderly operation of the College. The Administrative 

Committee consists of the College Director, the Managing Director, the Director of Academic Studies, the 

Director of Finances & Economics, the Director of Admissions & Enrolment, and the Head Registrar. 
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More specifically, the Administrative Committee is responsible for: 

managing effectively the College resources for the processing of administrative matters; 
• dealing with any matter relating to the orderly operation of the College;
• applying and observing the administrative policy as approved by the Board of Directors, and

examining the reports submitted by the members or other administrative staff or committees
pertaining to the administrative policy or other matters;

• developing, implementing and observing the administrative policy on various matters;
• developing policies pertaining to the development of the human resource of the College;
• coordinating the efforts made for the provision of better services, the availability of facilities,

equipment and materials, etc.;
• examining the aims of various programmes in accordance with the required budget and defining the

guidelines for their processing; and
• encouraging the bonds with the community, industry, academic institutions and professional bodies

which will enrich the student's learning experience and the continuous development and
improvement of the College.

The Academic Committee 

The Academic Committee is the highest body after the Board of Directors. It consists of the College 
Director, the Director of Academic Studies, the Head Registrar, the Head of Quality Assurance & 
Enhancement, the Quality Assurance & Enhancement Officer, a faculty representative and a student 
representative. The Academic Committee deals with every matter related to the general College policy 
which affects the College life and contributes to its improvement, such as the academic standards, the 
teaching methodology followed to meet them, and students' criteria for promotion and graduation. The 
Committee meets twice per semester and regulates matters pertaining to the educational work, the faculty 
and the students. During the meetings, the Academic Committee is informed and discusses about the 
subjects' progress and the possible weaknesses or problems that appear in each programme of study, the 
capabilities of the teaching staff and their contribution, as well as their academic development. The 
Director of Academic Studies gives instructions and advice for the solution of various problems and 
transfers the ones that (s)he is not accountable for to the College management. 

More specifically, the Academic Committee is responsible for: 

• approving the content of the subjects and the teaching methods employed, especially before the
beginning of the academic year and whenever it is needed;

• approving the award of academic degrees and certificates;
introducing and establishing regulations for specific purposes whenever a student must withdraw or
be suspended for disciplinary reasons or (s)he wishes to temporarily or permanently cease his/her
studies for personal reasons;

• defining, transferring or suspending exam invigilators when it is necessary;
• approving or rejecting issues related to the administrative or academic strategy of the College;

reviewing and making suggestions on the academic and advisory support offered to the students;
reviewing the students' final grade when there is a serious reason (e.g. health), and defining
alternative assessment methods - orally, in writing, electronically or in any other way which is
considered right;

• forming new sub-committees and groups in the College with special responsibilities and operations
when necessary; and

• creating the appropriate conditions for conducting research, as well as promoting and encouraging
the faculty to undertake research in collaboration with the Internal Quality Assurance Committee.

The Internal Quality Assurance Committee 

The main College institutional body that aims at formulating and implementing the quality assurance policy 
is the Internal Quality Assurance Committee. The Committee consists of the Managing Director, the Director 
of Academic Studies, the Head of Quality Assurance & Enhancement, the Quality Assurance & Enhancement 
Officer, three faculty representatives, and a student representative. Its purpose is to coordinate, analyse, 
record and evaluate all the issues related to the assurance of the quality of teaching and administrative work, 
the programmes, other operations and services of the Institution, as well as its infrastructure. It is responsible 
for preparing and publishing the special self-evaluation reports in relation to the External Evaluations 
regarding the Institution, according to the European standards and guidelines for quality assurance in higher 
education. These are determined and published by the CYQAA based on the criteria and the quality 
indicators, provided by the provisions of Article 6 and according to the provisions of Law 136 (I) 2015. It also 
supervises all the evaluation procedures, assuring that the typical mechanisms operate properly (e.g. use of 
tools - questionnaires, forms, documents, etc.). 
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The Internal Quality Assurance Committee collaborates closely with members of the administrative staff (the 
Head Registrar, the IT Department, the Department of Finances & Economics, the Research Centre, the 
Academic Committee, the Student Affairs & Welfare Committee and the Administrative Committee) in order 
to gather all the information needed for an evaluation. It also collaborates with the faculty and the students 
both in the initial phase of specific evaluations with the completion of all relevant questionnaires and, at a 
later stage, with their representatives' participation in meetings to discuss the results of various surveys and 
find actions for improvement. However, an equally important role in quality assurance is played by the Board 
of Directors which aims at guiding and coordinating services, preparing and submitting the strategic plan, as 
well as monitoring, evaluating and adjusting its targets. 

In the context of the Institution's quality assurance system, the results are usually obtained from the 
completion of questionnaires or other forms and maintaining common procedures upon agreement between 
the members of the academic community involved. Data are also collected from interviews or group 
discussions (between members of the various committees, members of the administrative staff, the faculty 
and the students). Initially, the design and standardisation of data collection tools, and the establishment of 
relevant procedures for the extraction and formulation of results and conclusions constitute the main goal 
during the evaluation procedures. The main tools used to ensure and check the quality of the learning 
process are the following: 

Lecturer Evaluation Questionnaire 

The Lecturer Evaluation Questionnaire includes the following thematic sections: A. Quality of teaching -
lesson delivery, B. Preparation of assignments, C. Lecturer's skills, D. Expectations of studying. The 
questionnaire is completed by the students at the end of each academic semester. Initially, the specific 
questionnaire was distributed (for every subject) during the lesson and completed anonymously by the 
students upon the lecturer's departure from the room. But later, the specific questionnaire was uploaded on 
Moodie for the students to complete it electronically during the last week of classes. 

Lecturer's Observation Form 

A class observation is determined by the following factors: the lesson planning-orientation that determines 
the teaching objectives; the strategy through which they will be achieved; and, the assessment. 
Observation establishes collaborative relationships while realism, self-confidence and flexibility in 
teaching are developed. All lecturers are informed about the purpose and stages of the observation at the 
beginning of each semester from the Performance Evaluation Handbook for Lecturers. A class observation 
lasts for at least 55 minutes. Upon completion of the process, the observer/evaluator completes a 
form (Lecturer's Observation Form) with comments and remarks. Observations are performed for 
formative purposes and always aim at the lecturer's development and improvement. To this end, upon 
completion of the observation, a professional discussion is held between the observer and the observed, 
announcing the results of the observation and giving feedback that lays the foundations for reflection. 

Subject Evaluation Form 

The Subject Evaluation Form is one of the main tools as far as teaching and learning evaluation is concerned. It 
is completed by the lecturer of each subject at the end of the semester. In case of co-teaching, the lecturers 
agree upon the content of the form, so that for each subject there is only one form. 

Library Evaluation Questionnaire 

The library evaluation focuses on lecturers and students' satisfaction with the library services, and seeks to 
improve the weak areas. This evaluation is anonymous. 
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Annual Staff Evaluation Form 

The Annual Staff Evaluation Form of the administrative staff is completed by the Human Resource Director 

at the end of each academic year. It aims at the improvement of the quality of supportive services in the 
Institution such as the administrative services. All the members of the administrative staff are evaluated in 
terms of their performance in employment skills (e.g. leadership, organisation and planning, negotiation, 
teamwork, cooperation, communication, adaptability, etc.). The strengths and weaknesses of the employee 
are highlighted on the form, along with suggestions for improvement. The ultimate goal is professional 
development/growth and, thus, the increase of productivity in the Institution promoting excellence and 
quality. 

For data analysis, a database has been created to systematically structure and store all data. Data in Excel 
format can usually be extracted for further statistical processing. The College has ensured that these data 
are accessible only to authorised people - the website of this sub-system can only be visited through the 
internal network of the College. After that, all stakeholders are informed about and discuss the results with 
the main positive and negative points of the College according to each criterion. This is followed by the 
recording of opportunities to benefit from the positive points and the potential risks from the negative 
points, while improvement measures for the aspect evaluated are proposed and recorded. 

4.2 THE COLLEGE'S RESPONSIBILITIES IN RELATION TO ASSESSMENT 

Student assessment is a fundamental part of the teaching and learning process. Apart from providing 
a measure of the students' achievement, it also provides diagnostic information for the lecturer and 
the student to improve the learning and teaching process. Therefore, assessment constitutes a core 
element at Casa College and, in order to be successful, it is based on the following principles: 

i. The College has the responsibility to ensure that:

• the assessment process is fair and reliable;
• lecturers assess students regularly and provide feedback to students where possible;
• students are notified about their grades on time and advice is given to them for improvement;

and
• any instances of student malpractice concerning their assessment are fairly and fully

investigated.
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5. STUDENT ADMISSION, PROGRESSION, RECOGNITION & CERTIFICATION

5.1 STUDENT ADMISSION & REGISTRATION 

Casa College follows a non-discrimination admissions policy (see Equality & Diversity Policy of Casa College), 
and actively seeks to recruit and enrol students of different backgrounds, interests, talents and cultures, in 
order to create and sustain a multicultural environment. Therefore, the student population of our Institution 
consists of diverse and multicultural groups blending their different backgrounds, interests and heritage to 
create a truly global learning environment. 

5.1.1 NEW ADMISSIONS 

The College's admission policy relies on each applicant's past records and grants admission under several 
categories, depending on each applicant's qualifications and educational objectives. All candidates 
should possess a six-year secondary / high school leaving certificate, or an equivalent qualification 
with an average mark of at least 50/100. (More information about admission requirements can be 
found in the Prospectus and Student Application Handbook). All candidates applying must have proof of 
English Language Proficiency (accepted English Language tests by the MOEC). 

The registration of a new student essentially means registration in the Students Registration System. The 
registration of new students in the Students Registration System is done once - when the student first 
appears at the College - on a College database which has been developed by the IT Department. However, 
for the student to be able to continue his/her studies, (s)he needs to re-register after completing his/her first 
year of study. 

5.1.2 TRANSFER OF STUDENTS 

The transfer of students from one programme of the College to another is based on the provisions of 
relevant legislation and related circulars. The transfer can be made without exams, before the beginning of 
each new semester or each new academic year and always upon request submitted to the Director of 
Academic Studies by the student in time, through the completion of the relevant forms (Change of Course 

Form and Transfer Credit Evaluation Form). The Director of Academic Studies, in cooperation with the 
Programme Coordinator, approves or rejects the specific request. 

Transfer from other educational institutions to Casa College is based on the provisions of the relevant 
legislation (the Institutions of Tertiary Education Law of 1996, Articles 32, 72/ and R.A.A. 143/96 (7)) and 
related circulars). To be able to accept the transfer of a student, the student must complete an application 
form describing the reasons for wishing to transfer, and submit it along with a progress report and/or 
transcripts and a completed Transfer to Casa College Form. After the Director of Academic Studies and the 
Programme Coordinator examine the student's application and assess his/her academic qualifications, the 
College approves or rejects the transfer. Students with the required number of credits (ECTS) have the right 
to register in the corresponding semester. 

In both cases, transfers are finalised after the approval by the Ministry of Education (and the Migration 
Authorities in the case of an international student). 

5.2 STUDENT PROGRESSION & CERTIFICATION 

For a student to be regarded successful in a subject, (s)he needs to receive the passing grade (50%) and 
obtain the credits/ECTS that correspond to the subject. As for the student who successfully completes the 
total number of credits required by the programme (240 ECTS credits for the bachelor's degrees and 120 
ECTS credits for the certificates), (s)he receives the relevant degree together with the transcript of records 
and the Diploma Supplement (see Appendix IV). 

For the Hotel Administration programme (4 years, plus an optional foundation year), students are awarded 
the 'Bachelor of Arts in Hotel Administration', while for the Business Administration programme (4 years, 
plus an optional foundation year), students receive the 'Bachelor of Science in Business Administration'. 
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they are organised according to the Dewey Decimal Classification System (DDCS). The library provides its 
users with easy access to books, journals and other reference material. The College library uses the complete 
KOHA Open Source bibliographic system and the cataloguing of all its collections meets the international 
standards. Book searching is carried out by a user simply through inserting the author's name, a keyword, or 
the title of a book. The user can also search on the database with a specific topic, so (s)he can see all the 
books in the library related to it. 

The new College students receive a free digital library membership and specific educational guidance from 
the librarian to familiarise themselves with the library and its services. Alumni library membership is also free 
of charge for two years after graduation. For its users' convenience, the library provides flyers on how to 
search on the shelves and find books according to the item's taxonomic number, as well as the electronic 
library sources. The most useful and popular taxonomic numbers are found on cards on the shelves to make 
searching easier and faster. As far as research and the library's contribution are concerned, open-access 
databases are used, such as DOAB, DOAJ, BASE, Open Science Directory, ROAD, Web of Science® and 
Academic Search. 

For better service and its users' convenience, the College library website (http://library.casacollege.com) 
encloses useful links for research that provide access to online repositories of books and journal articles (e.g 
EBSCO), as well as electronic catalogues of other libraries. 

The College library makes sure that its collection is updated every year. In particular, it contains books of 
compulsory subjects, as well as reference books with a publication date no more than five years old. Also, 
the librarian investigates what has been recently published and gets informed by the publishers for the latest 
editions. Then, (s)he informs the College management who approves the list of items to be ordered for new 
additions in the library's collection. Existing books in the library collection that have been damaged are also 
included in the additions. Special attention is paid to the maintenance of the library's printed material. In case 
where material is damaged due to extensive use or loss, it is replaced. 

7.1.2 COMPUTERS AVAILABLE FOR STUDENT USE 

The whole academic community has access to the computer laboratories. Priority is given for these 
laboratories to be used for teaching, study and printing of assignments, projects, etc. To help the educational 
process and promote scientific research, there are two computer laboratories for public use. After enrolling 
in subjects, all students are provided with personal credentials, both for laboratories and internet services 
such as the College e-mail, the Moodie platform and the library network. Microsoft Office, Internet Explorer, 
Adobe Reader, SPSS, JAVA and Libre Office are installed in all laboratories of the IT Infrastructure Service. 
Assistance with the use of computers or other laboratory equipment is provided to the students by the IT 
Department. 

7.1.3 TECHNOLOGICAL SUPPORT 

Technological support issues regarding the operation and maintenance of information systems are resolved 
by the IT Department. The IT Manager is responsible for the operation, maintenance, update and further 
development of the College's information systems, as well as for the continuous operation of the IT systems 
(servers, networks, backup, etc.). (S)he is also responsible for the smooth operation of the systems in the 
computer laboratories and for the computerisation of internal procedures (educational and administrative). 
(S)he further organises the College operation, takes care of the efficiency and integrity of technical
equipment, and informs the Managing Director about any deficiencies or losses of technological means
suggesting substitutions. (S)he is constantly up-to-date with new technologies and proposes the purchase
of new modern systems that could upgrade the level of education and generally the College operation.
However, the College collaborates with external partners for technological support on issues regarding the
internet, classroom technological equipment, printers, copiers, electrical installations, cameras, fire systems, 
alarms, etc. 
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10. APPENDICES

APPENDIX I - LIST OF MEASUREMENT TOOLS 

Annual Administrative Staff Evaluation 

End-of-Term Evaluation 

Lecturer's Observation Form 

Lecturer's Evaluation Questionnaire 

Library Evaluation Questionnaire

Subject Evaluation Form 
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APPENDIX Ill - LIST OF HANDBOOKS-LOGBOOKS 

Application Handbook 

Induction Handbook for Administrative Staff 

Induction Handbook for Faculty 

Internal Regulations Handbook 

Lecture Overview Logbook 

Lecturer Evaluation Handbook 

Moodie Guide 

Student Affairs Handbook 

Summer Placement Logbook 
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