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Internal follow up framework for the quality and improvement plans in the collage

Introduction

It is an integrated process, conducted by the members, units, and administrations of the collage, aims to fulfill the
improvement plans. It shows the main information about the annual activity of the different committees, departments,
units, and administrations in precise time frame.

The objective of this framework is to follow implementation of the development and improvement plans of the program
to fulfill the mission of the program, the collage, and the university. And to make the follow up easier; this framework
designed to be simple and flexible, so it allow adding, removing, and changing the activity required according to the
periodic demand of the development and improvement process.

Objectives of internal follow up framework

e Follow up implementation of development and improvement plans and fulfill the required outcomes.
¢ |dentify obstacles of implementations of the projects, and put solutions and alternatives

e Reinforcement of the strengths in the implementation of the projects

e Development of the database of the different collage activities
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e Development of archiving system
e Reinforcement of the accountability and encourage of distinction
e Documentation of the outcomes

Internal follow up responsibilities:

The coordinator is responsible for the performance in the department, unit, committee, and administration, and annual
reports should be sent to the quality and development unit, where these reports should be studied and finalized in
integrated report to the collage administration including, the achievements regarding the improvement and development
plans, the recommendation, the improvement plans.

The committees of quality and development unit is responsible for provision of different forms and tools necessary for
data collection to follow the performance of the different units, departments, administrations, and committees.

Documents required for internal follow up

There are different documents for every department, committee, or unit in the collage, necessary for performance
assessment and follow up, according to the required activities. But in generally they are files contain forms for data and
information collection tools, annul achievements reports, and follow up reports of implementations of improvement
plans.
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Time framework for follow up plan
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2" semester per weeks

1*" semester per weeks

15

14

13

12111 1098|7|6

5

15

14

13

12711 10|/9|8|716

Activity

Revision and
accreditation of course
specifications.

Program coordinator
report about the benefits
of researches in the
improvements of the
courses

Follow up reports of
departments about
fulfillment of courses
improvement plans

Department coordinators
reports about
implementation of
mechanisms of scientific
research
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Department coordinators
reports about
implementation of
mechanism of community
serving activity

program coordinator
reports about
implementation of
mechanism of
employment

Department coordinators
reports about courses
and teaching staff
evaluation.

Program coordinator
reports about KPIs
measurement.
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2" semester per weeks

1% semester per weeks
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6

14

1
3

1
2

1
1

1
0

9

8

7

6

5

Activity

Academic advisory report about
implementation of the
mechanism of academic advice.

Electronic learning unit report
about implement of mechanism
of E-learning and follow up of
activation and up date of the
collage web site.

Graduates unit reports

Reports of library supervisor
about the contents and the
satisfaction of the users.

Students affairs unit reports

Publishing committee reports

Reports of safety committee
about implementation of the
safety mechanism
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2" semester per weeks 1% semester per weeks activity
15 (14 [13 [12 [11 20 [9[8[7 |6 [543 ]2 1|15 [14 [13 |12 [11 [10 |98 [7[6[5]4[3[2]1

Report of the
infrastructure
committee
about

adequacy and
efficacy.
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7| Number of
activity per
week.
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10

17
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17

Number of
activity per
month.
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Reports file of graduates unit should
contain reports about:

1) Implementation of
communication with the
graduates and employers

2) Update of database of graduates
and employers

3) Implementation of graduation
festival and employment
gathering.

4) Follow up of satisfaction of
graduates and employers.
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Reports file of students affair unit
should contain:

1) Student’s satisfaction about the
services provided by the
collage.

2) Student’s satisfaction about the
learning sources

3) Follow up of final year student’s
satisfaction (students
competencies-program
assessment)

4) Implementation of student
activity, and follow up of their
participation, and their
satisfaction.
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Internal follow up flow chart
@ I

Inform the coordinators,

~

units, and committees with
the collage committee

decisions.

\_ /

Annual follow up reports

\/

Quarterly follow up report of

— | Collage committee

quality and development unit.




