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of performance gap between the actual value and the target value of the
indicator. After determining the amount of the gap, it is necessary to conduct
the necessary analysis to identify the causes of the gap and work to address it
and propose appropriate improvement plans to achieve the best performance.

The terms included in the KPI report are defined as follows:
* Target benchmark: the value to be reached in the current assessment.

e Actual benchmark: the current value of the indicator at the time of
assessment.

e Internal benchmark: the value of the same indicator at the same entity in the
year before the current assessment.

e External benchmark: the value of the same indicator in a comparable third
party in the year before the current assessment.

* New target benchmark: the value that is aspired to reach in the subsequent
periodic assessment.

Criteria for determining the target benchmark can be defined in the light of
(actual level/baseline/ internal benchmarking / external benchmarking /
environmental analysis (potential, requirements and ambitions)

The mechanism for Completing the Requirements for Academic
Programs Development

To fulfil the requirements for academic programs development at the
University, the Deanship of Evaluation and Quality has established an electronic
platform for uploading all requirements in a systematic and clear manner that
contributes to facilitating fulfilment of these requirements by colleges and
departments, which will then be reviewed by the Deanship before being
approved and archived.

This platform also facilitates the assessment of the educational unit’s
performance in meeting these requirements and the presentation of completion
rates to the relevant administrators at the university.

This platform can be accessed through the link or the code below. E
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cause for achievement of or inability to achieve the intended objectives
related to student performance. This should enable them to take the
necessary improvement measures to address weaknesses and to predict
them in both the subsequent development of the program and its courses.
The form can be found online: (on the Learning Outcomes Assessment
Folder)

e Report of the External Observer on the quality of Measuring Learning
Outcomes aims to verify the quality of the planning of learning outcomes and
measure them by an external observer, and to benefit from the feedback
he/she provides in the development of subsequent planning and assessment
processes. The form can be found online: (on the Measuring Learning
Outcomes Folder)

Eleventh Requirement: Performance indicators and benchmarking.

Performance indicators are important to evaluate academic programs quality
and —follow up their performance and contribute to the progressive
development of processes and support of decision making. The National Center
for Academic Accreditation and Assessment has identified 17 key indicators to
follow-up performance for the level of undergraduate programs and 19
indicators for postgraduate programs and can found online (located in the
Performance Indicators folder). These indicators represent the minimum
required to be assessed periodically.

The assessment process requires the preparation of a performance indicators
report, which aims to indicate the status and performance of the program in a
given academic year in the light of several indicators already established. It
should, therefore, be prepared to meet the target for which the report has been
prepared. It provides stakeholders with a detailed indication of the level of
program performance during the current year and the level of progress achieved
in comparison with internal and external benchmarks, allowing them to take the
necessary improvement measures to support strengths and address
weaknesses. It can be found online: (available on the Performance Indicators
folder)

The report is prepared by monitoring the status of each performance indicator
by clarifying the target performance level and actual value of the indicator and
comparing it with internal and external benchmarks to determine the amount
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e Reports of Survey Results:

These reports reflect the objective for which the assessment was conducted,
and should, therefore, include quantitative monitoring of the survey results and
representation of the data using graphs to highlight data and clarify the
relationships between them, then quantitative and descriptive analysis and
interpretation of data using appropriate statistical methods to identify
differences in results, and ending with the improvement plan that includes
appropriate recommendations to address points of weakness and encourage
points of strength. They are available online: (found on the opinion survey report
folder)

Tenth Requirement: Learning Outcomes Assessment

The learning outcomes (LOs) are considered as a base for the design procedures
of academic programs and courses, as they represent the basis for the
assessment, which is the focus of both quality and academic accreditation
processes, and the main basis for the movements of education reform and
higher education in the world and because of LOs importance, it has become
necessary to be given more attention when developing academic programs at
the planning and assessment level. It has become necessary to build an
executive time plan for assessing programs learning outcomes, and the
preparation for LOs assessment reports, and therefore, this requires the
provision of the followings:

e An assessment plan for the program learning outcomes: This plan as a guide
for those in charge of the program towards a procedural, systematized
methodology to assess the program LOs following specific procedures and
deadlines. Thus, enabling the assessment of LOs at the program level by the
end of its course in addition to this, the LOs assessment plan is also expected
to help those who assess the program LOs in the preparation of an annual
report which reveals students’ achievement of such LOs and the reasons
behind these results, which can help to take improvement measures that
contribute to improving students’ performance in the next assessment. The
form can be found online: (on the Measuring Learning Outcomes Folder)

e Learning outcomes assessment report: This report aims to track the level of
program performance in achieving the students learning outcomes and to
identify the quality of planning, teaching and evaluation processes, and then
to reach objective judgments that can be used to detect what could be the




e Policies and procedures guide for the supervision of the theses, projects
or professional training. These programs can benefit from the examples
attached in the link provided: (located on the scientific supervision
folder).

e Reports of supervision of the program, such as Quarterly report form for
guidance and supervision, Report of operational plan for the preparation
of the theses/project/ professional training program, and a final
achievement report.

Ninth Requirement: Periodic Reports

One of the most important quality pillars and its principles is the periodic
assessment of performance and the use of the results in improving subsequent
performance. One of the most important assessment sources is a survey of the
opinions of internal and external beneficiaries. As such, periodic beneficiaries
survey in educational institutions is one of the most important criteria and
requirements for developing academic programs and courses, as academic
programs and courses cannot develop without the views and suggestions of
internal and external beneficiaries such students, alumni, faculty and recruiters.
The requirement includes building and developing assessment tools or
benefitting from what is already exists at the institutional level. It also includes
the application of these tools periodically to survey opinions on some aspects of
interests to those who work at the program. The most important point is the
analysis of surveys data and interpreting it and to find out the program points
strengths or weaknesses which need to be addressed according to improvement
action plans.
Fulfilling this requirement entails the following:
e Survey tools:

Questionnaire for students' evaluation of the course and faculty member
Questionnaire for students' evaluation of the program
Questionnaire for students' evaluation of field experience
Questionnaire for the evaluation of the program by the faculty members

5. Questionnaire for the evaluation of the program by employers’
For these tools, please click the link provided above: (located on the Deanship
site tab Questionnaires)
These questionnaires represent the minimum to be provided, and the program
can add what is considered important to improve performance measurement.

S o
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research interest, challenges and recent trends in specialization, national
development requirements and local community needs.

Usually, the plan includes goals and operational activities, performance
indicators and deadlines for the implementation of the required resources, and
programs can access the form through the link provided above: (found on the
search plan folder practical)

e System for monitoring and documenting research activities: This guide
reflects the policies and procedures followed by the program to track and
document research activities in a paper or electronic form. The programs
can take advantage of the examples the facility provided.

e Periodic Performance Reports of the research plan: These reports
represent the results of the follow-up and assessment based on the
research plan, and these reports should be prepared periodically to
determine the level of achievement achieved in the plan in all its
components, and to make recommendations that contribute to the
closure of the quality loop through processing points of weakness and
quality performance in research field. The programs can make use of the
form attached in the link: (located on the search plan folder)

Eighth Requirement: System of scientific supervision of theses,
projects or professional training

This requirement reflects the policies and procedures that adhere to the
program and followed to ensure the quality of guidance processes and scientific
supervision and achieve its objectives through the dissemination of knowledge
and scientific guidance procedures and supervision of the theses, projects or
professional training and discussion among members and students, and it
regulates the relationship between all parties and introduce them to their rights
and duties, and this guide usually includes selection controls and responsibilities
of the department, the supervisor, the scientific advisor, the student and all the
of communication, monitoring and evaluation mechanism and the procedures
that adhere to postgraduates’ regulations .

This requirement, therefore, consists of:
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Seventh Requirement: The Executive Plan for Research and its
Achievement Reports

Research in educational institutions is one of the most important three
functions carried out by institutions and academic programs, and at present,
the activity and research production in universities are consist of the most
important indicators that can be relied upon in the ranking of universities and
academic programs, and award from the national and international
accreditation bodies. In this sense, the importance of academic programs to
prepare integrated plans for research to guide all activities and operations and
the tool through which the potential human and material resources are
invested to support research production and assess its level of achievement
and development.

Accordingly, this requirement entails the provision of the following:
e Executive Plan for Research:

The research plan means the organizing framework for research activities and
its outcomes in a manner that guides and directs the research movement in the
program and provides an appropriate and encouraging research environment
for the development of research activity and production among faculty and
students alike.

To integrate the efforts at the institutional level, the executive plan for practical
research in academic programs should be in line with the objectives, vision and
mission of the university as well as the faculties and the departments and should
follow the research policies and directions applied at the university. The
research plan must be compatible with the available human, material and
technical resources, and it must be characterized as a comprehensive plan as
much as possible and focus on the development of all elements of the research
process from the researcher, research resources and research environment and
processes of production, publishing and aspects of cooperation.

In particular, the executive plan for research in academic programs should focus
on supporting research areas that are consistent with the research trends,
taking into account the priorities based on the criterion of specialization,
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3. Description procedures, tools, and scheduling operations planning,
implementation, evaluation and writing performance and preparation of
improvement plans and approval followed by the program to ensure the
quality of its performance and outcome periodically to close the quality loop
across all organizational levels, from quality unit in the department to the top
units according to their authorities, whether those are long- or short-term
actions (annual/quarterly/monthly).

4. In particular, the guide should also include policies, regulations and
development procedures of the program approval and the curriculum
adopted by the program across all organizational levels, starting with the
quality unit in the department to the department and college council, and to
the university council for major modifications of the courses or program alike.

It should be emphasized that this guide is built in the light of the policies and
procedures that are committed and adopted by the institution represented by
the Deanship of Quality and Evaluation, and it should adhere to the quality and
academic accreditation guide at the university and attached in the link provided
above and the guide of control system of the quality educational process
attached through the link provided above:

This guide must be approved - after being established and reviewed by
specialists - in the department councils and with the approval number and date
of a written on the guide cover.

Sixth Requirement: Graduation of students

This requirement necessitates the provision of statistics of the number of
students enrolled in the program in all classes and the number of graduates in
each cohort and separately clarify students and each section in total.

The form attached can be accessed through the link provided above.
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document and deadlines for all that. The example attached can be accessed
through the link provided above.
3. Study Guide and Tests: This guide is concerned with clarifying the
requirements for completing the program and the study plan distributed by
chapters and levels, and regulations for courses review and equivalence of, in
addition to the policies governing the tests and dates. The facility can be
accessed through the link provided above.
4. Guidance and Counseling Services aims to clarify the programs and
counselling and guidance services provided by the program of various types,
and the mechanisms to benefit from them. You can benefit from the example
attached in the link provided above.
5. Rights and Duties Guides explains the rights and duties of both students
and faculty. The facility can be accessed through the link provided above.
6. Complaints and Suggestions Guide includes clarifying the channels
through complaints and suggestions are submitted and followed up. It can be
accessed through the link provided above. The program may add to these
manuals to improve what seems appropriate to introduce the program policies
and procedures, which interests internal or external beneficiaries such as the
graduate guide, the field training manual, etc.
The Deanship of Evaluation and Quality proposes to collect these evidences in
two comprehensive guides: one for students and the other for faculty members
and others.

Fifth Requirement: Quality Assurance Manual

This requires the provision of a guide documenting the policies to quality
processes in the program and actions to ensure the quality performance and
outputs. Meaning that the guide includes:
1. Organizational structure, job description and organization of quality
functions unit and its committees and supported units in the program,
accompanied by available authorities to carry out these tasks at all
organizational levels.
2. Rules and regulations (policies) on which the program depends for
executing quality processes and assessing performance.
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advisory committees requires the holding of periodic meetings to discuss the
program performance and come up with recommendations to be addressed by
the department following operational plans to close the Quality Loop, and this
requires the provision of the following forms:

e The decision to form the Advisory Committee based on the decision of
the Rector according to the form available through the link provided
above.

e The committee’s meetings minutes according to the form available
through the link provided above.

e Quality loop Report of committee’s work, which reflects the
improvement actions taken by the program in a clear plan of action for
taking the recommendations from the meetings minutes of the Advisory
Committee. The form can be found in the link provided above.

Fourth Requirement: Induction Programs (for students and faculty)

To achieve this requirement, the program requires to establish a manual for the
faculty and student for the processes of registration, study, guidance,
complaints and grievance and other aspects of interest to beneficiaries, and
information should be available and accessible in a convenient way, with
emphasis on the importance of adopting this guide in light of the policies and
procedures that are committed by the institution and adopted the relevant
authorities such as the Deanship of Admission and Registration and Deanship of
Graduate Studies and Deanship of student Affairs.... etc. This guide must be
approved by the department councils and with the number and date of the
meeting written on the guide cover. The most important of these are:
1. Induction Program: Usually, this guide includes general information about
the program and its mission, its values, objectives and organizational structure
and working committees and means of communication with officials, and any
data of interest to the beneficiaries, students and faculty members.
2. Admission, Registration and Graduation Guide: includes the criteria for
admission to the program and the mechanisms and regulations for
registration, deletion, addition, postponement, graduation, receipt of the




progress and the transition between education and training sectors and
employment commensurate with the economic and social development
requirements. For more details, please check the Saudi Qualifications
Framework at (http://www.eec.gov.sa)

The development of academic programs requires that program managers
ensure that the program is consistent with the Saudi Qualifications Framework.
This can be done by preparing a report that explains and demonstrates
consistency and its level in three respects:

e Matching the qualification type to the Saudi Qualifications Framework
levels.

e Matching the number of program hours to the Saudi Qualifications
Framework.

e Matching the program learning outcomes to the learning domains and
their description, and what is expected of the learner to know and
understand and be able to do after the achievement of the qualification as
stipulated by the Saudi Framework for Qualifications.

This report aims to demonstrate the program’s alignment with the Saudi
Qualifications Framework in a manner that achieves recognition of qualifications
and outcomes and enhances the confidence of the labor market in the program
outcomes in terms of possessing the knowledge, skills and competencies
necessary for productivity and performance of tasks. In the preparation of the
report, the program can benefit from the link provided above.

Third requirement: Advisory Committee

The development of academic programs requires a program advisory committee
that serves as a link between the program and the labor market, where the
program's inputs and outputs address the professional practice and labor
market needs.

According to the circular for the formation of the Advisory Committees No.
33624 dated 26/3/1438 H, available through the link provided above each
program should form an advisory committee to accomplish some tasks
according to a set of regulations stipulated in the circular. The work of the
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First Requirement: Description of programs and courses
This requirement requires completion of the following forms:

e According to the latest versions of the National Center for Evaluation and
Academic Accreditation (NCAAA). The approved forms currently are the
2018 Templates.

e The study plan includes the distribution of courses according to the levels
of study, and it means a general description of the program courses
distributed over the years of study in which the program extends, and
classified (theoretical / practical) or (university requirements / college
requirements / department requirements) or (compulsory / optional), the
number of actual accredited units, taking into account the requirements
of each course and the relationships between courses when arranging the
courses. Programs can benefit from the study plan form available through
the link provided above, Report of the external observer on the quality of
the latest version of the profiles available through the link provided
above; The external observer requires to have the controls set out in
paragraph (13) of Article (20) of the quality control system of the
educational process, as follows:

- To be an academic who specializes in the exact scientific field of
the program.

- To be currently working, with at least the rank of Associate
Professor.

- Not to be associated with the program provided.

- Have at least five years of experience in the specialty.

Second Requirement: Report of program compliance with the Saudi
Qualifications Framework

Saudi Qualifications Framework is known as a comprehensive and unified
national system for the process of building and developing qualifications, and it
contributes to improving the quality of national qualifications and, it places
them in levels based on learning outcomes, and to enable opportunities for
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2

List of Academic Program Development Requirements

2
e

Requirement

Program And Course Specifications

Program Compliance Report with Saudi Qualifications Framework

Advisory Committee

Program Guides (students and faculty )
Quality Assurance Manual
Students’ Graduation
The executive plan for scientific research and its completion reports
Supervision System for Theses, Projects or Professional Training
Periodic Reports
Learning Outcomes Assessment

Performance Indicators and Benchmarking

All requirements in this manual can be accessed at https://cutt.us/CncFE or by scanning
the code below:



https://cutt.us/CncFE
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Circular of the Rector of the University on the development of

academic programs
No. 149457 dated 19/12/1440 AH
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Guidelines for Developing Academic Programs

Introduction:

The development of academic programs in institutions of higher
education has great importance, especially with the aspiration to achieve the
Kingdom's Vision 2030 to build an educational system capable of providing the
needs of the labor market and serving the economic development for a

successful national future.

The development of academic programs has some criteria and
requirements to ensure that these programs provide an acceptable limit of
quality and accreditation standards of the programs in the institutions of

higher education.

In response to the Rector’s directions - may God protect him - and in
order to facilitate the applying circulation No. 149 457 in 19/12/1440, the
Deanship of Quality and Evaluation is pleased to provide this guide which aims
to clarify the mechanism of preparing the development requirements and fill
the forms, asking God for help and success. The Deanship is looking forward to

sharing your comments and suggestions about the guide in the deanship Email:

(quality@imamu.edu.sa).
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