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Assessor’s Guide

Purpose

The purpose of this Assessors Guide is to aswisetwho assess ap-
plications for recognition by higher education ingions by providing,
for each expectedutcome a list of the outcome’s components. These
components can be demonstrated by an institwighow that it has
met the relevant outcome.

Assessment Criteria

The process of determining the recognition or otfer of an
institution is based on a total of thirteen (133essment criteria which
are outlined in paragraph 6.3 of the Policy on Reddon of Higher
Education Institutions. They are as follows:

Criteria 1: Legal status including the legalityagfency arrangements
Criteria 2: Ownership

Criteria 3: History as an educational institution
Criteria 4: Goals including vision and mission

Criteria 5: Culture

Criteria 6: Corporate governance

Criteria 7: Organizational Structure

Criteria 8: Academic governance

Criteria 9: Quality Assurance

Criteria 10: Finances

Criteria 11: Management

Criteria 12: Staffing

Criteria 13: Students’ tuition and grievances ageanents

Assessment Outcomes

Out of the above criteria, thirteen (13) outcomeserdeveloped to act
asstandardsagainst which institutions are to be assessedlaiion to
what they have with regard to what are considecedée significant
features of their operation as higher educationitin®ns. The
outcomes are listed in the table on page 3. Aitutistn is expected to
be able to meet these outcomes to be given redmgnit

Definitions:
1. outcomemeans an approved result or effect of an actievent
2. standardameans approved examples against which others easured
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OUTCOMES COMPONENTS CHECK

Attachment on student grievance policy and procedws
AR Ref. B.7 ()

Outcome No. 13There are grievances procedures for students that
ensure their protection when they complain about ay aspect of the
institution’s operations.

Components:
An institution is expected to have the followinghgmonents of the above
outcome:

1. The institution has a policy on harassment whigé provisions
for complaints to be heard by a special committekfar the
victim to be present/represented during hearings.

2. There are procedures for dealing with studegrisvances
which provide for grievances to be heard by a sp@cimmittee
and for the complainant not to be victimized in avgy.
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OUTCOMES COMPONENTS CHECK

Subject: Students Tuition Arrangements AR Ref. B.7 (a)

Outcome No. 12:

There are arrangements to protect

students’ interests in the case of the winding upfdhe institution and
withdrawal from courses/programmes.

Components:

An institution is expected to have the followingygmonents of the above

outcome:

1. The institution is aware of the requirementhia Higher Education
Promulgation 2008 regarding the winding up of tosibns.

2. The institution has a policy on winding up talbdws for the refund
of fees owed to students, if any.

3. The institution has arrangements for the coatilon of students’
studies at other institutions should it close down.

4. The institution has arrangements for the prowisif academic tran-
scripts to enrolled students.

5. The institution has a policy on refund of felestthas provisions for

fees to be refunded for withdrawal from a progrartumerse.
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No. Outcomes

1 The institution is legally recognized under a aivFiji.

2 The historical background of the institution slscawreputation
in the provision of quality education.

3 The vision, mission and goals of the institutiefiect the
national strategic development goals of Fiji ant/ersal
parameters for institutions of higher education.

4 The institution’s focus is clearly articulatedtasng the delivery]
of quality higher education.

5 Documentation shows the institution’s intentiorcomply with
policies and procedures that promote teachingarebd(if
applicable), free intellectual inquiry, academitegrity and
honesty.

6 The institution has a governing authority witfemight
responsibilities of all the institution’s activise

7 The organizational structure of the institutisisuitable for the
purposes of the institution and for the provisidmjoality
education

8 The institution has academic governance pol@anes
arrangements.

9 The academic governance arrangements support the
development and monitoring of academic standards.

10 | The institution has the financial capacityustain quality
higher education programs and courses.

11 | The institution is appropriately staffed to leleat to achieve its
goals.

12 There are arrangements to protect studen&s’@sis in the casq
of the winding up of the institution and withdravedm
courses/programmes.

13 | There are grievances procedures for studeat&hsure their

protection when they complain about any aspedtef t
institution’s operations.
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RECOGNITION ASSESSMENT PROCESS

In the processing of an application for recognitiorby an institution:
1. Each assessor will receive an envelope contaihia following:
e an Assessment Report which will contain data afokmation
that were submitted by the institution in its apgation form
¢ Requested attachments from the institution
« Optional evidence in support of application

2. In Section B of the Assessment Report, the aesesill refer to
seven (7) criteria and their relevant attachmeRt. the purposes of
the assessment, the 13 criteria which are listedoage 2 were
summarized giving rise to the 7 criteria.

3. For every attachment and information submittadcaasubject in the
Assessment Report that requires the assessors’esgional
judgment, the relevant outcome has been identifiethe following
pages of this Guide, one would find an outcomeedtainder its
corresponding attachment or subject together witlh dutcome’s
components. The outcome’s components are to gh&lassessor in
determining how well an institution has met thattjpalar outcome.

4. The outcomes and their corresponding attachmamsubjects are
presented in sequence and in the order that thegaapin the
Assessment Report.

5. Assessors are requested to consider the totaliyat is created by
the components listed below an outcome and any otheslevant
information. The components should not be appliedeparately
as checklists. Where an institution does not possesor
demonstrate evidence of a particular outcome, thenstitution
may demonstrate through other means that it meets he
outcome.

6. The assessors will make their assessments irspghees provided
under each of the 13 outcomes in the AssessmertrRapd discuss
their findings before making a joint recommendation the
recognition of an institution to the Higher EduocatiCommission.

6. The Assessment Report and the Attachments wilielturned to the
Commission for filing.
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OUTCOMES COMPONENTS CHECK

Subject: Staffing AR Ref. B6 (10

Outcome No. 11The institution is appropriately staffed to enableit
to achieve its goals.

Components:
An institution is expected to have the followingnmonents of the above
outcome:

1. The category or categories of staff availablrésconsistent with
the administrative needs of the institution.

2. The number of staff in each category is suffitfer the academic
and administrative and management purposes ohgti¢ution.
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OUTCOMES COMPONENTS CHECK

Subject: Finance and Management AR Ref. B(@) & (b)

Outcome No. 10: The institution has the financial capacity to

sustain quality higher education programs and courss.

Components:

An institution is expected to have the followingygmonents of the above

outcome:

1. The institution has a budget that is approvedsgoverning body.

2. The institution has a bank account with fundareappropriate level.

3. The institution has a record of its assets amdstments which are
available for viewing by stakeholders.

4. There are plans for financial development tgsupthe institution’s
mission and educational programs which are acdedsib
stakeholders.

5. The financial accounts are audited by a chaitaceountant.

6. The institution has a strategic plan.

7. The outputs of the strategic plan are alignettiédbudget and

financial capacity of the institution.
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OUTCOMES COMPONENTS CHECK

Attachment on Certificate of Registration AR Ref. B.1 (a)

Outcome No. 1: The institution is legally established under a la of
Fiji.

Components:
An institution is expected to have the followingymonents of the above
outcome:

1. The legal document indicating the legal stafufi@ institution
exists.
2. The legal document is a valid representatioimosf the

institution is legally constituted.

PAGE 5



Assessor’s Guide

FIJTI HIGHER EDUCATION COMMISSION

OUTCOMES COMPONENTS CHECK

Subject: History as an educational institution AR Ref. B.4 (a)

Outcome No. 2: The historical background of the institution
shows a reputation in the provision of quality eduation.

Components:
An institution that has been in existence for s¢ime is expected to
have the following components of the above outcome:

1. Through the students that it has trained, thtirtion has been
able to meet the demand for skills and competercias
specific or general area of service to the commyuarid nation
at large.

2. The qualifications offered by the institutioreaecognized ei-
ther locally or internationally.

3. The institution has trained staff for the cosreffered.
4. The institution’s programs are regularly reviewe
5. The institution has collaborated with other lomaoverseas

institutions in promoting and enhancing the quatdityts
educational programs.

OUTCOMES COMPONENTS CHECK

Subject: Academic Governance and Quality Assurance
AR Ref. B.4 (a)&
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Outcome No. 8: The institution has academic governance policies
and arrangements.

Outcome No. 9: The academic governance arrangements support
the development and monitoring of academic standad

Components:
An institution is expected to have the followinghgmonents of the above
outcomes:

1. There are provisions for departmental forumisg@onvened to
deliberate on the assessment of teaching and tegrni
2. There are provisions for the review and evatumatif courses

and programmes and the vetting of examination gagptethe
departmental level.

3. The examination results and new courses andamoges are
vetted by at least two forums prior to confirmation
4. The institution has provisions for an acadenoiard to be con-

vened to deliberate on recommendations made ifiaels
examination results and introduction of new coussas

programmes.

5. The institution has provisions for the systemataintenance of
academic records.

6. There are procedures for the provision of acacleounseling
to students.

7. The institution has procedures on practicatchtizents.

8. The institution has provisions for the maintereaaf records of

academic forum deliberations.
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OUTCOMES COMPONENTS CHECK

Attachment on Organizational Chart and explanationof
relationships AR Ref. B.3 (b)

Outcome No. 7: The organizational structure of the institutionis
suitable for the purposes of the institution and fothe provision of
quality education.

Components:
An institution is expected to have the followinghgmonents of the above
outcome:

1. The organizational structure reflects the plioviof
administrative services in the areas of acadenugrams,
finance, operations, students’ services, researdh a
planning, ICT and public relations.

2. The organizational structure places people ougg at
appropriate levels to ensure adequate authority for
implementation and effective line of reporting.

3. The stated relationships reflect governanceutjiianutual
understanding, respect and trust.

4. The relationships reflect a line of authoritylan
accountability for policy development and decisinaking.

5 The key responsibilities of distinct positions atated.

PAGE 10

FIJTI HIGHER EDUCATION COMMISSION

OUTCOMES COMPONENTS CHECK

Attachment on Documentation on Vision, Mission andsoals
AR Ref. B.2 (a)

Outcome No. 3: The vision, mission and goals of the institution
reflect the national strategic development goals diji and universal
parameters for institutions of higher education.

Outcome No. 4: The institution’s focus is clearly articulated asbeing
the delivery of quality higher education.

Components:
An institution is expected to have the followinghgmonents of the above
outcomes:

1. The institution has a clearly stated vision thedcribes a future that

is desirable for the institution and aligns witle tiovernment’s
vision for higher education.

The latter is interpreted as:“Quality higher ediarafor growth
and a knowledge-based society” which is based lber$b and 9 of
The Peoples’ Charter for Change, Peace and  Praspgr

2. The mission and goals are clearly defined tdeuliecision-making,
planning, resource allocation and curriculum depgient.

3. The mission and goals reflect a desire to devedostain and
improve the delivery and quality of education araining.

4. Staff development is reflected in the goalshefinstitution.

5. The mission and goals reflect the pursuit éfedoing learning
approach to education and training.

6. The goals recognize the role of new technologgnhancing
teaching and learning.

7. The mission and goals reflect recognition ofvarsal parameters in
higher education.
[Universal parameters include the Universal Dextlan of Human
Rights; students’ rights to organize themselvesraunously; links
between higher education and research etc.]
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OUTCOMES COMPONENTS CHECK

Attachment on Policies and Procedures on Academiotegrity and
Honesty AR Ref. B.2 (b)

Outcome No. 5: Documentation shows the institution’s intention ®
comply with policies and procedures that promote taching, research
(if applicable), free intellectual inquiry, academt integrity and hon-
esty.

Components:
An institution is expected to have the followingnmonents of the above
outcome:

1. There are requirements for admission/entry pmamrammes of
study.

2. The institution has requirements on completiboconirses and pro-
grammes of study.

3. There is a policy on plagiarism, which has psmns for students to
present their cases and to be heard.

4. The institution has requirements for progressidgthin a pro-
gramme of study, from one semester/term/block tifeer.

5. The institution has procedures for continuaéassent and profes-
sional development of staff.

6. There is a policy on recount of examination refgkades and the
policy has provisions for refund of recount appiica fees.

7. The institution encourages research and fredleatual inquiry and
has funding provisions for the purpose.

8. If the institution is a university, it conduetsearch in innovative
and creative ways, that are recognized internatipaad it has
structures and funding for this purpose.
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OUTCOMES COMPONENTS CHECK

Attachment on Information on governing body, finandal sponsors,
terms of reference and membership
AR Ref. B.3 (a)

Outcome No. 6: The institution has a governing authority with
oversight responsibility of all the institution’s activities.

Components:
An institution is expected to have the followinghgmonents of the above
outcome:
1. The governing body has a Terms of Reference that
(a) is consistent with the mission and goals efitistitution.
(b) has procedures for appointment of new members.

(c) has procedures for dealing with conflict deirest.

2. The membership represents the necessary skilksience to over-
see the running of the institution.

3. The relationship between the governing bodythadwners or
financial sponsors is clearly articulated.
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