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The present document has been prepared within the framework of the authority and
competencies of the Cyprus Agency of Quality Assurance and Accreditation in Higher
Education, according to the provisions of the “Quality Assurance and Accreditation
of Higher Education and the Establishment and Operation of an Agency on Related
Matters Laws” of 2015 to 2021 [L.136(1)/2015 — L.132(1)/2021].
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. Guidelines on content and structure of the report

e The Higher Education Institution (HEI) based on the External Evaluation Committee’s
(EEC’s) evaluation report (Doc.300.1.1 or 300.1.1/2 or 300.1.1/3 or 300.1.1/4) must justify
whether actions have been taken in improving the quality of the programme of study in
each assessment area.

e In particular, under each assessment area, the HEI must respond on, without changing
the format of the report:

- the findings, strengths, areas of improvement and recommendations of the EEC
- the conclusions and final remarks noted by the EEC

e The HEI's response must follow below the EEC’s comments, which must be copied from
the external evaluation report (Doc.300.1.1 or 300.1.1/2 or 300.1.1/3 or 300.1.1/4).

¢ In case of annexes, those should be attached and sent on a separate document.

The Department of Health Sciences of European University Cyprus wishes to express its
sincere gratitude to the External Evaluation Committee (EEC) for the evaluation of the
undergraduate programme of study Radiology and Radiotherapy (B.Sc.).

It is with great pleasure that the Department and the School of Sciences noted the positive
feedback of the EEC and we appreciate its insightful recommendations, which provided
us the opportunity to further improve the quality and implementation of the programme.

In the following pages, we respond in detail to all recommendations for improvement
suggested by the EEC and we provide all relevant information to explain the actions taken
to ensure that the newly accredited programme is of high quality.
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1. Study programme and study programme’s design and development
(ESG1.1,1.2,1.7,1.8,1.9)

Comments by EEC:

Areas of improvement and recommendations

1. There needs to be a cross programme evaluation of student feedback.

2. There needs to be more evidence of alumni and employers involvement in programme
design, assessment, and ongoing improvement.

3. The format of receiving feedback from students is currently very repetitive for students. The
team should consider other methods of feedback such as focus groups, and shorter more
specific questionnaire. These need to be collated into an annual report and progress
tracked over time.

Response by EUC:

We thank the ECC for their valuable comments regarding study programme’s design and
development. Please find below our responses to the Committee's comments:

1. There needs to be a cross programme evaluation of student feedback.

We thank the EEC for this suggestion. In the School of Sciences, we have decided to perform a
cross programme evaluation of student feedback for all programs of study, starting from the findings
of the Fall 2021. In this way, we can have a more global overview of students’ feedback per program,
including the Radiology and Radiotherapy, as well as have a comparison between different
programs and Departments. We are attaching the results of the Fall 2021 semester for Radiology
and Radiotherapy program (APPENDIX [; Cross program student feedback evaluation F2021).

2. There needs to be more evidence of alumni and employers involvement in programme
design, assessment, and ongoing improvement.

We acknowledge the importance of involving the alumni and employers in the programme design,
assessment and ongoing improvement. The alumni and employers have a significant role in the
current quality assurance mechanisms of the Radiology and Radiotherapy programme. Hence,
alumni representatives and employers patrticipate in the Programme Evaluation Review (PER)
process of programmes of study, which aims at programmes’ ongoing monitoring and evaluation.
PER is an integral part of the University’s overall quality assurance processes and every program
must complete a PER every five years. The PER process is initiated by the Program Academic
Committee but one of the sources of information is from the programs’ Advisory Board which
includes alumni and employers. The table below shows the way by which the PER process monitors
and collects information from the program stakeholders and a diagram outlines the PER procedure.
For full information on the PER process, please see APPENDIX II; Internal Regulation on EUC’s
Program Evaluation Review.
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Table 1. PER procedure.

STAKEHOLDER SOURCES OF INFORMATION DOCUMENTATION
Students Course Evaluation Questionnaires Full report of questionnaires output
shall be available at the end of
each semester
Program Committee Students’ representation in the
Program Committee. Minutes of
meetings
Alumni Alumni Questionnaires Full report of questionnaires output
should be available
Advisory Board Alumni representation on the
Advisory Board. Minutes of
meetings.
Graduate Employment Reports Reports
Faculty Program Committee All faculty members teaching in the
Members program are members of the

Committee.
Minutes of meetings

Students’ representatives in the
Committee. Minutes of meetings

Professionals —
Industrialists

Advisory Board

Professional Bodies, Industrialists
representation on the Advisory
Board. Minutes of meetings

National & International Professional
Bodies Curriculum Guidelines

Established guidelines

National & International Legislative
Directives on Program Curricula

Directives on program curricula

University
Management

University Strategic Plan

University strategic plan document

School/Departmental Strategic Plan

School/Dept. Strategic Plan.
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European
University Cyprus

Advisory Board

Input: Suggestions for
program madifications from

Program Evaluation Review (PER) Procedure

| www.euc.ac.cy

ﬁrngram Committee
Input:

University Strategic Plan
School & Departmental Strategic Plan
Advisory Board outcome

Alumni satisfaction surveys’ outcome

Students’ evaluation questionnaires outcome
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|[Expert Panel

Input: PER report
Output: minutes of
meetings

Labor market surveys’ cutcome Department

stakeholders (industrialists & é Graduate employment reports é .
professionals) Mational & International Professional Bodies Quality Assurance
Output: documented Curriculum Guidelines Committee
suggestions (minutes of = National & International Legislative Directives on Input: PER report
meetings) Program Curricula Output: minutes of

= National Vocational Qualifications / meetings I

Qutput: PER Report ¢
Senate &= | University Quality | «€= | School Council | «€=School Academic | 4= Department Council

Assurance Committee Meeting Committee Input: PER report

The program appointed an external Advisory Committee (Board) in 2019. The program’s Advisory
Board consists of university faculty members and external stakeholders, with qualifications shown
in the following table. The Board is dealing with issues for improving the program’s quality. In

Input: PER report
Output: minutes
of meetings

Input: PER report
Qutput: minutes of
meetings

Input: PER report
Output: minutes of
meetings

Input: PER report
Output: minutes of
meetings

particular, the program’s Advisory Board aims to:

The Program agrees with the EEC suggestion to improve the involvement of alumni and employers
and therefore, the Program has decided to include more alumni and employers in the Advisory Board
which will be appointed in the forthcoming Advisory Board. The Table below shows the current

Determine the objectives of the Program;

Provide timely knowledge about trends and completions on the educational methods;

Identify upcoming legislative and regulatory developments;
Specify the areas which need to be improved,;
Discuss and consider alternative educational methods;
Provide interconnection methods of the Program with the industry.

Qutput: minutes of

meetings

Advisory Board committee members for the program of Radiology and Radiotherapy.

Table 2. Advisory Board committee members.

Name:

Position/University

Mr Thasos Athanasiou

President of the Cyprus Society of Registered Radiologic Technologists

and Radiation Therapy Technologists

Mr

Constantinos

Georgiades

Radiologic Technologist, Head of the Department of Paramedical Staff,
Attikon University General Hospital, Greece & President of the Hellenic

Federation of Radiographers

Dr Leonidas loannou

Interventional Radiologist, Ygia Polyclinic Private Hospital, Limassol.
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Dr Prodromos Kaplanis | Senior Medical Physicist, Nicosia General Hospital

Mr Michalis Kyriakou Radiologic Technologist, Ygia Polyclinic Private Hospital, Limassol,
2014 Alumnus of the program

Mr Petros Michaeloudes | Senior Radiation Therapy Technologist, Bank of Cyprus Oncology
Center

Mrs Antigoni Kallona 2018 Alumna of the program.

In the new advisory board, we will add more alumni and employers from Aretaeio Hospital, the
German Oncology Centre, the Alpha Evresis Diagnostic Centre and the Limassol General Hospital.

Specifically, we have already contacted and confirmed the participation of the following alumni and
employers:

e Dr Christoforos Nikolaou, Aretaeio Hospital, Nicosia, Cyprus

e Dr Konstantinos Ferentinos, Director of the Radiation Oncology Department, German
Oncology Centre, Limassol, Cyprus

e Dr Alexis Vrachimis, Head of Nuclear Medicine Department, German Oncology Centre,
Limassol, Cyprus

e Mr Vasilis Tzagkarakis, Senior Technologist of Radiology, Alpha Evresis Diagnostic Centre,
Nicosia, Cyprus

e Mrs Zoi Chaviara, Technologist of Radiology, Alpha Evresis Diagnostic Centre, Nicosia,
Cyprus

e Mrs Marw Pilavaki, Senior Technologist of Radiology, Chief of Radiographers, Limassol
General Hospital, Limassol, Cyprus

e Mrs Georgia Krasia 2020 Alumna of the program

e Mr Nikolas Aristokli 2020 Alumna of the program

To further improve the involvement of employers in the Program design, assessment and ongoing
improvement, the Program has started holding mid-semester teaching staff meetings. The aim of
these meetings is to discuss opportunities for improving the program and identify any weaknesses
and take corrective measures in a timely manner. During these meetings, we have invited the Heads
of departments from leading hospitals with which we have partnerships and agreements for student
training. Historically, these hospitals have absorbed a large number of our students in full time
positions post-graduation and we expect this to continue in the future. It is our intention to expand
the attendance of future employers in these meetings. The Minutes of our last meeting can be found
in the APPENDIX lll; Semester program meetings.

3. The format of receiving feedback from students is currently very repetitive for students.
The team should consider other methods of feedback such as focus groups, and shorter
more specific questionnaire. These need to be collated into an annual report and progress
tracked over time.

We thank the EEC for these suggestions. We have made changes in order to comply with the
suggestions. We have implemented focus groups and a shorter questionnaire. The feedback
received from all the sources will be collated into an annual report and progress tracked over time.
The programme started mid-semester meetings between the program coordinator and student’s
representatives from each year. The aim of these meetings is to identify in time any weaknesses of
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the courses and take corrective measures before the end of the semester. This initiative has already
started and the meetings have been already held for Spring 2022. The Minutes from the meetings
for Spring 2022 can be found in APPENDIX IV; Semester program student meetings.

As far as the suggestions of the students that the actual questionnaire of the “Survey on Students’
Learning Experience” is currently very repetitive for them, the Department reached out to the Office
of the Vice Rector for Academic Affairs to raise the issue and suggest immediate action. Therefore,
the Committee of Internal Quality Assurance (C.1.Q.A.) of the University is currently reviewing the
guestionnaire and the new edition of the questionnaire to be circulated to students in the Spring
2022 semester addresses this critique. In more specific, an ad-hoc committee of C.I1.Q.A. reviewed
the questionnaire in light of the EEC’s comments which were taken under serious consideration.
The ad-hoc committee has made several suggestions for revisions, rephrasing and reducing its
length, as well as other items in the questionnaire and submitted them to the Office of the Vice
Rector for Academic Affairs so that the revisions are placed into implementation in Spring 2022.
Among others, the ad-hoc committee has made the following suggestions:

1. Question A8. “The instructor uses a variety of teaching tools and means (e.g. notes, PowerPoint,
group discussions, student presentations, case studies, etc.) to support the learning process”, to
be replaced with “A variety of teaching tools and means (e.g. notes, PowerPoint, group
discussions, student presentations, case studies, etc.) are used to support the learning process”

2. Question Al4. “The instructor gives timely feedback (within two weeks) for all assessed
coursework (assignments, presentations, etc.)” to be replaced with “Feedback for all assessed
course work is given in a timely manner (within two weeks)”.

3. Question C3 “Write down one or two positive characteristics of the instructor of this course,” to
be changed to “Which aspects of the teaching approach used in this course did you find more
beneficial?”

4. Similarly, for C4 “Suggest one or two ways that the instructor of this course can improve his/her
teaching”, to be changed to “How would you benefit more from the instructor's teaching
approach?”

5. Removed all questions asking about personality characteristics of instructor. As a general rule,
the focus is on teaching approach.

6. Furthermore, as a general rule, collapsing different categories in one is to be avoided. For
instance, a student might have found the handouts useful but the books not helpful.

As an overall approach of the Program and the Department, the feedback received from our students
through their active participation in several committees/bodies related to quality assurance is very
important and highly valued. Our students have a significant role in several quality assurance
mechanisms. In particular, student representatives participate in the Program Evaluation Report
(PER) process. The PER process is initiated by the Program Academic Committee consisting of the
Program Coordinator, a full-time faculty of the program, a representative of the Administration
personnel and student representatives. PER is an integral part of the University’'s overall quality
assurance processes and every program must complete a PER every five years. In addition, it must
be pointed out that students are represented at all levels of advisory and decision-making bodies,
including program Advisory Boards, Departmental Councils, School Councils, the Senate, etc.
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2. Student — centred learning, teaching and assessment
(ESG 1.3)

We thank the ECC for their valuable comments regarding student-centred learning, teaching and
assessment. Please find below our responses to the Committee's comments:

Comments by EEC:

Areas of improvement and recommendations

1. The alignment of the assessment to the learning outcomes needs to be mapped, and the
assessment plan for the entire course made available.

2. Assessment needs to be double marked in some way, for example, double marked top middle
and bottom; double check all fails, all tops; etc.

3. Marking criteria or marking rubrics should be available to the student before the assessments.

4. If feedback is available, it should be given to the students without the student having to ask.

5. The team should reconsider whether all theses should be individually written.

Response by EUC:

1. The alignment of the assessment to the learning outcomes needs to be mapped, and the
assessment plan for the entire course made available.

Regarding the assessment plan for the entire course, from the onset of their studies, students are
informed of requirements and expectations for each of their courses. The assessment plan for each
course is uploaded at the beginning of the semester to the related Blackboard page in the form of
a Course Outline. The instructor explains the Course Outline content during the first lecture/session
of the course and clarifies any potentially remaining issues. This information is presented on the
Course Outline of each module (please see an example of the EUC Course Outline sample in
APPENDIX V; Conventional Course Outline Template). Course Outlines are based on the syllabi
with time, regulations, and scheduling information. In case of an assignment, in the Course Outline,
only the total mark of the assignment is outlined (e.g. 20% of the total mark) and therefore the
detailed marking criteria for each assignment for each course are explained to the students in
separate Assignment Instructions (see example in APPENDIX VI; Example of Assignment
Instructions). The assessment criteria have been also improved after the EEC comments as
described in the following point 3, page 14.

Each Course Outline contains information on:

e The Learning Outcomes of the course, as well as guidelines for the knowledge, understanding

and skills students are expected to develop by the end of the course;

Weekly description of the subject that will be covered.

The University’s Internal Regulations on Academic Ethics and Students’ Discipline;

The Appeal Procedure;

The Department’s Absences Policy, including which is the maximum number of absences

allowed for theoretical and laboratory classes;

e The course’s Marking/Assessment Criteria, so that students are clearly informed what their
instructor will be assessing them on during each part/component of their assessment, as well
as the balance between exams, practical skills and assignments;
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e The Grading System of EUC.

&=

Instructors submit the Course Outlines for approval to the program coordinator prior to the onset
of the semester. The coordinator assesses whether the learning outcomes as stated in the syllabus
are covered and uniformly distributed among the weeks of the semester.

Furthermore, in order to ensure that the desired Objectives and Learning Outcomes of the program
are met, during the PER process the Curriculum of the Program and its Learning Outcomes are
reviewed, revised and mapped as follows:

Table 3. Summary of Learning Outcomes Mapping

and
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Learning the the basic nursing and . radmgra and . responsibl .the . e the
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practice

2. Assessment needs to be double marked in some way, for example, double marked top
middle and bottom; double check all fails, all tops; etc.

We endorse the suggestion of the EEC for double marking. More specifically, the Program’s
Committee has decided that all top (i.e. above 90/100) and all Fails will now onwards be doubled
marked for all the courses. The double marking will be provided by one other internal or external
faculty member with a profile that potentially enables him/her to teach the course. In addition, in
case of a students’ appeal, the University has a policy during which the student can ask for a re-
evaluation of his/her final exam/project by an independent examiner. An Appeal Procedure allows
any student who believes that the grade received in the Final Exam/project is different from what
was expected, to ask for a re-evaluation of his/her final exam/project to a second examiner other
than the original instructor. Before requesting a re-evaluation, the student must exhaust all
possibilities of resolving the problem with the pertinent instructor first. If this does not lead to a
resolution, the student may appeal against the grade by filing a petition with the Office of the
Registrar within four (4) weeks from the date the results are announced. The Registrar will forward
a copy of the petition to the pertinent Chairperson of Department, who will first ascertain that no
error was made by the instructor, and if so will assign an anonymous re-evaluation of the final
examination/project to a second examiner. In the case of major discrepancy between the
instructor’s evaluation and the re-evaluation that will require change of grade, the average of the
two evaluations will be assigned as the final grade to the final examination/project. Changes of
grades resulting from an appeal require the endorsement of the Dean of School.

3. Marking criteria or marking rubrics should be available to the student before the
assessments.

As far as the use of rubrics, we agree that they need to be available to the students before
assessments. Using a coherent set of criteria for students’ work will definitely help students to
understand what are the expectations and have a clear outline of their assessment. It will also help
the instructors to grade more objectively. We immediately proceeded from the current semester to
use rubrics in all of our courses in the program so that all instructors use grading rubrics to assess
a range of activities. The Program collaboratively designed generic rubric templates (both holistic
and analytic) based on a coherent set of criteria for students' performance and development, to
support reliability in feedback or grading, and provide students with a way to evaluate and self-
regulate their work critically. The rubrics requirements are linked to specific learning objectives
(knowledge, skills, and competencies) of the Program. These general templates have been
adopted accordingly based on each course's particular requirements and learning objectives and
were explained to the students prior to each assignment and exam (please see APPENDIX VII;
Indicative Example of an Assessment Rubric).

Further explanation of the assessment can be found in the Course Outlines of each course where it
is outlined how the total grade is calculated. For example, in the theory courses grading is calculated
as following: midterm exam 30%, final exam 40%, assignment 20% and participation 10%. An
example of a course outline can be found in APPENDIX V. Conventional Course Outline Template.
The Course Outline and assessment breakdown is explained to the students at the beginning of

12
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each semester for each course separately. The Course Outline is also uploaded in the Blackboard
page of each course.

4. If feedback is available, it should be given to the students without the student having to
ask

We agree with the EEC that is extremely important for the students to get feedback. Students receive
feedback from their instructors from the very beginning of each semester. This varies from
comments made during a lecture, discussions in groups, feedback on practice exercises in class,
answers to queries about coursework and feedback on the submitted assignments. Regarding the
marking of assessments with feedback, the current EUC regulations are the following:

¢ Assignments and mid-terms are marked and returned to students with written feedback within
15 days of submission.

e The Final Exam grades are marked and submitted together with the entire course's grade book
after 48 hours of the exam. Students receive their overall grades online a week after the
examination period is finished.

In addition, in case a student believes that the grade of her/his final examination received is
different from what was expected, she/he has the right to submit an appeal. As an initial step, the
student must exhaust all possibilities of resolving the problem with the pertinent instructor. If this
does not lead to a resolution, the student may appeal against the grade by filing a petition with the
Office of the Registrar. The Registrar forwards a copy of the petition to the Department
Chairperson, who first ascertains that there were no numerical errors made by the instructor, and
the chairperson then assigns an anonymous re-evaluation of the final examination to another
instructor. In the case of a major discrepancy between the instructor's evaluation and the re-
evaluation that will require the change of the final examination grade, the average of the two
evaluations is assigned as the final grade to the final examination. Changes in grades resulting
from an appeal require the endorsement of the Dean of School. For a petition to be reviewed, a
student must appeal within four weeks from the date the semester grades have been announced.

In thoroughly reviewing the recommendation of the EEC, it was evident in our Program, however,
that students in some courses need to ask for feedback for their midterm exams. The program
addressed this issue to all teaching staff and decided to establish a control mechanism where the
coordinator will remind and check all teaching staff to ensure the return of the midterm exams with
feedback to the students for all courses.

5. The team should reconsider whether all theses should be individually written.

We thank the Committee for this suggestion and the program has decided that theses should be
now only individually written. Therefore, the Undergraduate Thesis Guide has been revised to
adhere to this recommendation and can be found in APPENDIX VIII; Undergraduate Thesis
Radiology and Radiotherapy (see page 7).

13
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3. Teaching staff
(ESG 1.5)

We thank the ECC for their valuable comments regarding teaching staff. Please find below our
responses to the Committee's comments:

Comments by EEC:

Areas of improvement and recommendations

1. Future recruitment strategy should target Radiology and Radiation Therapy technologists as full-
time academic staff.

2. Professional development strategy should provide opportunities for future leaders among the
Radiology and Radiation Therapy technologists, for example to become deputy head then head of
programme.

3. The status of all the Radiology and Radiation Therapy technologists is “special scientist” of
“special teaching personnel”; there needs to be a strategy to develop these roles even part-timers
to lecturer level and beyond.

4. The titles of “special scientist” of “special teaching personnel” do not correspond with international
norms, and should be reviewed to facilitate appropriate recognition of their academic role.

5. A strategy is needed to further develop Radiology and Radiation Therapy technology research
and publications.

Response by EUC:

1. Future recruitment strategy should target Radiology and Radiation Therapy technologists
as full-time academic staff.

As discussed with the EEC, not only the Department agrees that there is a need for an additional
full-time academic faculty who will fill in the needs is Radiology and Radiation Therapy technology,
but the Department was expecting the re-accreditation of the Program to confirm that this would
also be the recommendation of the EEC as an external reviewer. Hence, the Department has
decided to open a vacancy for a new Radiology and Radiation Therapy technologist to support the
programme’s needs and the faculty position has been already advertised in the following website:
https://galileo.wd3.myworkdayjobs.com/en-

US/european_university cyprus_career_site/job/Engomi/Academic-Position-in-Radiography--
Lecturer-or-Assistant-Professor- _R-09010-1

2. Professional development strategy should provide opportunities for future leaders among
the Radiology and Radiation Therapy technologists, for example to become deputy head
then head of programme.

The University has a faculty promotion scheme in place, as described in the University Charter
(APPENDIX IX; EUC Charter, pages 74-79). Promotion is on the basis of competency,
gualifications, experience and other relevant factors. A major requirement for promotion from one
rank to another is excellence in teaching, research and service to the Community, and sustained
commitment and dedication to the University. Advancement in rank is not merely a matter of routine
or seniority, but it is based primarily on merit. It should be noted that any Faculty member hired
through the faculty selection and appointment procedure must complete at least three (3) years of
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service to the appointed rank, in order to be eligible for promotion; provided that he/she meets all
other criteria for promotion.

Advancement in rank shall depend upon the faculty member meeting the six criteria listed below:

Fulfillment of the minimal criteria for appointment to rank.
Positive and substantial evidence of high competency in teaching.
Evidence of positive contribution(s) to the overall development of the individual's program area
and Department.
Evidence of service to the University and Community in general.

e Membership and participation in professional or learned societies of national or international
significance.

e Research and scholarly publications or recognized creative work in the individual's field.

According to the EUC Charter, all faculty members that hold a Ph.D., including Radiology and
Radiation Therapy technologists have equal opportunities to become Head of the programme or
Head of the Department.

3. The status of all the Radiology and Radiation Therapy technologists is “special scientist”
of “special teaching personnel”; there needs to be a strategy to develop these roles even
part-timers to lecturer level and beyond.

The titles “Special Scientist” and “Special Teaching Personnel” are given to part time and full-time
staff respectively that do not hold a PhD degree. Indeed, all Radiology and Radiation Therapy
technologists have these titles as they do not currently have a PhD. As soon as they get a Ph.D.,
they can apply for a Lecturer position as for the rank of “Lecturer” the minimum requirements are a
Doctorate; positive and substantial evidence of high competency in teaching and research
(APPENDIX IX; EUC Charter, pages 70).

4. The titles of “special scientist” of “special teaching personnel” do not correspond with
international norms, and should be reviewed to facilitate appropriate recognition of their
academic role.

These are the titles given based on the universities wide policy in Cyprus. The titles “Scientific
Collaborator” and “Special Scientist” are given to part timer teaching personnel with or without a
Ph.D. respectively as described in the University Charter (APPENDIX IX; EUC Charter, pages 155-
157). A Scientific Collaborator must hold a doctoral degree - or be close to receiving a doctoral
degree, show evidence of autonomous scientific work, and recognized ability to teach and/or to
conduct research. The position of Scientific Collaborator may be in teaching and/or research. The
involvement of Scientific Collaborators in the instructive work of the University aims at the
enrichment of specific programs of study, mainly through the extensive practical experience and
expertise of these individuals, as well as for the practicum of students. With regard to research, the
collaboration aims in the enrichment and enhancement of the research activities and capabilities of
the University. For the Special Scientists the minimum qualifications for the hiring in these posts are
a first degree from a recognized tertiary academic institution and previous experience in the area of
the assigned project. The title “special teaching personnel” is given to full time teaching personnel
without a PhD as described in the University Charter (APPENDIX IX; EUC Charter, pages 72).
Special Teaching Personnel ranks shall be those of Instructor and Senior Instructor. The minimal
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requirements for the Instructor’s rank shall be a Master’s degree, and for the Senior Instructor’s rank
shall be a Master’s degree and twelve (12) years at the Instructor’s rank or its equivalent.

5. A strategy is needed to further develop Radiology and Radiation Therapy technology
research and publications.

Increasing the quality of the research output is a central pillar in both the University’s and the
Department’s strategy. This culture of high-quality research output is supported by a number of
EUC'’s research support policies and mechanisms, including among others a policy on Teaching
Hour Reduction (THR) (see APPENDIX X; EUC's Research Policy presenting the Internal
Regulation on Research Policy), the Sabbatical Leave scheme (see APPENDIX XI; Internal
regulation on Sabbatical Leave), the “Annual Awards for Excellence in Research” (see APPENDIX
XII; Internal regulation on EUC's Annual Award for Excellence in Research), the Ph.D. Scholarships
Award Scheme (see APPENDIX XIII; PhD scholarships award scheme) and for publishing a Scopus
paper (see APPENDIX XIV; Policy for the award of grants in the form of fee reduction to PhD
students for publishing a Scopus paper), the available budgets for annual conference participation,
membership in scientific and professional societies of full-time faculty and available budget for open
access journal publication fees. In addition, every year in the School’s budget, there is allocated
budget for purchasing of laboratory equipment and consumables to support our teaching and
research activities. All these initiatives will be continued and further enhanced to further develop and
support the Radiology and Radiation Therapy technology research and publications.

Moreover, EUC provides “Internal Research Awards” (IRA). In particular, the University’s IRA are
launched on an annual basis by the Senate Research Committee. IRAs are awarded to EUC faculty
in order to pursue research and other creative work. IRAs provide support for exploratory research
projects which might result in proposals submitted for external funding or in creative work that is
likely to enhance the recognition of the faculty and research personnel and the University at large.
IRAs may be used for funding travel, equipment, supplies, Ph.D. student assistants’ scholarships,
student assistants, research assistants and other expenses (please see APPENDIX X; Internal
Regulation on Research Policy, page 23.).

The University also supports the research activity of members of staff by awarding them Teaching
Hours Reduction (THR) in order to further enhance their engagement with research. A THR may be
awarded if the member of staff fulfils the conditions in one or more of the three schemes outlined
below (please see APPENDIX X; Internal Regulation on Research Policy):

(a) Award of a THR for participation in research projects: Members of staff are eligible to apply
for a Teaching Hours Reduction (THR) when conducting funded research.

(b) Award of a THR for writing a book: Teaching reduction is awarded for the purpose of writing
a book upon submission of a publishing contract by a reputable publisher.

(c) Award of a THR by accumulation of points: A third scheme for the award of a THR takes into
account the research activity of members of staff and the points they accumulate according to their
research output.

Following the introduction of the THR policy, the research activities of full-time faculty have
substantially increased. This is evident from the steady increase in both the number of faculty who
are granted a THR, and the parallel increase in research activities.
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For instance, during the Fall 2021 semester, 75 full-time faculty members obtained a THR, 43 of
which had a three (3) hour reduction, and 32 faculty members were granted a six (6) hour reduction
per week. During the past 5 years these figures increase steadily on an annual basis. A number of
the Department’s faculty has systematically capitalized on the particular policy, while every year
additional faculty members are eligible for the THR.

The figure below demonstrates the steady increase in the number of THRs per semester (2015 to
date).

Teaching Hours Reductions (THRs)
Total (blue), Projects & Books (orange), Points (green)

60
a0
) II II II II I- [ | - o - I - I

52015 F2015 52016 F2016 52017 F2017 52018 F2018 52019 F2019 52020 F2020 52021 F2021

Figure 1 Teaching Hours Reductions (THRs) Total (blue), Projects & Books (orange), Points
(green)

The THR policy has led into a boost of not only the quantity but also the quality of research output.
Specifically, in the last five years, the University’s output in Scopus indexed paper journals has
quintupled as much. That is, for the years 2018, 2019, 2020 and 2021, the University’s publications
in Scopus indexed journals is of the order of 153, 191, 297 and 356, respectively. On the basis of
this track record, and provided that the University maintains the benchmark of 150 high quality
journal articles in the years 2021 ka1 2022, it fulfils the criteria for the Times Higher Education World
rankings in 2023.

The figure below depicts the steady increase in the number of University’s output in Scopus
indexed paper journals per calendar year (2015 to date).
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Figure 2 EUC Scopus Papers Output

Moreover, the positive effect of the THR policy is evident from the strong growth in the research
activity of the University as measured through competitive external research projects. Such funding
has quadrupled during the last 5 years.

The program full-time academic staff on Radiology and Radiotherapy Technology, Dr Stephanos
Leandrou has been already awarded a THR during Spring 2022.

In addition, in order to further improve research on Radiology and Radiation Therapy technology,
instructors are encouraged to emphasize on undergraduate thesis research topics instead of
bibliographical reviews (at least half of the suggested topics must be research topics). It is also
worth mentioning that the University already organizes an annual Research Day Event. Alongside
this, a Department’'s Research Day is organized and will be hosted within Fall 2022 in the
Department of Health Sciences, aiming to increase the number of students engaging in research.
In this event, Faculty and students from all Department programs will have the opportunity to
present their research work. We expect this event to bring together Faculty and students from all
programs of the EUC and provide an opportunity to share new findings, facilitate scientific
exchange, and identify potential new collaborations and initiatives. Further, this event will promote
research synergies among the Department's members and support less active Faculty.
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4. Student admission, progression, recognition and certification
(ESG 1.4)

We thank the ECC for their valuable comments regarding student admission, progression,
recognition and certification. Please find below our responses to the Committee's comments:

Comments by EEC:

Areas of improvement and recommendations
1. The team should consider strengthening the minimum entry level requirement to the programme.

2. The team should consider their rules on student progression specific to the programme.

Response by EUC:

1. The team should consider strengthening the minimum entry level requirement to the
programme.

The program agrees that there is a need to strengthen the minimum entry level requirement to the
program. Following the EEC suggestion, we have revised the admission criteria of the Program in
a way to demonstrate the determinant role of strong academic performance for being admitted in
the Program as following:

All applicants must have completed a secondary school education or twelve years
of schooling to be considered for admission to the Program. The Program
recognizes a strong academic performance at secondary school level and
applicants having a solid high school record the primary determinants for success
in the Program. Applicants who may not demonstrate a strong academic
performance at secondary school level, but can provide evidence of activities
relevant to the programs’ content, extra-curricular involvement, a high level of
commitment and potential for personal growth will also be considered.

2. The team should consider their rules on student progression specific to the programme.

Students follow a pre-defined academic path in order to progress from semester to semester. This
academic path appears in APPENDIX XV: Course Distribution. Each course’s prerequisites and co-
requisites appear in the Syllabus of the respective course and students are informed about the path
they need to follow in five ways:

1.

2.
3.

Upon approval of the program by CY.Q.A.A. the table with the courses (APPENDIX XV;
Course Distribution) and all syllabi are published on the program’s EUC webpage,;

During their orientation week at EUC;

During the registration period by the Student Advisor at the Department of Enrolment;

On the Course Outline of each of their courses provided by their instructors on the very first
session of each course in the semester. Please see a sample of a Course Outline attached
(APPENDIX V; Conventional Course Outline Template);

On the Course Outline of their courses which is on the Blackboard page of each of the
courses they attend every semester.
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All students to graduate need to maintain a GPA of 2 out of 4. Please see relevant regulations on
EUC website here https://euc.ac.cy/en/academics/academic-requlations/

Students’ academic progress is monitored based on their GPA (Grade Point Average) on a semester
basis. Taking into consideration the ECTS load of each student and their semester GPA, Student
Advisors at the Advising Centre of the Department of Enrolment come into communication with
students to address issues and assist those with low GPA, by monitoring their academic path and
discussing ways to improve performance. The same list of students with low GPA’s reaches the
Schools’ program coordinators, Chairpersons, and Dean for their perusal. The Department closely
monitors and supports students with low GPA by following these procedures for supporting students
with low GPA as these are described in the EUC Internal Regulation on Low GPA (more information
about the processes involved appear in the discussion of topic item 3 below; please also see for
more details of the procedure in the Internal Regulation on “EUC’s Procedures for Supporting
Students with Low Grade Point Average (GPA)” that appears in Appendix 2). These actions are
additional to the efforts/support that each individual instructor of the Department provides to each
student and aim for a timely and early enough diagnosis of the phenomenon in order to facilitate an
effective, early intervention. Moreover, high achievers are rewarded annually with Academic
Excellence Scholarships and Certificates of Excellence (Deans’ List). The Low GPA Internal
Regulation helps to:

e provide correct information to all students, namely undergraduate, postgraduate, Conventional
and E-Learning;

e ensure that students are aware of the role of GPA and the impact of low GPA on the progress of
their studies;

e increase of the support provided at the Program, Department and School level;

e proper implementation of procedures by the Student Advising Centre.

A detailed description of the procedure can be found in the APPENDIX XVI; EUC’s Procedures for
Supporting Students with Low GPA.
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5. Learning resources and student support
(ESG 1.6)

We thank the ECC for their valuable comments regarding learning resources and student support.
Please find below our responses to the Committee's comments:

Comments by EEC:

Areas of improvement and recommendations

1.

Fire exits for the Radiology lab are not in place. The location or the emergency exit will need
proper institutional assessment.

2. The laboratory is not wheelchair accessible.
3.

The wet processing area might be better used for digital diagnostic monitors for image
evaluation, or other purposes.

There is a need for investment in Radiation Therapy laboratory equipment, for example
consider VERT https://www.vertual.co.uk/products/vert/ , immobilisation devices, fusion
software, processing software etc.

The team should consider a strategy for replacement and update of the x-ray facilities in the
future.

The team should consider having access to a PACS system to evaluate images and create
an e-portfolio of student experience and learning.

Response by EUC:

1. Fire exits for the Radiology lab are not in place. The location or the emergency exit will
need proper institutional assessment.

Following the recommendation by the EEC, fire exit is now in place in the Radiology lab. A picture
can be found below which shows the illuminated fire exit sign. There is one emergency exit as the
room has one door in the basement.
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2. The laboratory is not wheelchair accessible.

We thank the EEC for pointing this out. We proceeded immediately to order a platform stairlift. A
description of the platfrom can be found in the APPENDIX XVII; Description of the Platform. The
detailed description of the characteristics of the platform for the specific laboratory can be found in
APPENDIX XVIII; Plan for the Platform. The quotation for the platform can be found in APPENDIX
XIX; Quotation for the Platform. It is really important for us to ensure that all students and staff are
equally treated and have access in all areas of the university.

3. The wet processing area might be better used for digital diagnostic monitors for image
evaluation, or other purposes.

We thank the EEC for this suggestion. All new material are now included in the wet processing area.
4. There is a need for investment in Radiation Therapy laboratory equipment, for example

consider VERT https://www.vertual.co.uk/products/vert/, immobilisation devices, fusion
software, processing software etc.

The program on purpose does not have Radiation Therapy laboratory equipment, because the
radiation therapy training of students takes place according to the Syllabus of the courses in
Oncology Departments. In specific, our students are greatly benefit from the implementation of their
radiation therapy clinical training in the state-of-the-art German Oncology Centre (GOC), which is
exclusively affiliated with European University Cyprus. The German Oncology Center started
operating in October 2017 and is equipped with equipment of the latest technology
(https://www.goc.com.cy/en/ ).

5. The team should consider a strategy for replacement and update of the x-ray facilities in
the future.

The EEC correctly suggests that these facilities have recently been acquired and point out the need
to budget their replacement in the future. As shown during the EEC visit, one of the machines, the
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orthopantomogram has been replaced recently (2018) and has been installed in the Dentistry lab
where our students do their clinical training for this machine.

6. The team should consider having access to a PACS system to evaluate images and create
an e-portfolio of student experience and learning.

We agree with the EEC that the interaction of students with PACS system enhances their skills;
hence during for the course of “Digital Imaging & Health Information Technology” there is a PACS
and a RIS system installed in the lab, to which students connect via their computer. This provision
enables students to experience an environment similar to that of hospitals that have digitized the
entire workflow of producing and processing medical images. In the laboratory, in a nutshell,
students perform the following stages of the workflow of these systems:

Referral of patients for radiological examination (RIS)

Schedule patient appointments in the system (RIS)

Worklist Retrieval from Modalities (CR Reader + Virtual Modality)

Perform examinations (using a patient phantom) and send them to the PACS system
Exam retrieval and image processing (PACS + DICOM Viewer)

Creating a Medical Report

ok wNE

In addition, during the lab, students have the opportunity to process images of various Modalities,
such as MRI, CT, PET-CT, SPECT-CT, Mammography, Digital X-Ray, CR, DEXA, Fluoroscopy,
Angiography with software tools suitable for each Modality, such as measurements of regions of
interest, calibration of spatial resolution (using a non-radius permeable ruler), 3D reconstructions,
use of filters and LUT and many other.

This process enables them to understand the differences of the images produced by each
modalities, and in addition to understand the capabilities of the processing tools as well as how they
can affect the diagnosis. Below we provide links to 4 videos (please press ctlr+click to watch them)
with a demonstration of our teaching methodology using PACS.

LINKS FOR DEMONSTRATION OF PACS TEACHING METHODOLOGY:

1. PET-CT.mp4
2. CT and filters.mp4

3. Spatial Calibration.mp4
4. DICOM PDF Report.mp4

The portfolio created can be clearly see in the video of:

1. Spatial Calibration.mp4
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In addition, images are also provided below that show students practicing on their laptops for PACS
systems.
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6. Additional for doctoral programmes
(ALL ESG)
N/A
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7. Eligibility (Joint programme)
(ALL ESG)

N/A
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B. Conclusions and final remarks

FINAL REMARKS

The External Examination Committee was fairly satisfied with the information provided both in
advanced and during the visit and realized that the Staff of the Department follows a “student
centered” approach and showed their willingness to improve the syllabus. The facilities in the EUC
are in general very impressive and the students have access to all basic resources related to their
studies.

The Members of the Committee discussed the title of the course (Radiology — Radiotherapy) but the
conclusion made was that there is no need to change the title, the title remains aligned with the
national policy as it is stated by the professional body of Radiology-Radiotherapy Technologists.

PROGRAMME
IMPROVEMENTS
e The cross programme evaluation of student feedback is weak. The Department should
consider other methods of feedback such as focus groups, and shorter more specific
guestionnaire. These need to be collated into an annual report and progress tracked over
time. There needs to be more evidence of alumni and employers’ involvement is programme
design, assessment, and ongoing improvement.

LEARNING and TEACHING ASSESSEMENT
IMPROVEMENT
e The alignment of the assessment to the learning outcomes needs to be mapped, and the
assessment plan for the entire course made available.
e Assessment needs to be double marked in some way, for example, double marked top middle
and bottom; double check all fails, all tops; etc.
e Marking criteria or marking rubrics should be available to the student before the assessments.
e The practice that some theses are written by two students should be abandoned.

STAFF
IMPROVEMENT

e Future recruitment strategy should target Radiology and Radiation Therapy technologists as
full-time academic staff.

e Professional development strategy should provide opportunities for future leaders among the
Radiology and Radiation Therapy technologists, for example to become deputy head then
head of programme.

e The titles of “special scientist” of “special teaching personnel” do not correspond with
international norms, and should be reviewed to facilitate appropriate recognition of their
academic role.

e A strategy is needed to further develop Radiology and Radiation Therapy technology
research and publications.

ADMISSION and CERTIFICATION OF STUDENTS
IMPROVEMENTS
e The team should consider strengthening the minimum entry level requirement to the
programme.
e The team should consider their rules on student progression specific to the programme.
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RESOURCES and STUDENT SUPPORT
IMPROVEMENTS
e The wet processing area might be better used for digital diagnostic monitors for image
evaluation, or other purposes. The team should consider having access to a PACS system
to evaluate images and create an e-portfolio of student experience and learning.
e There is a need for investment in Radiation Therapy laboratory equipment, for example
consider VERT https://www.vertual.co.uk/products/vert/ , immobilisation devices, fusion
software, processing software etc.

Response by EUC:

We would like to sincerely thank the EEC for the positive feedback and its constructive
recommendations. As described in the previous sections of the report, the Radiology and
Radiotherapy Programme has focused on fully addressing each of the EEC’s recommendations.
We believe that these actions enhance our Program’s quality, which builds on our strengths and our
readiness to implement the program in an attractive student-friendly environment. As the EEC noted
during the evaluation of the Radiology and Radiotherapy programme, there is a strong student-
centered approach, with a clear progressive approach to pedagogy from theory, to practical labs (in
small groups) and on practise in the clinical environment. We strongly believe that interconnection
of theory with practice reflects our ability to provide a high academic education level. This particular
comment from the EEC makes us very proud and increases our commitment to continuous
development in all education and research sections.

We summarize in brief the major adaptations described in more depth in the previous sections of
the Report based on the overall conclusions of the EEC presented in this section. In more specific,
in adhering to the suggestions of the EEC, we have now:

PROGRAMME

1. Used focus groups with students from each class to strengthened our student feedback sources.

2. Initiated the process to create a shorter more specific student’s feedback questionnaire which
will be used from all programs in the University.

3. Arranged regular semester meetings where student feedback and other problems are discussed.

4. Created a report with the cross-program evaluation of the student’s feedback questionnaire
which provides a global overview of the results starting from the Fall 2021.

5. Started the process to include more alumni and employers in the Advisory Board from Aretaeio
Hospital, the German Oncology Centre, the Alpha Evresis Diagnostic Centre and the Limassol
General Hospital

6. Started staff meetings every semester inviting the Heads of departments from leading hospitals
that we collaborate for clinical training to further strengthen the employers’ involvement in the
programme design, assessment, and ongoing improvement.

LEARNING and TEACHING ASSESSEMENT

1. Started double marking process in the midterm and final exams for all top and fails in all the
courses.

2. Developed grading rubrics to assess a range of activities to provide students with clear, directed,
and focused feedback on ways to improve their learning.
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3. Abandoned the practice that some theses are written by two students and now each student has
his/her own topic. The undergraduate thesis guide has been updated accordingly.

STAFF

IMPROVEMENT

1. Opened a vacancy for a new full-time academic staff for a Radiology and Radiation Therapy
technologist to support the programme’s needs.

2. Awarded the Radiology and Radiotherapy technologist for the Spring 2022 with the Teaching
Hour Reduction (THR) award in order to conduct research.

ADMISSION and CERTIFICATION OF STUDENTS

IMPROVEMENTS

1. Revised the admission criteria of the Program in a way to demonstrate the determinant role of
strong academic performance for being admitted in the Program.

RESOURCES and STUDENT SUPPORT

IMPROVEMENTS

1. Gave access to all students to a PACS system to evaluate images. An e-portfolio has been
created for the students with a set of images from a variety of modalities.

2. Started the process to make our laboratory wheelchair accessible by ordering a platform stairlift.

3. Ensured that our students use equipment of the latest technology for the Radiation Therapy
clinical training as it takes place in the German Oncology Centre which is affiliated with the
European University Cyprus.

In closing, we would like to say that we have thoroughly reviewed the findings, strengths, and areas
of improvement indicated by the EEC following its review and attempted to respond to each item
precisely and succinctly. By embracing the EEC's comments and suggestions, we are convinced
that our programme will ensure its students' learning outcomes more effectively. In this regards, we
are grateful to the EEC for their candid discussions regarding our programme and the insightful
comments and suggestions throughout their report.
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APPENDIX | - Cross program student feedback evaluation F2021

Semester |Collector ID Course Code/Section

F2021 EUC32ANA110F ANA110F
F2021 EUC60BIO282B BIO282B

F2021 EUC1118RAD110A (RAD110A
F2021 EUC1119RAD111A (RAD111A
F2021 EUC1120RAD210A [(RAD210A
F2021 EUC1121RAD211A (RAD211A
F2021 EUC1122RAD212A [RAD212A
F2021 EUC1123RAD300A (RAD300A
F2021 EUC1124RAD301A (RAD301A
F2021 EUC1125RAD303A (RAD303A
F2021 EUC1126RAD310A [RAD310A
F2021 EUC1127RAD311A (RAD311A
F2021 EUC1128RAD324A [RAD324A
F2021 EUC1129RAD400A [(RAD400A
F2021 EUC1130RAD411A (RAD411A
F2021 EUC1131RAD412A (RAD412A
F2021 EUC1132RAD413A [RAD413A
F2021 EUC1133RAD414A [(RAD414A
F2021 EUC1134RAD420A [RAD420A
F2021 EUC1136RES303E [RES303E
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CourseName

Instructor

ANATOMIA |

PAPACHARALAMBOUS CHARALAMBOS*

BIOZTATIZTIKH

KYPRIANIDOU MARIA*

EIZAFQIH XTHN AKTIN. K AKTINOTEXNOAOTIA

POLYCARPOU IRENE

AKTINIKH KAl MOPIAKH BIOAOTIA

NEOPHYTOU CHRISTIANA*

KAINIKH AZKHZH II

MICHAEL ILIANA*

AKTINOTEXNOAOTIA 1

LEANDROU STEFANOS

AKTINOANATOMIKH

LEANDROU STEFANOS

TOMOTPA®IKH AMEIKONIZH

LEANDROU STEFANOS

AKTINOOEPANEYTIKH OTKOAOTIA |

FERENTINOS CONSTANTINOS*

TEXNOAOTIA AMEIKONIZTIKQN ZYZTHMATQN I

POLYCARPOU IRENE

KAINIKH AZKHZH IV

ATHANASIOU THASOS*

AKTINOAOTIKH NAGOAOTIA |

LEANDROU STEFANOS

WHOIAKH AMEIKONIZH & IATPIKH NAHPO®OPIKH

KAOLIS DIMITRIS*

KAINIKH AZKHZH VI

ATHANASIOU THASOS*

AKTINOOEPANEYTIKH OTKOAOTIA 3

FERENTINOS CONSTANTINOS*

YMEPHXOgq TSITSKARI MARIA
OEPAMEIA ME PAAIENEPTA IXOTOMNA LEANDROU STEFANOS
MAZTOIPADIA LEANDROU STEFANOS

MPAKTIKH AzKHZH

ATHANASIOU THASOS*

MEGOAOA. THg EPEYNAG MNA ENIZTHM. YTEIAG

HADJIKOU ANDRIA*

AVERAGE




School Enrolled students Lines |Blanks |Filled [Completion rate |Respond rate

School of Sciences 21 20 2 18 90.00% 85.71%
School of Sciences 12 1 0 1 100.00% 8.33%
School of Sciences 18 16 0 16 100.00% 88.89%
School of Sciences 17 19 2 17 89.47% 100.00%
School of Sciences 9 0 0 0 #DIV/0! 0.00%
School of Sciences 7 1 0 1 100.00% 14.29%
School of Sciences 7 0 0 0 #DIV/0! 0.00%
School of Sciences 11 7 0 7 100.00% 63.64%
School of Sciences 10 0 0 0 #DIV/0! 0.00%
School of Sciences 13 12 0 12 100.00% 92.31%
School of Sciences 10 0 0 0 #DIV/0! 0.00%
School of Sciences 8 0 0 0 #DIV/O! 0.00%
School of Sciences 9 0 0 0 #DIV/0! 0.00%
School of Sciences 8 0 0 0 #DIV/O! 0.00%
School of Sciences 11 0 0 0 #DIV/0! 0.00%
School of Sciences 7 0 0 0 #DIV/O! 0.00%
School of Sciences 12 0 0 0 #DIV/0! 0.00%
School of Sciences 15 0 0 0 #DIV/O! 0.00%
School of Sciences 1 0 0 0 #DIV/0! 0.00%
School of Sciences 17 6 0 6 100.00% 35.29%




1. Fully Online

2. Blended (some sessions online and
some face-to-face on campus)

3. Fully face-to-face on-campus

1 14 3
1 0 0
0 9 7
0 9 7
0 0 0
0 0 1
0 0 0
2 2 2
0 0 0
3 7 3
0 0 0
0 0 0
0 0 0
0 0 0
0 0 0
0 0 0
0 0 0
0 0 0
0 0 0
3 3 0




4. Mixed modalities according to the COVID-
19 conditions (i.e. it started in one way and
during the semester it changed)

Q2: How satisfied are you in general?

4.22

4.44

4.29

4.86

4.42

ol O] O] o] o] o] o] o] o] o] ol O] k] o] o] of | o] o]

4.17




1. 1 am satisfied with my 1. Choice 11 [Q3a2. | am satisfied with my  |2. Choice 11
communication with the communication with the
administrative personnel of course coordinator of my
my School program of studies
6.29 11 7.44 9
- 1 - 1
8.14 9 7.67 7
8.44 8 7.36 6
- 0 - 0
- 1 - 1
- 0 - 0
7 2 7.83 1
- 0 - 0
7.4 2 8.82 1
- 0 - 0
- 0 - 0
- 0 - 0
- 0 - 0
- 0 - 0
- 0 - 0
- 0 - 0
- 0 - 0
- 0 - 0
8.67 3 8.33 3

7.656666667

7.908333333




3. | am satisfied with my 3. Choice 11 |4. | am satisfied with the 4. Choice 11
communication with my support that | receive from
Student Advisor the MIS department (IT
Support) of the University
7.62 5 7.7 8
9 0 - 1
7.77 3 6.91 5
8 3 7.36 6
- 0 - 0
6 0 7 0
- 0 - 0
7.86 0 7.5 3
- 0 - 0
8.55 1 8.75 4
- 0 - 0
- 0 - 0
- 0 - 0
- 0 - 0
- 0 - 0
- 0 - 0
- 0 - 0
- 0 - 0
- 0 - 0
8.33 3 7.5 2

7.89125

7.531428571




5. 1 am satisfied with the 5. Choice 11 |6. | am satisfied with the 6. Choice 11
operation of the Blackboard operation of the Moodle
learning platform (for those who Learning platform (for those
had their classes on Blackboard who had their classes on Moodle)
Learn)
9.06 0 2.06 0
6 0 8 0
8.56 0 15 0
8.82 0 241 0
- 0 - 0
9 0 9 0
- 0 - 0
8.57 0 7.43 0
- 0 - 0
8.42 0 9 0
- 0 - 0
- 0 - 0
- 0 - 0
- 0 - 0
- 0 - 0
- 0 - 0
- 0 - 0
- 0 - 0
- 0 - 0
8.33 0 8.17 0
8.345 5.94625




7. 1 am satisfied with the tools of 7. Choice 11 (8. 1am satisfied with the tools of |8. Choice 11
the Blackboard learning the Moodle Learning platform
platform (for those who had (for those who had their classes
their classes on Blackboard on Moodle)
Learn)
8.94 0 2 0
7 0 8 0
8.5 0 15 0
8.12 0 241 0
- 0 - 0
10 0 8 0
- 0 - 0
8.71 0 7.71 0
- 0 - 0
8.58 0 8.92 0
- 0 - 0
- 0 - 0
- 0 - 0
- 0 - 0
- 0 - 0
- 0 - 0
- 0 - 0
- 0 - 0
- 0 - 0
8.33 0 8.5 0
8.5225 5.88




9. | am satisfied with the
teleconferencing system
Blackboard Collaborate

9. Choice 11

Q4: How satisfied are you in relation
to the information that was
provided to you by the University
regarding the mode of delivering of
this course during Fall Semester
2020?

9.06 0 3.83
6 0 4
8.38 0 4.5
8.65 0 4.59
- 0 -

9 0 4

- 0 -

9 0 4.86

- 0 -
8.58 0 4.5
- 0 -

- 0 -

- 0 -

- 0 -

- 0 -

- 0 -

- 0 -

- 0 -

- 0 -
8.67 0 4.33
8.4175 4.32625




Q5: How satisfied are you in relation to
guidance provided by your instructor
regarding the delivery of this course during
Fall Semester 2020?

4.06

4.5

4.65

4.86

4.75

4.83

4.58125




APPENDIX I

(| European
67 University Cyprus

INTERNAL REGULATION ON

EUC’s PROGRAM EVALUATION REVIEW (P.E.R.) PROCEDURES AND
TEMPLATE

62"d Senate Decision: 28 January 2019

Program Evaluation Review (PER) Procedures
1. Rationale and Scope

The Program Evaluation Review (PER) encourages excellence in academic programs by
aligning teaching and learning, curriculum, and other academic processes and activities with
the mission of individual programs. The process is an essential part of EUC’s continued effort
to ensure that its mission is met through the delivery of its programs, that EUC programs of
study comply, on institutional level, with Standards and Guidelines in the European Higher
Education Area, and that EUC programs’ structure, content and delivery mode meet
stakeholders expectations and needs.

More specifically, the PER’s goal is to provide a framework for developing, implementing, and
maintaining an ongoing effective program evaluation review process that will:

¢ Result in the improvement of the program experience of students;

e Follow the standards of the EUC policies and align to accreditation bodies’ decisions (e.g.
CY.Q.A.AA. The Cyprus Agency of Quality Assurance and Accreditation in Higher
Education/AlL.IN.A.E. ®opéag Alac@dAiong kai MaoTotroinong tng MNoidtntag Tng AvwTtepng
Ektraidsuong);

e Assess the quality and enhance the overall effectiveness of the Programs, Departments,
Schools and University as a whole;

¢ |dentify the strengths and weaknesses in each program under evaluation review and offer
opportunities for improvement;

e Establish program action plans and strategies for continuous and ongoing improvement;

o Utilize the information collected through the PER process to better plan and set priorities at
the University level.



EUC Program Evaluation Review (PER) Procedures and Template

2. Sources of Information

The aim of every program is to satisfy the needs and expectations of its stakeholders. As a
result, continuous monitoring of needs and expectations is essential. The table below shows
the way by which the PER process monitors and collects information from the program

stakeholders.

STAKEHOLDER | SOURCES OF INFORMATION DOCUMENTATION
Students Course Evaluation Full report of questionnaires output
Questionnaires shall be available at the end of each
semester
Program Committee Students’ representation in the
Program Committee. Minutes of
meetings
Alumni Alumni Questionnaires (e.g. Full report of questionnaires output

‘Epguva ATTOQOoIiTWV)

should be available

Advisory Board

Alumni representation on the
Advisory Board. Minutes of
meetings.

Graduate Employment Reports

Reports

Faculty Members

Program Committee

All faculty members teaching in the
program are members of the
Committee.

Minutes of meetings

Students’ representatives in the
Committee. Minutes of meetings

Professionals —
Industrialists

Advisory Board

Professional Bodies, Industrialists
representation on the Advisory
Board. Minutes of meetings

National & International
Professional Bodies Curriculum
Guidelines

Established guidelines

National & International
Legislative Directives on
Program Curricula

Directives on program curricula

University University Strategic Plan University strategic plan document
Management School/Departmental Strategic | School/Dept. Strategic Plan.

Plan
Other

In order to facilitate the collection of information from the stakeholders and the development of
the PER report, the following Committees/Bodies need to be in place (additional to those
described in the EUC Charter):

(a) Program Committee:

The School Council appoints a Program Committee (as EUC Charter: Annex 12, Article VII,
Section 2,) that monitors the academic and other issues of each program. The Program

2



EUC Program Evaluation Review (PER) Procedures and Template

Committee can appoint sub-committee(s) to handle specific thematic areas and/or collect
information.

(i) Terms of reference: The Program Committee shall report to the Department and/or School
Council accordingly. For the purposes of the PER procedure the Committee meets at least once
per semester. It shall have the following specific responsibilities:

To oversee and monitor the implementation of the Senate policies and guidelines;

To monitor curriculum development, delivery and assessment; and make recommendations
to the School Council for proposed changes in regulations through the development of the
PER report;

To monitor students’ admission and progress;

To monitor the career path of the Alumni and maintain strong ties between the Alumni and
the University;

To receive and consider the minutes of meetings of the Sub-Committee for the program;
To receive and consider the summary results of students evaluation questionnaires, as
available;

To provide a forum for discussion of general matters relating to the program;

To submit the PER report of the program to the Department and School Council through the
program coordinator.

The Program Committee Chair comprises the following members:

The Program Coordinator (as EUC Charter: Annex 12, Appendix B);

The Program’s full time teaching personnel, plus selective part time teaching personnel, if
necessary,

Representative of the Administration personnel according to the specific administrative
needs, if required;

Student representatives.

(b) School or Department or Program Advisory Board:

Each program sets up an Advisory Board with the following broad terms of reference and
membership.

(a) Terms of reference: The aim of the Advisory Board is to support the Undergraduate and

Postgraduate Programs of each Department and School of the European University Cyprus
through an independent evaluation of its activities, feedback and constructive criticism.
Overall, the Advisory Board will review and contribute in several areas, including the
following:

1. Improvement(s) on academic teaching;

2. Evaluation and provision of suggestions regarding the Undergraduate and Postgraduate
Programs of the Department and School structure and content; thus providing students with
an enhanced learning experience and a high quality educational program;

3. Proposition of courses that link the Department’s/School’s programs with the needs of the
local and global industries, promote internationalization, academic and professional
qualification and foremost employability of graduates;



EUC Program Evaluation Review (PER) Procedures and Template

4. Develop mutually beneficial relationships between the faculty, the industry, stakeholders
and authorities, aiming to facilitate constructive exchange of ideas, as well as strengthen
the links between them;

5. Contribution of unique and innovative ideas for research and its implementation;

6. Promotion of the faculty’s work profile outside the University.

(b) Membership: C/o School and Departments.

(c) Expert Review Panel (ERP):

The PER process refers to the evaluation of the report by an Experts’ panel with the following
terms of reference and membership:

(i) Membership
The Program Review Panel comprises of academic and subject experts, namely:
e Two External Faculty members who are experts on the program thematic areas.

The Program Coordinator (on behalf of the Program Committee) appoints the two external
experts.

(i) Terms of reference

The Expert Review Panel provides a written review report by commenting and evaluating the
findings and implementation plan presented in the PER, as well as by providing relevant
recommendations. The role of the Expert Review Panel is to provide feedback only on the
academic elements of the Program Evaluation Review. Decisions about the viability and other
aspects of the program remain within the remit of the School and University.

3. The PER Process

The PER process to be followed is illustrated in the diagram below. The PER process is a
continuous process. It is expected that each Department implements the PER procedure and
prepares the PER report (see Template attached) every five (5) years. The Program Committee
can initiate a PER procedure at any time within the five year period suggesting documented
program changes.



Diagram: PER Procedure

Advisory Board

Input:

Suggestions for program modifications
from the stakeholders (industrialists/
professionals)

Qutput: Documented suggestions
(Minutes of Meetings)

University Quality

Senate Assurance Committee

Input:
= -PER Report

Input:
-PER Report
Output: Output:
Minutes of Meeting

il v i T Tl T

Minutes of Meeting

4. Timeframe

EUC Program Evaluation Review (PER) Procedures and Template

Program Committee \

Input:
-University Strategic Plan
-School & Departmental Strategic Plan
-Advisory Board outcome
-Students” evaluation questionnaires outcome

-Alumni satisfaction surveys outcome

Expert Panel
Input
-PER report

Output

-Minutes of
meeting

-Labour market survey’s
-Graduate employment reports

-National & International Professional Bodies
Curriculum Guidelines

-National & International Legislative Directives on
Program Curricula

- National Vocational Qualifications

QOutput:
PER Report

School Academic
Committee

School Council
Input:
-PER Report
Qutput:

Input:
-PER Report

Output:
Minutes of Meeting

Minutes of

h

Department
Quality Assurance

Committee

Input:
-PER Report
Output:

Minutes of Meeting

Department
Council

Input:
-PER Report
Output:

Minutes of Meeting

Program Evaluation Review is a continuous process. It is expected that every program should
complete a PER process every five (5) years. However, the Program Committee is not restricted
with regards to the exact time, as it can initiate a PER report at any time within the five year
period suggesting documented program changes.

Schools with a program to be reviewed for the 5 years PER process will be notified by the Office
of the Vice-Rector of Academic Affairs in early July. Since the review process is an ongoing
process, the School shall follow all procedures so that the report with the associated
documentation is approved by the Senate in its first meeting of the following calendar year.
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EUC Program Evaluation Review (PER) Procedures and Template

1. Background/Contextual Information

Briefly describe the status of the Program in review (provide headline information in terms
of student numbers, profiles and accreditations). Focus on any significant developments
since the last program review.

Briefly present the actions taken since the last Program Review, and the progress of the
suggested Program Action Plan (if any).

(Provide references wherever this is applicable / appropriate, see Section ....)

2. PER methodology

Briefly describe the methodology used for the implementation of this review. Refer to how
this review is related to the overall University’s QA process.

(Provide references wherever this is applicable/appropriate, see Section ...)

3. PER Data Sets & Other Sources of Information

List the data sets and other sources of information, which were used for the
implementation of this review. Provide as appendix all the documentation.

4. Curriculum Structure, Objectives, and Learning Outcomes

Briefly describe and review the general structure/content and rationale of the Program
Curriculum in Review. Possible review tasks, which may be undertaken, are the following:

— Review the relevance and adequacy of the current Objectives / Learning Outcomes
of the Program in review in relation to the latest research, professional and technological
developments (wherever applicable).

— Review how the Curriculum structure and content satisfies the current Objectives and
Learning Outcomes of the Program in review (cross-reference matrices of ‘Courses vs
Learning Outcomes’ can be designed / used for this purpose).

— Review how the Curriculum’s structure / learning outcomes satisfy the requirements
of international standards and professional organisations, as well as any
legislative requirements (if applicable).

— Review how the Curriculum structure / learning outcomes address stakeholders’
(students, alumni, professionals) considerations and expectations.

Feel free to implement any additional / alternative review task you consider appropriate for
the Program in review.

(Provide references this is applicable / appropriate, see Section 2)



EUC Program Evaluation Review (PER) Procedures and Template

5. Teaching and Learning

Briefly describe and review the teaching and learning methods, teaching and learning
materials, academic personnel, resources, and academic support, which are provided
for the Program in review. Possible review tasks, which may be undertaken, are the
following:

— Review the relevance and adequacy of the current teaching, learning, and
assessment methods followed, in relation to international standards, stakeholders’
feedback, and current educational trends.

— Review the adequacy of the Program’s current academic personnel in relation to the
teaching and learning needs of the Program Curriculum, international standards,
stakeholders’ feedback, School and University Strategy, and requirements from
professional bodies.

— Review the relevance and adequacy of the Program’s current teaching resources and
academic support in relation to international standards, stakeholders’ feedback, and
current educational trends.

Feel free to implement any additional / alternative review task you might feel is appropriate
for the Program in review.

(Provide references wherever this is applicable / appropriate, see Section 2)

6. Sustainability

Briefly describe and review the Sustainability aspects of the Program in review. Possible
review tasks, which may be undertaken, are the following:

— Review the student recruitment / retention policy, which is followed for the Program
in review, in relation to the latest enrolment, retention, and marketing data.

— Review the employability dimension of the Program in review, in relation to the latest
alumni satisfaction and graduate employment reports, and in relation to the feedback
provided by industrial stakeholders.

— Review how the Program in review fits and contributes to the satisfaction of the School’s
and University’s long-term strategic plans.

— Review how the Program in review addresses the latest national and international
professional needs and trends.

Feel free to implement any additional / alternative review task you consider as appropriate
for the Program in review.

(Provide references wherever this is applicable / appropriate, see Section 2)



EUC Program Evaluation Review (PER) Procedures and Template

7. SWOT Analysis

Based on your review, please provide a Strengths/Weaknesses/Opportunity/ Threats
Analysis for the Program in Review:

Strengths Weaknesses
1. Strength x 1. Weakness x
2. Strengthy 2. Weakness y
Opportunities Threats
1. Opportunity x 1. Threat x
2. Opportunity y 2. Threaty

8. Proposed Program Modifications

Identify the proposed program modifications by providing the necessary documentation on
the following areas:

l. Program modifications:

(a) Title
(b) Aim and Objectives
) Learning Outcome(s)
d) Curriculum/Program structure
e) Entry requirements/criteria

Il. Course(s) modifications

a) Title

b) Aim and Objectives
c) Learning Outcomes
d
e

) Course Content

) Teaching Methodology
f) Assessment Methods
g) Recommended Textbook(s)
(h) Other (ECTS, hours, etc.)

lll. Program quality control mechanisms
IV. Other (Specify)

(c
(
(
Cc
(
(
(
(
(
(
(

9. Implementation Plan

Describe the proposed action plan for the proposed modifications/changes in a timetable
or Gantt Chart.
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APPENDIX Ill. Semester program meetings

Meeting of the teaching staff and heads of the clinical practice
Date: 2/11/2021

Participants:
1. Drlrene Polycarpou, Coordinator
2. Dr Stephanos Leandrou, Lecturer & Council Member of the National Registry
Body of the Radiologic Technologists and Radiotherapy Technologists
3. Dr Marilena Theodorou, Lecturer & Oncologist in Bank of Cyprus Oncology
Centre
4. Mr Thasos Athanasiou, Special Scientist & President of the Board of the Cyprus
Registered Radiologic Technologists and Radiotherapy Technologists & Council
Member of the National Registry Body of the Radiologic Technologists and
Radiotherapy Technologists
5. Dr Maria Lewnidou, Lecturer
Mr Dimitris Kaolis, Senior Medical Physicist, Nicosia General Hospital
7. Dr Konstantinos Ferentinos, Director of the Radiation Oncology Department,
German Oncology Centre
8. Mr Petros Michaeloudis, Senior Radiation Therapy Technologist, Bank of
Cyprus Oncology Center
9. Mrs Eliana Michael, Clinical Training
10. Mrs Elena Panayiotou, Clinical Training
11. Mr George Charilaou, First Aid Instructor
12. Mrs Xenia loakim Supervisor for the labs of the Nursing program in European
University Cyprus

o

Agenda:

1. Evaluation of the program for 2022 and areas for improvement
Teaching methodologies and problems faced during COVID-19
Lab facilities and needs for 2022
Students’ evaluation during COVID-19
Low GPA policy results

vk wnN

Evaluation of the program for 2022

Mrs Xenia suggested that the First Aid course must be moved in the second year of
studies as the students they do not have adequate Anatomy and Physiology
knowledge in the first year. We have discussed this and we have ended up that we
have no other courses to change it with. We have ended up that the fact that they do
Anatomy course in parallel it might be helpful and we will evaluate this in the future.
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Dr Ferentinos said that students seem well prepared for their clinical practice from the
theory point of view. For further improvement of the program, Dr Ferentinos
suggested that some weeks in the courses of Radiation Oncology can be offered from
Technologists of Radiotherapy as they are now offered from a Radiation Oncologist.
We decided to offer such lectures as part of the training of the students in the German
Oncology Centre.

Teaching methodologies and problems during COVID-19

The teaching methodologies applied in courses include lectures but also live
demonstrations and extra activities such as assignments, workshops, team work
projects and educational video tutorials. Also based on the learning outcomes of a
course guest lecturers are invited in order to present special and innovated topics
related to the course. Also the teaching staff is continuously informed and trained in
Digital enhanced learning tools to support teaching. Actually this helped us a lot during
the pandemic, when alternative teaching methodologies had to be developed.

We have raised the issue that the student conference did not took place in the period
2020-2021 due to the COVID-19. Various ways alternative ways have been discussed
but we have ended up that what the students like in this conference is the physical
presence.

Since we did not organize the conference, Mr Kaolis suggested to organize a workshop
for the students for Radiation Protection. The workshop will be organized late in
November and will include presentations to enhance the knowledge of students and
alumni for Radiation Protection.

Lab Facilities

We have discussed the possibility to buy CT and MRI simulator. The simulators allow
for the clinical instruction of CT and MRI procedures within the classroom. Students
will acquire clinical experience and confidence with the life-like CT and MRI operator's
consoles. This will increase the experience of students and therefore increase their
employability. We will include it in our budget next year in order to be evaluated.

Dr Lewnidou have asked to buy the following items for the course of Physiology. We
now use the equipment that the university has for all the medical students. They are
adequate for now but for the future it may be needed. We will buy them for the
program.

EZEOINNAIZEMOX I'TA MAOHMATA ®YXIOAOI'TAX

e 10 Pulse Oximeter

e 4 Mnyavakia ylo HEtpnon YAUKOING Kal XoAnoTePOANG KAl OVAAWGCLLO (TOLVIEG
pHETPNOoNS YAUKOTNG, TOLVIEG LETPNONG XOANOTEPOANG, EL8LKA OGTUAOG yla TomoBETnon
BeAbvag kal BEAOVEC yLO TO CUYKEKPLUEVO OTUAO)

o 10 mapadoolakd (OxL NAEKTPOVIKA) TILEGOUETPA KAl OTNOOOKOTLA
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e OepuopeTpa:
V' 4 nAeKTPOVIKA HaoXAANG — Ttepimou 40 supw KoL TaL TEGOEPQL
v" 1 nAektpovikd autol- tepimou 50 eupw Kal avoAWoLa (Ta ELSKA TAOLOTIKA
kaAUppata piag xprone)
v 1 nAEKTPOVIKO PETWTTIOU — Ttepinou 70 eupw
v' 4 ‘cav tunou udpapyuptkd’ — epinou 40 EUpW Kal TO TECOEPQ
e 10 XdpupdKLa yla ETLYyOVATISIKO avTavoKAQCTIKO — Tepimou 5 eupw to éva dnAadn
cUvolo 50 eupw
e 1 Portable spirometer- yia aloAdynon avanveuotikoU — niepimou 100 eupw amd To
Amazon https://www.amazon.de/-/en/SMART-Oximeter-Spirometer-Personal-
Sp02/dp/BO8BTSFNQS8/ref=sr 1 5?adgrpid=82319560696&dchild=1&gclid=CjOKCQj
wk4yGBhDQARISACGfAeuqgf-
ndwd2YKQ4XQZVUe687RvyAgmWFAVKUSLXFKH TM9A98TLs0gAaAnfZEALw wcB&
hvadid=394700394206&hvdev=c&hvlocphy=1003700&hvnetw=g&hvamt=b&hvrand
=3227599389679452101&hvtargid=kwd-
12865831&hydadcr=24461 1812054&keywords=spirometer&qid=1623413639&sr=
8-5
Kat padl avohwolpa: l8ka emotopLa piag xpnonc.

e 1 Algometer
Eival yia a€loAdynon tou movou.
https://www.amazon.com/Baseline-Dolorimeter-Circular-Probe-
Sensitivity/dp/B003817310/ref=ex_alt wg d? encoding=UTF8&pd
rd i=B003817310&psc=1&pd rd w=IDgsF&pf rd p=4elb46a8-
daf9-4433-b97e-
d6df97cf3699&pf rd r=CPK11BEKPCQ5F7A3XJ8G&pd rd r=297961
39-0d67-4¢15-9¢5d-2872cbc0d635&pd rd wg=vXnP9
OL TIHEG TOU OAYOUETPOU OMW(G TIG €lda €xouv PeyaAn dtokupavon.
Epelg emeldn B€Aoupe KATL ammAo — evw otnv pucikoBeparneia
XpeLalovtal Lo eEELSLKEVEVA KAL OTIPOUETPO KoL OAYOLETPO —
lowg va Bpoupe katt yupw ota 100-150 eupw oTo amazon amAd to
OUYKEKPLUEVO TIOU BprKa 1o avw oTo link 8ev €xel TTOAU Kohd
reviews.

Students’ evaluation during COVID-19.

The transition to Blackboard Learn Ultra in 2021 has been discussed.

The blackboard facilities have been discussed. The coordinator explain to all that in
our effort to make the transition to online learning easier for the instructors we now
conduct the online courses in the form of Blackboard Learn Ultra. They all agree that
they face no difficulties and that is the best program to use.

Low GPA policy results.

The coordinator informed the participants for the results of the low GPA policy and
the actions taken (eg e-mail, telephone communication, meeting, etc.) aimed at
supporting students. The coordinator had communication via teleconference and
telephone with the students. When the first year students were informed that in order
to graduate they must have a GPA of 2 most of them were surprised as they did not
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https://www.amazon.de/-/en/SMART-Oximeter-Spirometer-Personal-SpO2/dp/B08BTSFNQ8/ref=sr_1_5?adgrpid=82319560696&dchild=1&gclid=Cj0KCQjwk4yGBhDQARIsACGfAeuqf-ndwd2YKQ4XQZVUe687RvyAgmWFAVKu5LXFKH_TM9A98TLs0gAaAnfZEALw_wcB&hvadid=394700394206&hvdev=c&hvlocphy=1003700&hvnetw=g&hvqmt=b&hvrand=3227599389679452101&hvtargid=kwd-12865831&hydadcr=24461_1812054&keywords=spirometer&qid=1623413639&sr=8-5
https://www.amazon.de/-/en/SMART-Oximeter-Spirometer-Personal-SpO2/dp/B08BTSFNQ8/ref=sr_1_5?adgrpid=82319560696&dchild=1&gclid=Cj0KCQjwk4yGBhDQARIsACGfAeuqf-ndwd2YKQ4XQZVUe687RvyAgmWFAVKu5LXFKH_TM9A98TLs0gAaAnfZEALw_wcB&hvadid=394700394206&hvdev=c&hvlocphy=1003700&hvnetw=g&hvqmt=b&hvrand=3227599389679452101&hvtargid=kwd-12865831&hydadcr=24461_1812054&keywords=spirometer&qid=1623413639&sr=8-5
https://www.amazon.com/Baseline-Dolorimeter-Circular-Probe-Sensitivity/dp/B00381Z31O/ref=ex_alt_wg_d?_encoding=UTF8&pd_rd_i=B00381Z31O&psc=1&pd_rd_w=IDgsF&pf_rd_p=4e1b46a8-daf9-4433-b97e-d6df97cf3699&pf_rd_r=CPK11BEKPCQ5F7A3XJ8G&pd_rd_r=29796139-0d67-4c15-9c5d-2872cbc0d635&pd_rd_wg=vXnP9
https://www.amazon.com/Baseline-Dolorimeter-Circular-Probe-Sensitivity/dp/B00381Z31O/ref=ex_alt_wg_d?_encoding=UTF8&pd_rd_i=B00381Z31O&psc=1&pd_rd_w=IDgsF&pf_rd_p=4e1b46a8-daf9-4433-b97e-d6df97cf3699&pf_rd_r=CPK11BEKPCQ5F7A3XJ8G&pd_rd_r=29796139-0d67-4c15-9c5d-2872cbc0d635&pd_rd_wg=vXnP9
https://www.amazon.com/Baseline-Dolorimeter-Circular-Probe-Sensitivity/dp/B00381Z31O/ref=ex_alt_wg_d?_encoding=UTF8&pd_rd_i=B00381Z31O&psc=1&pd_rd_w=IDgsF&pf_rd_p=4e1b46a8-daf9-4433-b97e-d6df97cf3699&pf_rd_r=CPK11BEKPCQ5F7A3XJ8G&pd_rd_r=29796139-0d67-4c15-9c5d-2872cbc0d635&pd_rd_wg=vXnP9
https://www.amazon.com/Baseline-Dolorimeter-Circular-Probe-Sensitivity/dp/B00381Z31O/ref=ex_alt_wg_d?_encoding=UTF8&pd_rd_i=B00381Z31O&psc=1&pd_rd_w=IDgsF&pf_rd_p=4e1b46a8-daf9-4433-b97e-d6df97cf3699&pf_rd_r=CPK11BEKPCQ5F7A3XJ8G&pd_rd_r=29796139-0d67-4c15-9c5d-2872cbc0d635&pd_rd_wg=vXnP9
https://www.amazon.com/Baseline-Dolorimeter-Circular-Probe-Sensitivity/dp/B00381Z31O/ref=ex_alt_wg_d?_encoding=UTF8&pd_rd_i=B00381Z31O&psc=1&pd_rd_w=IDgsF&pf_rd_p=4e1b46a8-daf9-4433-b97e-d6df97cf3699&pf_rd_r=CPK11BEKPCQ5F7A3XJ8G&pd_rd_r=29796139-0d67-4c15-9c5d-2872cbc0d635&pd_rd_wg=vXnP9
https://www.amazon.com/Baseline-Dolorimeter-Circular-Probe-Sensitivity/dp/B00381Z31O/ref=ex_alt_wg_d?_encoding=UTF8&pd_rd_i=B00381Z31O&psc=1&pd_rd_w=IDgsF&pf_rd_p=4e1b46a8-daf9-4433-b97e-d6df97cf3699&pf_rd_r=CPK11BEKPCQ5F7A3XJ8G&pd_rd_r=29796139-0d67-4c15-9c5d-2872cbc0d635&pd_rd_wg=vXnP9

know it. Only a few students were aware of that having D in all subjects would make
it difficult for them to graduate. The overall results, showed that we had a general
improvement in grades. Comparative table for the students involved with before /

after communication has been presented to the participants.
The coordinator asked from the instructors to inform her if they observe any student

that faces difficulties In order to take further actions.
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APPENDIX IV. Semester program student meetings

Meeting of the program coordinator with student’s representatives from each year.
Date: 3/03/2022,

Participants:

Marina Seleari (1t year representative)

Marina Barrett (2" year representative)

Maria Constantinou (3™ year representative)
Christiana Constantinou (4™ year representative)

General comments for the program:

All students were in general happy with the program. They believe that they currently
acquire a very good theoretical background and training skills. However, Maria (3™
year) suggested that students could interact alone more with advance imaging
techniques such as MRI and CT. The other students did not have any suggestion for
improvement. The coordinator took this into account and will find ways to improve it.
Probably a CT or an MRI simulator will help the students to gain more experience on
such modalities.

Regarding their instructors, in general all students are very happy with them and they
believe that are all very helpful. However, some instructors do not respond on their
emails on time. The coordinator will remind to all instructors that they need to reply
at least within 48 hours to the student’s emails.

Marina from 1% year she is suggesting that clinical training (not practice) should be
done in other hospitals as well, apart from Nicosia General Hospital. The coordinator
will exam this suggestion with the clinical training team.

Maria (3" year) raised the issue of transportation for the clinical training and practice
which are taking place in hospitals. She said that for some students (especially from
abroad) the transfer to the hospital where they have their clinical training, is difficult.
She suggested that perhaps the university could arrange transportation. The
coordinator was already aware for this suggestion as some students already requested
from the university transportation from their houses to the hospitals. The coordinator
discussed this with the School and explained to students that the School can not
provide transportation and it is their responsibility to arrange their transportation.

Regarding the lab equipment students were in general happy. Areas for improvement
have been discussed with Christiana (4th year) who suggested that the DEXA,
PANORAMIC and MAMMO could be upgraded as they are quite old. For the
PANORAMIC the coordinator announced to Christiana that we have installed a new
machine of the latest technology, the 4™ year students did not have the opportunity
to work on the new machine as they had their Iaboc%wse before the installation.
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Christiana (4th year) also raised an issue regarding the Erasmus+ program. For
Erasmus+ program, the students have been told that if they need to go to a hospital
that we do not have any agreement with it, they need to make the first contact by
themselves with the hospital they are interested in. However, this is a bit difficult for
them and they need some guidance. The coordinator explained to the students that a
representative from the university will make the first contact only if we have an
established agreement. However, a representative from the university can help them
to make the first contact.

Online experience:

Marina (1%t year) and Maria (3" year) said that all students are happy with the online
lectures. Marina 2" year student said that 2" year students are also happy with the
online lectures and that recordings are very helpful, especially during revision. So she
suggested that it would be great if we continue to record the lectures. The 4t year
students although they are happy with the online lectures, they have a suggestion for
improvement; they believe that cameras should be used by students as well during
lectures because they are more concentrated. The coordinator agrees with this
suggestion but she explained to the students that because of the GDPR law is tricky to
oblique students to have the cameras open. However, the coordinator will transfer
this suggestion to the Chairperson of the Department.
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APPENDIX V - Conventional Course Outline Template

SCHOOL:

DEPARTMENT:

COURSE OUTLINE

Course Information

Course Title:

Mode of Delivery: Conventional

Course Code & Section: Semester:

Day and Time: Lecture Room No.: Lab Room No.:
Prerequisite(s):

Co-requisite(s): ECTS:

Level: Bachelor (15t Cycle)
Master (2" Cycle)
PhD (3" Cycle)

Lecture Hours per Laboratory Hours
week: per week:

Type of Course: Compulsory or Elective

Instructor Information

Name:

Office Room No.: Office Telephone Number:
E-Mail: Office Hours:

Website Link:

School Information

School Office Telephone Number: | School Office Email:

Website/Links

University Website: www.euc.ac.cy

Students’ Portal: https://myeuclogin.euc.ac.cy through which you can have
access to your University Email Account, as well as the Blackboard Learn Ultra
webpage.

EUC App: https://mobile.euc.ac.cy/



http://www.euc.ac.cy/
https://myeuclogin.euc.ac.cy/
https://mobile.euc.ac.cy/
D.Koshiari
Typewritten Text
APPENDIX V - Conventional Course Outline Template
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| COURSE DESCRIPTION: |
Copy and paste the ‘Course Description’ from the latest approved version of the
course syllabus.

[ LEARNING OUTCOMES: |

Copy and paste the ‘Learning Outcomes’ from the latest approved version of the
course syllabus.

Upon successful completion of this course, students are expected to be able to:

| SUGGESTED TEXTBOOK(S):

| RECOMMENDED/ADDITIONAL READINGS:

The Copyright Law on Data Protection in Cyprus and the European Union
‘Copyright’ is the legal term used to describe the rights given to an author to protect
his/her original work. The Law protects this work from being copied without permission
and upholds the author’s right to derive an income from his/her work.

It is an offence to photocopy more than 10% or one chapter (whichever is the greater)
of the course textbook or any other textbook, which is not less than 10 pages long. The
photocopy must be for personal use only.

Possession of substantial photocopied material (such as a whole textbook) on the
campus of the European University Cyprus can result in disciplinary measures by the
institution and by the Law enforcement authorities.
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WEEKLY BREAKDOWN (excluding Christmas and Easter Holidays):
WEEK | TOPIC

1

2

3

4

5

6

7

8

9

10

11

12

13

14 FINAL EXAMS
GRADE DISTRIBUTION:
DESCRIPTION: PERCENTAGE
1. Class Participation & Attendance 10%
2. %
3. %

TOTAL 100%

| ADDITIONAL NOTES:

1.

The basic textbook(s) and/or the recommended/additional readings listed in this
course outline are the responsibility of the student to purchase, as per instructed
by the Course Instructor.

The final examination for this course will be taking place between .....................
The final date and time will be provided at a later stage.

For a student who fails (one time) a course, see the ‘Resit of the Final
Examination’ policy of European University Cyprus (EUC) at the EUC website
here https://www.euc.ac.cy/en/current-students/academic-policies--regulations

Students with learning difficulties and disabilities are strongly encouraged to
contact before the end of the third week of each academic semester the
Committee for Students with Special Educational Needs
(C.S.S.E.N./E.®.E.E.A)) at [e] efeea@euc.ac.cy and [t]+357 22559509], in order
to ensure that the appropriate academic accommodations and support will be
provided to them throughout the semester, as well as during the final
examination.

Please remember to evaluate this course electronically, always in alignment to
the guidelines that will be provided. The evaluation period will be taking



https://www.euc.ac.cy/en/current-students/academic-policies--regulations
mailto:efeea@euc.ac.cy
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GRADING SYSTEM:

UNDERGRADUATE \ GRADUATE
Letter Grade Grade | Percentage Letter Grade Grade | Percentage
Grade | Meaning | Points Grade Grade | Meaning | Points Grade
A Excellent 40 |90and A Excellent 4.0 |90and
above above
B+ | Very Good 3.5 |85-89 B+ | Very Good 3.5 [85-89
B Good 3.0 |80-84 B Good 3.0 |80-84
C+ | Above 25 | 75-79 C+ | Above 25 | 75-79
Average Average
C Average 20 |70-74 C Average 20 |70-74
D+ | Below 1.5 |65-69
Average
D Poor 1.0 | 60-64
F Failure 0 F Failure 0
I Incomplete 0 I Incomplete 0
wW Withdrawal 0 W | Withdrawal 0
P Pass 0 P Pass 0
AU | Audit 0 AU | Audit 0

(a) The grade "I" is awarded to a student who has maintained satisfactory performance in a
course but was unable to complete a major portion of course work (e.g. assignment/paper
or final exam) and the reasons given are acceptable to the instructor. It is the responsibility
of the student to bring pertinent information to the instructor to justify the reasons for the
missing work and to reach an agreement on the means by which the remaining course
requirements will be satisfied. A student is responsible, after consulting with the instructor,
for fulfilling the remaining course requirements within the first four weeks of the following
semester for which an "l was awarded. In very special cases, the instructor may extend the
existing incomplete grade to the next semester. Failure of the student to complete work
within this specific time-limit will result in an "F" which will be recorded as the final grade.
(b) The grade "W" indicates withdrawal from the course before the specified time as
explained in the withdrawal policy.

(c) Grades of "P" will not be computed into a student's cumulative grade point average but
will count towards graduation credits.

(d) Grades of "F" will be computed into the student's cumulative grade point average.

(e) Students enrolling for an Audit must designate their intent to enrol on an Audit basis at
the time of registration. Students registering for a course on an Audit basis receive no
credit.

UNIVERSITY EMAILS: |
The University has taken the decision that all students, attending any University program of
study, make use of the EUC email addresses when corresponding with EUC academic and
administration staff, as well as all scientific collaborators and special scientists. It should be
noted that the EUC staff will not be replying to any non-official EUC University email
addresses.
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| UNIVERSITY EMAIL SUPPORT:

Kindly contact support@euc.ac.cy in case you do not know your University emalil
address or face any difficulty in using it.

| LIBRARY:

The library's OPAC (Online Access Public Catalogue) is located at
https://onlinelibrary.euc.ac.cy/ and can be freely accessed. Current students, faculty
and personnel can make reservations of books and other material.

For accessing electronic resources and databases off-campus, students can use
OpenAthens http://openathens.euc.ac.cy/. You can access OpenAthens from the
library webpage https://library.euc.ac.cy/ or alternatively you will see the
OpenAthens logo when you first login through My EUC Login located on the upper
right side of EUC’s webpage. It is strongly recommended to begin your research
by signing first to OpenAthens and then visiting the databases of your interest
rather than the other way around. For a more detailed description of all databases
visit EUC E-Journals and Databases https://library.euc.ac.cy/euc-e-journals-and-
databases/.

Plemochoe is EUC’s institutional repository established for the sole purpose of
gathering, preserving and distributing original research material produced by the
EUC faculty, students and researchers. Plemochoe aims to validate the intellectual
life of the University by promoting scientific research to the local and international
communities https://repo.euc.ac.cy/.

Visit the Library Guides https://library.euc.ac.cy/library-quides/ page to download
and print manuals, guides, flyers on a number of services, like Turnitin, Mendeley,
Refworks, EBSCO EDS, DynaMed, etc.

INTERNAL REGULATIONS ON ACADEMIC ETHICS AND STUDENTS’
DISCIPLINE

1. PREAMBLE

E.U.C. European University - Cyprus is a community of scholars in which the ideals
of freedom of inquiry, freedom of thought, freedom of expression, and freedom of
the individual are sustained. However, the exercise and preservation of these
freedoms and rights require a respect for the rights of all in the community to enjoy
them to the same extent. It is clear that in a community of learning, willful disruption
of the educational process, destruction of property, and interference with the orderly
process of the University or with the rights of other members of the University cannot
be tolerated. Students enrolling in the University assume an obligation to conduct
themselves in a manner compatible with the University's function as an educational
institution. To fulfill its functions of imparting and gaining knowledge, the University
retains the power to maintain order within the University and to exclude those who
are disruptive of the educational process.
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2. POLICY AND PROVISIONS ON ACADEMIC ETHICS

The University has a responsibility to uphold and promote quality scholarship and to
ensure that its students understand what academic integrity is. This section outlines
the University’s policy on dishonest academic performance by its students. Such
offences carry penalties. Students should read carefully the Internal Regulations on
Academic Ethics and Students’ Discipline, and are encouraged to ask Faculty for
help and guidance on honest academic practice, particularly in using source material
from the Internet. In this way, they can avoid any unintentional dishonesty.

2.1. ORIGINALITY

For the purposes of this Policy on Academic Ethics ‘original’ work is work that is
genuinely produced specifically for the particular assessment task by the student
whose name is attached to it. Any use of the ideas or scholarship of others is
acknowledged. ‘Work’ includes not only written material but also oral, audio, visual
or other material submitted for assessment.

2.2. ACADEMIC DISHONESTY

Academic dishonesty is determined by the extent and the level of intent. In
assessing the extent or scale of the dishonesty the instructor will evaluate how much
of the work is the student’s own after all unacknowledged source material has been
removed. In no case can work that is plagiarized be taken into account in
determining a grade. Intent to deceive is the single most significant aspect of
academic dishonesty. Repeated instances of deception will incur heavy penalties
for the student and the violation will be officially and permanently recorded in the
student’s record.

2.3. PLAGIARISM

Plagiarism is representing the work of somebody else as one’s own. It includes the
following:

i. submission of another student’s work as one’s own;

ii. paraphrasing or summarizing without acknowledgement of source material;

iii. direct quoting or word copying of all or part of a work, ideas, or scholarship of
another without identification or acknowledgement or reference;

iv. submitting as one’s own work purchased, borrowed or stolen research, papers,
or projects.

2.4. CHEATING

Cheating is giving or receiving unauthorized help for unfair advantage before,
during, or after examinations, tests, presentations or other assessments, such as:

I. collaboration beforehand if it is specifically forbidden by the instructor;

ii. verbal collaboration during the examination, unless specifically allowed by the
instructor;

iii. the use of notes, books, or other written aids during the examination, unless
specifically allowed by the instructor;

iv. the use of electronic devices and mobile telephony to store, transmit or
photograph information to or from an external source;

v. the use of codes or signals to communicate with other students in the examination
room;
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vi. looking upon another student’s papers and / or allowing another student to look
upon one’s own papers during the examination period;

vii. passing on any examination information to students who have not yet taken the
examination;

viii. falsifying exam identification by arranging with another student to take an
examination in their place or in one’s own place;

ix. pretending to take the exam but not submitting the paper, and later claiming that
the instructor lost it.

2.5. COLLUSION

Collusion is false representation by groups of students who knowingly assist each
other in order to achieve an unfair assessment advantage. It involves:

I. representation of the work of several persons as the work of a single student with
both parties knowingly involved in the arrangement;

ii. representing the work of one student as the work of a group of students with both
parties knowingly involved in the arrangement;

iii. willing distribution of multiple copies of one’s assignments, papers, projects to
other students for submission after re-labeling the paper as their own original work.

2.6. FABRICATION

Fabrication is the false representation of research data or ‘performance’ material as
original, authentic work for submission for assessment. Examples are:

I. invention of data;

ii. willfully omitting some data to falsely obtain desired results.

2.7. PENALTIES AND PROCEDURES

A faculty member, after evaluating the extent of the dishonesty and the level of intent
and proving academic dishonesty, may use one or a combination of the following
penalties and procedures:

I. requiring rewriting of a paper containing some plagiarized material,

ii. lowering of a paper or project grade;

iii. giving a failing grade on a paper;

iv. lowering a course grade;

v. giving a failing grade in a course;

vi. referring the case to the Senate for further action that may include academic
suspension or expulsion.

Instructors are expected to report in writing to the Registrar’s Office (through their
Chairperson of Department) all the penalties they impose, with a brief description of
the incident, with copies sent to the Dean of the relevant School and the Rector.
Should an instructor announce a failing grade in the course because of academic
dishonesty, the student under penalty shall not be permitted to withdraw from the
course.

| APPEALS PROCEDURE:
In the case where a student believes that the grade received in the Final Exam is
different from what was expected, he/she must exhaust all possibilities of resolving
the problem with the pertinent instructor first. If this does not lead to a resolution,
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the student may appeal against the Final Exam grade by filing a petition with the
Office of the Registrar (Petition Fee €34).

The Registrar will forward a copy of the petition to the pertinent Chairperson of
Department, who will first ascertain that no error was made by the instructor, and if
so will assign an anonymous re-evaluation of the final examination/project to another
instructor. In the case of major discrepancy between the instructor’s evaluation and
the re-evaluation that will require change of grade, the average of the two
evaluations will be assigned as the final grade to the final examination/project.
Changes of grades resulting from an appeal require the endorsement of the Dean
of School.

For a petition to be reviewed, a student must appeal within four (4) weeks from the
date the results are announced.
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Oénylecepyaoaiag

Quowkn AktwvoBepaneiag - RAD100A

Fevikég Odnyieg:

1.

H epyaoia oto padnua «Puatkn AktivoBepareiag» Oa eival og popdr mapouvaioong
KoL Ba mopouclaoTel oTNV TAEN KOTA TNV SLAPKELA TOU PAONHATOG.

H mnoapouociaon oac Ba dtapkéoel ouvolikd 15 Asrttd. Oa mpEmeL va AR OETE ya
nepimou 12 Aemtd Katlva adrjoeTe 3 AEMTA Yo EPWTNOELG.

Xpnouwornotiote to PowerPoint .

Aladaveleg (aplBuoc): Tuumepl\dPete povo oosc Sladdaveleg pmopeite va
oUL{NTNOETE E VONUO OTOV XpOVO TIOU £XETE 0ploeLl. EVaG KOWVOC EUTTELPLKOG KOVOVAG
Sev elvalmeplocotepeg oo pia Stadavelegyla kaBe 1 Aemto

To ocUotnua BLBAoypadiogmou Ba xpnotpomnolnoste Oa mpémnel va eivat to Harvard
Referencing System.

BaBOuoAoyia:

1.
2.

H epyaoia avtiotolei oto 20% tng teAkng Babuoioyiac.
OLepyaoiegaloloyouvtal pe Baon Ta mapakaTw MEVTE (5) kpLtripla:

e T\woowkn emdpkela & AwBnTik mapouocia =4 Babpoi(cadnivela kot
YAWOOLKA QmAOTNTA, KATAVONTOg AOyoC, aloBnTikh Kal kKoabaplotnra,
opBoypadia, otitn, Turtoypadikd AdOn, opBA TUTIWUEVO KElUEVO).

e Aopry & Juvoxn tou TteAlkoU Kelpévou =5 Babpoi(titAol kat umotitioy
CUVEXELO [LE TAL TIPONYOUUEVQ, OUVOEDH LE TO EMOUEVA).

e [eplexopevo & Emyelpnuatodroyia= 6 Pabpoi(avamtuén Aoyikwy
ETUXELPNUATWY, 0pBOTNTA TWV OTOLXELWV TTOU avadEpovtaLotny epyacia).

e MNapamounéc & BiPAloypadia =3 Babuol (mMARpELS TOPATIOUNESG HECA OTO
kelpevo kat akpBeic BLPALoypadkég avadopég oTto TEAOC TG epyaaoiac. Ma
OXeTIKA mapadeiypata avatpefre oto padnua Akadnuaikég Asflotntec).

e Thpnonxpovou napouciaong=2 Babuot

Ofuata epyaociag:

1.

H erudoyn tou BépatogTng epyaciag sival amokAeloTkA 51k 006, Mo KATW MPOoTEivVW
Karmnola Bgpata. Mnopeite OpwWE va dnuloupynoete ta SIKA oag B£pata GpTavel va
gEVTaooovTal O Mia amd TG Katnyoplec mou efetalovtal otn SLAPKELA TOU
paBnuoatoc.
@¢uarta epyaoiac:

o AxtwvoBepaneio pe aktivegX.

o AktwvoBeparmeia pe nAektpovia.

e AKTWvOBepameio Pe MTPpWIOVLA.

e  JUYKpLON aktwvoBepamnelag e mpwtovia KoL akTiveg x (pwtovia).

e IMRT VsIGRT yla aktwvoBeparneia otov eyképoalo.

e |IMRT VsIGRT yla aktivoBepaneio otov nveupova.

e VMAT texvikn aktvoBeparneiac.

e  JTePeOTAKTIKA AKTLVODEpaTEla OTOV EYKEDAAO.

e AktwvoBeparmeio otnv Mupnvikn latpikn

e wg toeibocgtng aktvoPolriogmailelpolo ota otnv akTvoBepormeia?


D.Koshiari
Typewritten Text
APPENDIX VI - Example of Assignment Instructions


APPENDIX VII. Indicative Example of an Assessment Rubric

Indicative Example of an Assessment Rubric for all the teaching and
learning procedure components.

Criterion

Completeness

Understanding

Analysis,
evaluation, and
recommendations

4

A-level qualities
(90-100)

Complete in all
respects; reflects
all requirements

Demonstrates a
sophisticated
understanding of
the topic(s) and
issue(s)

Presents an
insightful and
thorough analysis
of all issues
identified

Makes
appropriate and
powerful
connections
between the
issues identified
and the
instructional
strategies studied
in class;
demonstrates
complete
command of the
strategic
concepts and
analytical tools
studied

Supports
diagnosis and
opinions with
strong arguments
and evidence;
presents a
balanced and
critical view;
interpretation is
both reasonable
and objective

Presents
detailed, realistic,
and appropriate
recommendations
clearly supported
by the information

3

B-level qualities
(80-89)

Complete in most
respects; reflects
most
requirements

Demonstrates an
accomplished
understanding of
the topic(s) and
issue(s)

Presents a
thorough analysis
of most issues
identified

Makes
appropriate
connections
between the
issues identified
and the
instructional
strategies studied
in class;
demonstrates
good command
of the strategic
concepts and
analytical tools
studied

Supports
diagnosis and
opinions with
reasons and
evidence;
presents a fairly
balanced view;
interpretation is
both reasonable
and objective

Presents specific,
realistic, and
appropriate
recommendations
supported by the
information

2

C-level qualities
(70-79)

Incomplete in
many respects;
reflects few
requirements

Demonstrates an
acceptable
understanding of
the topic(s) and
issue(s)

Presents a
superficial
analysis of some
of the issues
identified

Makes
appropriate but
somewhat vague
connections
between the
issues and the
instructional
strategies studied
in class;
demonstrates
limited command
of the strategic
concepts and
analytical tools
studied

Supports
diagnosis and
opinions with
limited reasons
and evidence;
presents a
somewhat one-
sided argument

Presents realistic
or appropriate
recommendations
supported by the
information
presented and

lor0

D- or F-level qualities
(60—69 or below 60)

Incomplete in most
respects; does not
reflect requirements

Demonstrates an
inadequate
understanding of

the topic(s) and issue(s)

Presents an incomplete
analysis of the issues
identified

Makes little or no
connection between the
issues identified and
the instructional
strategies studied in
class

Supports diagnosis and
opinions with few
reasons and little
evidence; argument is
one-sided and not
objective

Presents realistic or
appropriate
recommendations with
little, if any, support
from the information
presented and
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Oral presentation

Writing
mechanics

APA guidelines

Total:

presented and
concepts from the
reading

Speaking is slow
and clear during
the presentation.
Very good
contact with the
audience.
Maintains a good
posture. Uses
sufficient pauses
for emphasis.

Writing
demonstrates a
sophisticated
clarity,
conciseness, and
correctness;
includes thorough
details and
relevant data and
information;
extremely well-
organized

Uses APA
guidelines
accurately and
consistently to
cite sources

presented and

concepts from the

reading

Speaking is slow

and clear in most
of the parts of the

presentation.
Good contact
with the
audience.

Writing is
accomplished in
terms of clarity
and conciseness

and contains only

a few errors;

includes sufficient

details and

relevant data and

information; well-
organized

Uses APA
guidelines with
minor violations
to cite sources

concepts from the | concepts from the

reading

Speaking is not
clear in many
parts of the
presentation.
Reading mainly
from the notes.

Writing lacks
clarity or
conciseness and
contains
numerous errors;
gives insufficient
detail and
relevant data and
information; lacks
organization

Reflects
incomplete
knowledge of
APA guidelines

reading

Speaking is fast and
not clear. Extensive
reading from notes. No
eye contact with the
audience.

Writing is unfocused,
rambling, or contains
serious errors; lacks
detail and relevant data
and information; poorly
organized

Does not use APA
guidelines
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Undergraduate Thesis Guide Radiology and Radiotherapy

In lieu of a Preface .....

The Undergraduate thesis contributes significantly to the development of the search
and learning skills in the aspiring graduate’'s subject area. The drafting and
completion of the undergraduate thesis gives a sense of accomplishment in
developing and creating. Over time, other people, including students, teachers,
researchers, etc. will go through and read the works previously prepared, in order to
complete their own search and broaden their knowledge.

In the process of submitting an Undergraduate thesis in a University, elegant and
accurate writing is as important as the comprehensiveness and originality of the
research. This “Undergraduate Thesis Writing Guide” has been prepared by the
academics of the Departments of Health and Life Sciences to assist students in
achieving an outstanding result.

This Undergraduate Thesis Guide is not an exhaustive manual, but can provide
substantial assistance in preparing an acceptable Thesis. The faithful application of
the rules of the Guide is essential and will offer quality support to the entire effort.
Moreover, attention to the various details and suggestions will help save valuable
time. Students are therefore urged to read this manual thoroughly before embarking
on the process of preparing the Undergraduate Thesis.

We also recommend and wish to draw your attention to the fact that you should not
use other templates which may be incorrect, or follow instructions that are in conflict
with the provisions of this Guide. An older Undergraduate Thesis or a Thesis from
other Institutions may not have been drafted according to the writing rules included in
this manual.

We wish you all the best!
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INTRODUCTION

The Undergraduate Thesis is considered to be the capstone of the student's
educational process, being a key prerequisite for completing the studies and
obtaining the Bachelor Degree.

The Undergraduate Thesis has both a formal and substantial status and is
distinguished for its contribution to scientific knowledge, as it enables the student to
explore the subject of study in depth and apply a systematic and scientific approach
towards achieving the goal, whilst reflecting the quality of the application of his/her
Program of Study.

The Undergraduate Thesis is a creative, independent and scientific search. It is the
outcome of the student’s capability to analyse and synthesize and his/her ability to
use the entire spectrum of knowledge and skills acquired throughout the Program of
Study.

A high quality Undergraduate Thesis is a reflection of continuous study and
assimilation, as well as the application of knowledge, on condition that it meets the
requirements in order to verify the student's professional maturity in addressing
sophisticated applications of greater complexity and developing the skill of assessing
and making good use of bibliography sources. It provides the proof that the student
has the ability to apply his/her knowledge and skills, whilst learning how to function
and work in a methodical way, using combinatorial thinking and documentation.

This “Undergraduate Thesis Writing Guide” was prepared in order to thoroughly
describe the process of writing the Thesis and the guidelines for its completion.

It describes in particular the process of choosing the subject, the specifications in
terms of writing, the structure, content, special methodological instructions for writing
the key parts of the Undergraduate Thesis, its scientific documentation, the time
frames relating to the completion, submission, consideration and assessment, the
assessment criteria and the student’s obligations throughout the preparation of the
Undergraduate Thesis.

Information which is not clearly covered by this Guide in relation to the writing of the
Undergraduate Thesis, as well as any problems which may arise during the process,
will be addressed by the Supervising Professor in collaboration with the person in
charge of the Course and the competent committee of the Radiology and
Radiotherapy program. It is also recommended to use manuals on the Methodology
of Research and Statistics, where this is deemed useful by the Supervising Professor
in collaboration with the student.

The ongoing collaboration between the student and the Supervisor becomes
necessary and essential and the student must fulfill his/her obligations without fail.
The preparation of the Undergraduate Thesis in an entirely interactive process
between the student and the Supervisor throughout its duration, in the sense that the
Supervisor provides ongoing and progressive feedback on the development of the
Thesis.

Students must study the Guide carefully from the time they declare the
Undergraduate Thesis through to its oral defense, in order to avoid any mistakes,
omissions and delays.
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The academic personnel guides and facilitates the ongoing collaboration with the
students, with a view to completing the Thesis within the prescribed time frame.
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OBJECTIVE AND LEARNING OUTCOMES

OBJECTIVE

The objective of the Undergraduate Thesis is to enable students to study in depth a
topic within their chosen discipline, consisting of a dynamic combination of scientific
significance and practical interest (connection with the student’s main studies or
his/her professional pursuits) through the mental process of analysis and synthesis
and the use of critical thinking, as it derives from current scientifically and empirically
documented knowledge.

LEARNING OUTCOMES

Upon successful completion of the course HLS450 (Undergraduate Thesis) students
should be able to:

List in a logical sequence the steps required to organize and implement a
literature review and research project.

Identify and recognize scientific sources relevant to the subject under
negotiation by searching printed and electronic scientific databases and
critically approach the extracted scientific information.

Describe and explain the structure of scientific articles, clearly summarize
their content and compile it into a single text.

Evaluate and discuss issues related to research bioethics and ethics.

Design, organize, compile, and implement a descriptive type of narrative or
systematic review and / or experimental study of health sciences subjects in
accordance with international standards and using validated literature
systems.

Clearly present the problem, purpose, methodology and results obtained from
the analysis of the data of an experimental study as well as document the
findings and contrast them critically with findings of other studies.

Organize and complete the presentation of a scientific work through a printed
textbook as well as an oral presentation to the general public.
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i
THESIS COMMITTEES

COMMITTEE OF UNDERGRADUATE THESIS OF THE DEPARTMENT
(INFORMAL)

The “informal” Committee of Undergraduate Thesis of the Radiology and
Radiotherapy program comprises the professor in charge of the course and one
representative (member of the Teaching and Research Personnel — TRP) from each
Program of Study. The purpose of the Committee is to address issues regarding the
review of the “Thesis Writing Guide”, examine important issues arising from the
execution of the Thesis by students, such as violation of academic ethics and morals
(e.g. plagiarism) or other issues not foreseen or covered by this version of the Thesis
Writing Guide, and inform students on current developments.

COMMITTEES OF UNDERGRADUATE THESIS (INFORMAL)

For Radiology and Radiotherapy Program there is a Two-member Undergraduate
Thesis Committee comprising from one to two members of TRP or members of the
Teaching Personnel and/or the professor in charge of the course. The purpose of
these Committees is to coordinate and supervise the process of assigning
undergraduate Thesis and plan and organize the procedure for their presentation and
assessment through to their final submission with the Secretariat of the Department.
This Committee is also responsible for addressing and tackling issues of minor
importance which may arise.

RIGHT TO CONDUCT AN UNDERGRADUATE THESIS

Prior to enrolling in the course, students should have obtained a GPA = 1.95.

The students do not have the opportunity to conduct the thesis through
collaboration. Each student works individually with its own topic.

DETERMINATION OF THE THESIS TOPIC — UNDERGRADUATE THESIS
SUPERVISION - STUDENT GUIDANCE

The supervision of the Undergraduate Thesis is undertaken by the teaching
personnel of the program amongst holders of PhD (members of the TRP or Scientific
Associates) or PhD candidates (Special Teaching Personnel, Clinical Trainers,
Laboratory Assistants) or holders of Master degrees upon the relevant approval of
the Department’'s Committee of Undergraduate Thesis. The responsibility for the
allocation of the Thesis per Supervisor lies with the Committees of Thesis of the
program. Each member of the TRP undertakes the supervision of a maximum of five
(5) Thesis of the Program per academic year. The maximum number of
Undergraduate Thesis allocated per Supervisor is determined by the needs of the
Program in general and may vary.

APPOINTMENT OF SUPERVISING PROFESSOR
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The Supervising Professor (proposer) is appointed by the Committee of
Undergraduate Thesis of the Program within 10 working days from the expiry of the
deadline for the submission of applications. The criteria for the selection of the
Supervising Professor are his subject area and research interests. Any preferences
of the student for a specific supervisor are taken into consideration only in research
and original topics and provided there is availability in the specific period of time.
Following the announcement of the proposers by the Committee of Undergraduate
Thesis of the Program, students must contact the Supervising Professor in order to
specify and analyse the topic of the Undergraduate Thesis they have undertaken and
proceed to the preparation and presentation of their research proposal.

CHANGE OF SUPERVISING PROFESSOR

Once a Supervisor has been designated, he/she may not change without the prior
submission of a justified request to the Committee of Undergraduate Thesis of the
respective Program. In this case, if the Committee of Undergraduate Thesis of the
Program finds that the student is not at fault for the delay, it may extend the deadline
for completing the Thesis by up to 2 months.

SUPERVISION — EXECUTION OF THE UNDERGRADUATE THESIS
STUDENT SUPERVISION — GUIDANCE

During the execution of the Undergraduate Thesis, the student has weekly 30-60
minute meetings with his/her Supervisor, as determined between them (either in
person or by teleconference), in order to receive feedback on the progress of the
Thesis, plan together the next stages of execution and verify his/her progress. They
may also communicate through other electronic means or in any other way as
determined by the Supervisor. At the initial meeting, the time frames for the progress
of the Undergraduate Thesis are set and discussed and the skeleton to be followed
by the student for the completion of the Undergraduate Thesis is defined.

Collaboration between the student and the Supervisor is essential and plays a key
role in his/her final grade. In case, at any stage of the execution of the Thesis, more
than three weeks elapse without any contact between the student and the proposer,
the Supervising Professor reports the fact to the Committee of Undergraduate Thesis
of the respective Program and the student is called to justify this lack of contact in
writing. If such justification is deemed inadequate, the Supervisor has the right to
terminate the collaboration, in which case it is considered that the student has failed
the course and receives an “F” (Fail) grade. Students have the obligation and must
submit to their Supervisor parts of their Thesis at regular intervals in accordance with
the set time frame. The delivery of the completed Thesis to the Supervisor, before or
after the deadline for submission, without previous submission and correction by the
Supervisor in parts, will not be accepted and the Undergraduate Thesis will be
rejected, resulting in the student’s failure. Moreover, Supervisors are not obliged to
hold meetings and make corrections during holidays (Christmas, Easter, August).

ANNOUNCEMENT — ALLOCATION OF THESIS TOPICS

The topics of the Undergraduate Thesis are sent by the coordinator of the Program to
the professor in charge of the course for approval and are posted by the latter on the
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Blackboard platform, together with the respective application forms. Once the topics
are posted, the professor notifies the students using their University email address,
they choose the topic that interests them and submit it online within the prescribed
time frames announced at the same time as the topics.

APPLICATIONS FOR UNDERTAKING A THESIS TOPIC

During the summer of the semester preceding the semester in which the
Undergraduate Thesis course is offered, applications are accepted on the
Blackboard platform (course - at Senior Project Topic Application - see Annex on
page 52) by students who satisfy the criteria to conduct an Undergraduate Thesis, in
view of undertaking a relevant topic.

CHOICE OF TOPICS

The Students state on the standardized form, on a priority basis (see Annex on page
59) up to 5 (five) Thesis titles from amongst the topics to be announced by the
Program. Students also have the right to submit up to one topic which interests them
and is not included in the aforesaid list. It is noted that a proposed topic not included
in the list will be approved only in case of expression of interest to supervise the topic
in question by a member of the programs’ academic personnel. NO application for a
topic proposed by a student will be accepted unless the proposer sends his/her
agreement in writing (mail) to the professor in charge of the course.

ALLOCATION OF A THESIS TOPIC

The determination and assignment of a topic to the student falls within the
competence of the Committees of Undergraduate Thesis of the Program. More
specifically, after the expiry of the deadline for the submission of topics by the
students, the respective Committee of Undergraduate Thesis of Radiology and
Radiotherapy program meets and examines the applications, allocating students to
Supervising Professors. As a rule, for applications submitted within the deadline,
topics and Supervisors are assigned on a priority basis in accordance with the
following criteria:

The overall grade of each student (GPA)
The availability of Supervisors.

For example, in case 2 (two) or more students happen to have chosen the same
topic, priority is given to the student who has submitted his/her application within the
deadline. In case two or more students have chosen the same topic and have both
submitted their application within the deadline, the topic is allocated to the student
with the highest overall grade (GPA) up until the third year of studies. Finally, topics
proposed by a Supervisor are allocated to students up until the maximum number of
Thesis that he/she can supervise. When the said number is reached, interested
students are obliged to choose any other topic from amongst those remaining
available on the list. It is the programs’ intention to satisfy the interests of all students,
however for various reasons (availability of infrastructure, personnel, topic covered
by other students) this may not be possible. As a result, a new topic and type of
Undergraduate Thesis may be assigned to students.

MODIFICATION — CHANGE OF THESIS TOPIC
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Following the allocation of the Thesis topic, no modification is permitted without the
prior submission of a well-substantiated application to the Committee of
Undergraduate Thesis of the Radiology and Radiotherapy Program, on condition that
serious reasons for doing so apply. Applications by students for the modification of
topics are accepted within a period of up to 30 days from the allocation of the Thesis
topic and they must necessarily be signed by both the student and his/her
Supervisor.

FINALISATION OF THESIS TOPIC AND PROTOCOL ASSESSMENT

Within two months from the announcement of the Supervising Professors and the
finalization of the topic, students are obliged to submit before the Committee of
Undergraduate Thesis of the Program to which they belong the proposal of the
Thesis as well as its final title for confirmation. If they fail to do so, the assignment is
cancelled and the student is marked with an “F” (fail) and submits a new application
for Undergraduate Thesis in the following semester in which the course is available.

The Committee of Undergraduate Thesis the Radiology and Radiotherapy Program
assesses the titles and the proposals of the Thesis and if the proposed topic satisfies
the requirements (relevant to the corresponding Program, in line with the scientific
requirements of the Program and not executed in the past — at least 5 years must
have elapsed from the approval of a similar topic) then the topic of the
Undergraduate Thesis will be approved.

In case the Committee finds that the topic does not meet the requirements of the
Program, it informs the student and the proposer accordingly and grants them an
additional period of 10 working days to submit a new or modified title and a new
proposal. If at the end of the foreseen time frame, the student has not submitted the
title and the proposal, the topic is not allocated and the student fails the course. In
case of disagreement in the Committee, the student’s proposer, being the expert on
the said topic, has the final say.

The protocol is assessed and marked by the Committee of Undergraduate Thesis of
Radiology and Radiotherapy program.

The protocol is evaluated by the supervisor in the Department of Health Sciences.
STRUCTURE OF THESIS PROPOSAL — PROTOCOL

As stated above, the primary concern of the Supervisor and the student is to submit
to the Committee of Undergraduate Thesis of the respective Program the final title
and a brief proposal on the approach of the topic they intend to address.

The proposal will cover, as a minimum, the following sections:
STRUCTURE OF PROPOSAL - PROTOCOL FOR RESEARCH THESIS
Title (up to 20 words)

The title must be clear and concise and present the substance of the study to
be pursued.

Abstract (200-300 words)

10
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Brief summary of the purpose, significance and methodology of the study
without including bibliographical references, illustrations and tables. It outlines
all the main points of the study, allowing the reader to form a comprehensive
view of the proposed work. Apart from the introduction, the abstract is drafted
in the future tense as it describes something to be conducted in the future.

The abstract has the following structure:

Introduction: Summary of the bibliographical review of the topic in
2-3 sentences.

Purpose: It states the purpose of the research work in 1-2
sentences.

Sample and Method: Reference to the sample of the research and
the place where it has been conducted (without disclosing the
identity of the location) as well as to the methodology used for data
collection.

Keywords: 3-6 keywords which must correspond to the international
lexicography terms used by Index Medicus (MeSH).

Introduction (2-4 pages)

Theoretical background

General and brief presentation of the topic. Concepts are clarified
and relevant definitions are described.

Description of the problem

Description of the problem giving rise to the research questions.
Existing knowledge

Summary of the existing knowledge which is only directly related to
the research questions and the variables of the study. References to
general studies which do not support the hypothesis or the research
design of the study are avoided. For each study, include 2-3
sentences on the design, key findings and main conclusions, without
going into great detail or making extensive references to a specific
study. Care is taken to link these studies both between them and
with the question under investigation. At the end of this section,
reference must be made to what previous studies have not
answered, where lies the innovation of the specific study and what
gap it aspires to fill.

Purpose and specific objectives (0.5 page)

Purpose

The general purpose is stated in one sentence. The next sentence
offers an analysis of the purpose with reference to the specific
variables and the research question to be approached.

Specific objectives

Brief reference to numbered specific objectives of the study, i.e. the
specific hypothesis and research questions to be examined.
Reference to the specific variables and the relations or differences to
be studied.

11
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Innovation of research proposal — Enhancement of existing
knowledge — Added value and benefit (0.5 — 1 page)

This section states why the proposed study is important for the population
under review, how it will contribute to the promotion of the discipline with new
knowledge and its significance for the practice and/or theory of the discipline,
with special reference to the specific subject area of the Program of Studies
for which the Undergraduate Thesis is conducted.

Methodology (2 — 4 pages)

This section includes a description of the methods and means to be used in
order to achieve the study’s purpose and objectives.
Research design
E.g. correlation study or prospective study or “patients-controls”
study or randomised, experimental double-blind study.
Material

a.

Location and Time of conduct of the study

Brief description of the characteristics of the location of the study,
the mode of access and the time of conduct.

E.g. Nicosia General Hospital, Strovolos Health Centre,
conducted in the period from January 2014 to December 2015.
The Department’s head nurse and doctor have been informed and
given their consent.

. Sample of participants

Reference to the sampling strategy and the size of the sample,
the method of approach and the process of informed consent.
Criteria of inclusion to the protocol and exclusion from the study.
Tools

Description of the tools used for measuring the variables (e.g.
guestionnaires, scales, laboratory equipment), justification and
psychometric features. Reference to the empirical evidence of
their validity and reliability.

Data collection method

Brief but accurate description of all the procedures to be followed,
from the commencement of the study to the completion of data
collection. Special emphasis is given to ethical and moral issues,
e.g. how the secrecy and anonymity of participants will be
safeguarded.

Statistical analysis and data processing

Brief but accurate description of all the statistical tests to be used
with reference to the specific hypothesis and/or research
guestions.

Limitations and weaknesses of the study

Brief description of any problems in the design, the hypothesis,
the sampling and the methods which cannot be improved due to
practical reasons (limited time or financial resources).

Ethical issues (1 paragraph)

12
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Possible benefits for the participants and process of informed consent. A
protocol will be submitted to the National Bioethics Committee, the Office of
the Commissioner for Personal Data Protection and the Research Promotion
Committee of the Ministry of Health.

Bibliography
List of the bibliographical references used in the drafting of the protocol in
accordance with the referencing system of Harvard Anglia Ruskin University
or of the American Psychological Association (APA — for Speech Therapy).
Time frame (Table)

The time sequence and the time frames within which the various activities of
the research work will be conducted.

Annexes

i. Informed consent form
ii. Questionnaires/Scales
iii.  Approvals from competent organizations (if obtained)

(Attention: In drafting the protocol, the present and future tenses must be used).

13
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STRUCTURE OF PROPOSAL — PROTOCOL FOR BIBLIOGRAPHICAL
REVIEW

Title (up to 20 words)

The title must be clear and concise and present the substance of the study to
be pursued. The words “bibliographical review” must be stated at the end.

Abstract (200-300 words)

Brief summary of the purpose, significance and methodology of the study
without including bibliographical references, illustrations and tables. It outlines
all the main points of the study, allowing the reader to form a comprehensive
view of the proposed work. Apart from the introduction, the abstract is drafted
in the future tense as it describes something to be conducted in the future.

The abstract has the following structure:
Introduction: Summary of the bibliographical review of the topic in
2-3 sentences.
Purpose: Purpose of the paper in 1-2 sentences
Methodology: Description of the search strategy and more
specifically reference to the database(s) used in the search for
articles, the keywords to be used in the search and also their
combination. Finally, reference to the inclusion or exclusion criteria of
a study from the review.

Keywords: 3-6 keywords which must correspond to the international
lexicography terms used by Index Medicus (MeSH).

Introduction

The Introduction may follow the A or B type as directed by the supervisor. However,
each student should follow only one type.

Type A - Introduction (2-4 pages)

Theoretical background

General and brief presentation of the topic. Concepts are clarified
and relevant definitions are described.

Existing knowledge

Summary of existing knowledge (since at this stage no
comprehensive analysis of the bibliography has been conducted)
and presentation of what is generally known from studying the
bibliography to this day on the topic in question. For each study,
include 2-3 sentences on the design, key findings and main
conclusions, without going into great detail or making extensive
references to a specific study. Care is taken to link these studies
both between them and with the question under investigation.
Description of the problem

Explanation of the need to conduct a review of the research
bibliography on the specific topic (e.g. summary of existing scientific

14
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knowledge, identification of contradictions or gaps in the
bibliography).

Purpose and specific objectives (0.5 page)

Clear statement of the purpose and specific objectives of the review.

Enhancement of existing knowledge — Added value and benefit
(0.5 -1 page)

This section states why the proposed study is important for the population
under review, how it will contribute to the promotion of the discipline with new
knowledge and its significance for the practice and/or theory of the discipline,
with special reference to the specific subject area of the Program of Studies
for which the Thesis is conducted.

Type B - Introduction (2-4 pages)

General presentation of the subject. Concepts are clarified and definitions are
described. Explains the need to conduct a review of the research literature on the
subject (eg presenting existing scientific knowledge, identifying inconsistencies or
gaps in the literature, lacking guidelines). The purpose and objectives of the review
are clearly stated. The existing knowledge is described in detail and what is generally
known from literature studies to date on the subject under discussion. Provision is
made for interconnecting the reported studies both with each other and with the issue
under investigation.

Methodology

The Introduction may follow the A or B type as directed by the supervisor. However,
each student should follow only one type.

Type A - Methodology (2 — 4 pages)

This section includes a description of the methods and means to be used in
order to achieve the study’s purpose and objectives.
Description of the search strategy
Description of the search strategy, in other words:
a. The database(s) in which the articles will be searched,
b. The keywords to be used in the search, as well as their
combination.

Your search strategy will be presented in a table (see Table 1 for a
relevant example) — It is not necessary to include in the protocol the
number of articles you have identified.

Points requiring attention:

a. The bibliographical review must be conducted in valid online
databases, e.g. MEDLINE, PubMed, Scopus, etc.

b. In the keywords avoid the use of sentences.

Study inclusion — exclusion criteria

15
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Presentation of the criteria for the inclusion or exclusion of a study
from the review. These criteria may include the type of the study, the
characteristics of the participants, the location where the study has
been conducted, the variables under review, the measurement tools,
etc.

The strategy to be followed for the number of studies which will be
checked and assessed against the fulfilment of the inclusion criteria
in order to be included in the review will be presented in an indicative
flow chart (see lllustration 1).

Type B - Methodology (2 — 4 pages)

This section includes a description of the methods and means to be used in
order to achieve the study’s purpose and objectives.
Description of the search strategy
Description of the search strategy, in other words:
c. The database(s) in which the articles will be searched,
d. The keywords to be used in the search, as well as their
combination.

Points requiring attention:

c. The bibliographical review must be conducted in valid online
databases, e.g. MEDLINE, PubMed, Scopus, etc.

d. In the keywords avoid the use of sentences.

Study inclusion — exclusion criteria

Presentation of the criteria for the inclusion or exclusion of a study
from the review. These criteria may include the type of the study, the
characteristics of the participants, the location where the study has
been conducted, the variables under review, the measurement tools,
etc.

16
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Bibliography

List of the bibliographical references which have been used in the drafting of
the protocol in accordance with the referencing system of the Harvard Anglia
Ruskin University or of the American Psychological Association (APA — for

Speech Therapy).

Time frame (Table)

Presentation of the time sequence and the time frames within which the

specific activities of the research will be conducted.

Annexes (Only in Types A)

Table with the search strategy and the keywords to be used and flow chart

presenting the results of the search strategy.

Table 1: Search strategy and keywords to be used in the identification of studies
investigating the relationship between central obesity and dementia

Keywords

1. central obes*
2. visceral obes*
3. abdominal obes*
4. waist circumference
Central obesity — 5. waist to hip ratio
Exposure 6. waist-to-hip
7. waist-to-hip-ratio
8. WHR
9. Sagittal Abdominal
Diameter
10.#1 OR #2 OR #3 OR #4 OR #5 OR #6 OR #7 OR #9

11. Alzheimer’s disease
12. Alzheimer disease
13. vascular dementia
14. dementia

15.#11 OR #12 OR #13 OR #14

16. cohort

17. prospective

18. longitudinal

19. follow-up

20. incidence

21. risk

22. rate

23.#16 OR #17 OR #18 OR #19 OR #20 OR #21 OR #22

Dementia — Outcome

Research design of the
study

24 #10 AND # 15 AND # 23

Number of identified
articles

17
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Identification of studies from the search Identification of studies from other

(n=...) sources (reviews and sources from other

primary studies) (n=...)

Removal of duplicate studies after checking titles and abstracts

(n=...)

Exclusion of studies

1 i (n=...)

Assessment of suitability of studies
(full text)

(n=...)

Reasons for exclusion of studies:

1) Non-epidemiological studies (n=...)

\ 4

2) Reviews or meta-analyses (n=...)

l 3) From previous review (n=...)

etc.

Studies included in the review

(n=...)

Illustration 1: Methodology to be used for the final selection of the studies to be reviewed.
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PROCESS OF PROTOCOL SUBMISSION

Here follow the steps and time frame for the preparation, submission and defense of
the Undergraduate Thesis protocol:

Following the finalization of the topics, the proposer confirms the commencement of
his/her collaboration with the students, in order to launch the drafting of the protocol.
The first student-supervisor or supervisor-student communication takes place. The
protocol is prepared and submitted by the student.

As soon as the student and the supervisor finalize the text of the protocol, they
submit it via the e-learning platform (Blackboard - Submit Protocol) within the
deadline granted for the semester.

Following the submission, the Thesis Committee confirms that it has received the file
and that it satisfies the specifications of thesis. A two-member committee is
appointed, comprising one or two members of the TRP / an Associate of the Program
and/or the professor in charge. The professor in charge gives the final grade for the
protocol.

Thereafter, in case of major revisions, a new deadline is granted for the re-
submission of the protocol (usually after the following exam period), otherwise the
student adopts the recommended suggestions / amendments to the protocol,
provided the proposer is in agreement. These are checked under the responsibility of
the supervisor and immediately afterwards the student can begin to work on the
Undergraduate Thesis.

DURATION OF EXECUTION OF THE THESIS
As a rule, the total duration of the execution of the Undergraduate Thesis is one (1)
academic semester.

During the first semester the protocol is prepared and the student drafts the
introductory part of the Undergraduate Thesis (formal submission is not required). In
the second semester, after the successful completion of the protocol, the
undergraduate thesis is being written. This can be extended up to 2 additional
academic semesters, in case it is not completed. In this case, the student receives an
“1" (Incomplete). If, after the end of the two subsequent semesters, the Undergradute
Thesis has not been completed, the student receives an “F” (Fail) and enrolls again
for the course in the next semester in which it is offered.

In the programs the Undergraduate thesis is presented as two different courses
(Undergraduate Thesis | & Undergraduate Thesis 2) during the first semester
students prepare and submit (and present only in Department of Life Sciences) the
protocol and is graded as a regular course. Upon successful completion on the
protocol, students enroll in Undergraduate Thesis 2, where the thesis is being written.
This can be extended up to 2 additional academic semesters, in case it is not
completed. In this case, the student receives an “I” (Incomplete). If, after the end of
the two subsequent semesters, the Undergradute Thesis has not been completed,
the student receives an “F" (Fail) and enrolls again for the course in the next
semester in which it is offered.
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The ECTS academic units for the declaration of the Thesis is 12 ECTS and are
granted to the student in one semester only, and specifically in the semester in which
the Undergraduate Thesis is declared. In case of failure, the student must enroll
again in the course and will be granted the ECTS units again.
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ASSESSMENT OF THESIS

The final deadline for the submission of the Final Undergraduate Thesis to the
proposer for preliminary check, and provided the corrections of the various sections
have been made during the supervision of the Undergraduate Thesis in the semester
of execution, is set at two weeks before the end of the normal duration of semester
courses (Fall, Spring) and one week before the end of the normal duration of
Summer semester. The process preceding the presentation is set out in the time
frame below.

Time frame Prior to the Presentation *
Round 1 Round 2 Round 3
Spring Fall Summer
1 | Dispatch of Final Thesis by the 5 weeks 5 weeks 4 weeks

student to the Supervisor

2 | Dispatch of the Thesis back to 4 weeks 4 weeks 3 weeks
the student and final
corrections.

3 | Submission of Thesis via the 3 weeks 3 weeks 2 weeks
Blackboard platform by the
student

4 | Corrections and marking by 2 weeks 2 weeks 1 week

Member 2 (Chair of the
Committee for each Thesis)
and dispatch of comments and
grade to the proposer and the
professor in charge

1. If the Chair of the Committee
fails to send comments, this
amounts to positive acceptance
of the Thesis as is (without this
releasing the Chair from the
obligation to send a grade)

5 | The student makes any 10 days 10 days 5 days
changes and corrections to the
Thesis based on the feedback
and thereafter submits the final
text to the proposer for
purposes of final confirmation.

1. If the student fails to make
any changes / corrections /
improvements, the supervisor
may decide either to accept the
Thesis as is or reject it with an
F grade (Fail).
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6 | The Supervisor reads the final 7 days 7 days 3 days
text, marks it and grants the
student the final approval that
the Thesis is ready.

7 | The student completes the 5 days 5 days 2 days
Thesis (if necessary) and
submits it to Blackboard for

archiving.
8 | The student proceeds to the Day of the Day of the Day of the
oral defense of his/her Thesis. presentation | presentation | presentation

* Public holidays are not taken into consideration in the above time frame.

As a rule, the Undergraduate Thesis are presented in the week following the end of
the final June examinations (for submission in the Spring Semester) or the week after
the end of the final January examinations (for submission in the Winter Semester) or
the week after the end of the final July examinations (for submission in the Summer
Semester).

SUBMISSION OF THESIS FOR CORRECTIONS

In case the Undergraduate Thesis is not delivered within the set time frame, the
process of assessment and presentation is postponed, automatically and without
derogations, until the next academic semester (Fall, Spring or Summer), again
subject to the set time frames.

The Undergraduate Thesis is delivered online (MSWord<20Mb file) and via the
online platform. It is pointed out that the student can in_ no_case submit the text in
print form as this does not facilitate the follow-up of the corrections and comments,
whilst resulting in unnecessary and needless financial cost.

The correction and marking of the single text of the Undergraduate Thesis by the
members of the Committee will take place as follows:

i. Member A (Chair of the Committee): Within 1 week from receiving the
Thesis.
ii.  Member B (Proposer): Within 2 days from receiving the Thesis.

The written text of the Undergraduate Thesis is corrected electronically using the
“Review/Track Changes” option in MS Word where corrections are made and any
comments are inserted using the “New Comment” option. Once corrections are
completed, the electronic file is forwarded by the Supervisor to the student for the
necessary adjustments after explaining to him/her orally the full range of the
corrections/remarks.

If the above time frame is respected, the preliminary corrections to the Thesis by
Member 2 will have been completed precisely at the end of the exam period of the
academic semester in question, and thereafter the student will be granted 10 days (in
the Fall and Spring period) to make the corrections received in order to submit
his/her text for marking to the proposer, and then proceed to the final submission via
Blackboard and to the oral defense of his/her Undergraduate Thesis.
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PRESENTATION OF THE THESIS

Once the check has been completed and the Supervisor verifies that the
modifications to the text have been made, the student prepares for the oral defense
on the set date.

Thesis which, according to the Committee of Undergraduate Thesis of the Program,
do not satisfy the requirements for oral defense, will be returned to the Supervisor
with comments and their defense will be postponed until the next period of
presentations within the following academic semester, provided all requirements
have been satisfied.

APPOINTMENT OF TWO-MEMBER ASSESSMENT COMMITTEE

The Committee of Undergraduate Thesis of each Program appoints the Two-member
Assessment Committees which comprise the Supervising Professor (as member)
and 1 independent examiner, who is a member of the Program’s teaching personnel
and will act as chair of the Committee. For purposes of consistency in the marking of
the Thesis and the assigned grades, where feasible, the Assessment Committees of
the Thesis will be chaired only by members of the Thesis or the Professor in charge
of the Program of Radiology and Radiotherapy, in the context of which the
Undergraduate Thesis are conducted, and on condition that they will not act as chairs
for Undergraduate Thesis which they supervise.

The assessment of the Undergraduate Thesis comprises two stages. The first one
regards the assessment of the written text and is carried out before the presentation
and the second regards the oral defense of the Thesis and is carried out at the time
of the presentation. The marking forms are prepared by the supervisor together with
the remuneration forms (for both Members) and are placed in the locker of the
Professor in charge of the course for approval, who will in turn verify and send the
student’s grade to the Secretariat.

MARKING OF THE THESIS
WRITTEN TEXT

The assessment and marking of the written text is a key prerequisite for the oral
defense of the Undergraduate Thesis. Only when the Thesis is considered adequate,
even with recommendations for minor corrections by the Two-member Assessment
Committee and provided it receives a minimum pass grade (30/60), will the student
be given permission to proceed to the oral defense of the Thesis. The written text of
the Thesis is assessed using the “Review / Track Changes” option in MS Word,
where corrections are made to the text, whilst any comments are inserted using the
“New Comment” option. The assessment is based on clearly defined criteria laid
down in the relevant form (see Annex on page 55).

The grade assigned by each member of the Two-member Assessment Committee to
the written text of the Undergraduate Thesis has a different weight and is allocated
as follows:
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i. Member B Chair of the Committee: 40/60
ii. Member A (Proposer): 20/60

On completion of the assessment of the written text, the relevant marking forms are
collected by the Proposer who brings them to the oral presentation for completion
and signing. Three (3) working days before the oral presentation, the Committee of
Undergraduate Thesis of the Program determines the time and place of the oral
defense of the Thesis and makes all necessary arrangements (reservation of room,
provision for electronic means and technical support). He/she then informs
accordingly by email the members of the Two-member Assessment Committee and
the student who, under the responsibility of his/her Supervisor, has the obligation to
post a relevant announcement on the Department’'s announcement board. The
program of presentations of the Thesis will also be posted on the page of the course
on the Blackboard platform under the responsibility of the Professor in charge of the
course.

ORAL DEFENSE OF THE THESIS

The defense of the Undergraduate Thesis through an oral presentation by the
student is carried out using “powerpoint” or a similar software program. The
presentation takes place in a University room, as arranged by the Committee of
Undergraduate Thesis of the Program, and lasts 7-10 min. After the presentation,
students are examined by the Two-member Assessment Committee for not more
than 20 min. On completion of the examination, the Committee meets in the absence
of the student to determine the final grade as it arises from the presentation, whilst
making relevant comments/remarks on the presentation which are announced to the
student forthwith.

The guidance and supervision of the preparation of the Thesis presentation by the
student are part of the Supervisor's obligations. The process of presentation and
examination of the Undergraduate Thesis are open to the public and anyone wishing
to attend is welcome to do so, but has no right to comment, unless the Chair of the
Two-member Assessment Committee decides otherwise. In any case, comments
made by the public follow the examination and marking by the members of the Two-
member Assessment Committee and are therefore not taken into consideration in
determining the grade. The oral defense of the Undergraduate Thesis is assessed
based on clearly defined criteria laid down in the relevant form (see Annex on page
56).

The grade assigned by each member of the Two-member Assessment Committee
during the oral defense of the Thesis is of equal weight and is allocated as follows:

i. Chair of the Committee: 20/40
ii. Member A: 20/40

Each member of the Two-member Assessment Committee must attend the defense
of the Thesis, either as Proposer or as Examiner. In case the Proposer or the Chair
of the Committee is prevented from attending, the Committee of Undergraduate
Thesis of the Program must be notified in writing at least 5 days prior to the date of
the examination in order to be able to set a new date.
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OUTCOME OF THE THESIS

The Two-member Assessment Committee of the Thesis assesses and accepts or
rejects the student’s Thesis in accordance with the criteria stated in the form of
assessment of the written text, as laid down in the Annex (page 55-56). The
Committee has the right:

i. To accept the Thesis as is and proceed with the presentation;

ii. To accept the Thesis after recommending to the student minor corrections
and modifications, to be made in fixed short period of time (10 days) and
checked by the Supervising Professor and proceed with the presentation;

iii. Not to accept the Thesis as is, but recommend broad modifications and
corrections. Once these are completed within a fixed period of time (30
days), the Thesis will be submitted again for defense and assessment by
the same Committee, at a time set by the Committee of Undergraduate
Thesis of the Program;

iv. Not to accept the Thesis, but recommend substantial modifications and
improvements to be made within a fixed period of time (60 days), followed
by a new submission for assessment by the same Committee;

v. To reject the Thesis and consider that the student has failed the course (“F":
Fail), in which case the student must repeat the process from the beginning.

ENTRY OF COURSE GRADE
SUBMISSION OF GRADE TO THE SECRETARIAT

Once the examination is complete, the Proposer places within 3 (three) working days
in the locker of the Professor in charge of the course, the marking forms relating to
the written text and the oral defense of the Thesis as well as the remuneration forms
(Member A and Member B) for further processing.

ISSUANCE OF GRADE

On completion of the above process, it is considered that the student has fulfilled
his/her obligations in relation to the course and therefore the Professor in charge
checks and forwards the markings forms to the Secretariat for the issuance of the
grade and the remuneration forms to the Chair of the Department.
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DESCRIPTION OF THE STRUCTURE OF THE DIFFERENT TYPES OF
THESIS

TYPES AND LENGTH OF THESIS

The Thesis may be in the form of a “Bibliographical Review” (Type A or Type B)
(Narrative or Critical), or a complete “Research Thesis” with collection and
processing of data. The thesis is undertaken by up to 2 (two) students.

The length of the Thesis, which relates only to the Main Part of a Thesis is
determined as follows:

For programs where Syllabus designates ECTS credits equal to 12:

1. Bibliographical Review (Type A or Type B):
8,000 — 11,000 words.
2. Research Thesis
8,000 — 11,000 words.

Once completed, the Thesis must respect the specific structure analysed in detall
here below depending on its type.

FINAL LAYOUT OF RESEARCH THESIS

Once the Thesis is completed and before its submission to the Supervisor for
corrections, great care must be taken by students to ensure that it complies with the
proper structure and development and is easy to read and accurate. The pagination
of the Thesis must follow the order below:
Cover
Preliminary Pages
Title Page
Copyright Page
Assignment of Copyright Page

—2>given by the Professor in charge at HLSXXX-D(X)S
under the name Front_Pages.docx

Abstract
Preface (optional)

Acknowledgements Section
Dedication Section
Table of Contents, with reference pages
List of Tables, with titles and reference page
List of Figures, with titles and reference page
List of lllustrations, with titles and reference page
List of Photographs, with titles and reference page
Main Part of the Thesis
Introduction Chapter
Brief presentation of bibliography and articles
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Purpose
Objectives
Research and statistical hypothesis
Key requirements
Limitations
Theoretical and functional definitions
Abbreviations
Symbols
Bibliography and Article Review Chapter
Methodology Chapter
Research design
Material (Location and time of conduct of the study, Sample, Tools)
Data collection method
Statistical analysis and processing of data
Ethical issues
Results Chapter
Discussion Chapter
Conclusions Chapter

Bibliography (referencing system of Harvard Anglia Ruskin University or of the
American Psychological Association (APA — for Speech Therapy)

Annexes (if any).
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FINAL LAYOUT OF REVIEW THESIS

Once the Thesis is completed and before its submission to the Supervisor for
corrections, great care must be taken by students to ensure that it complies with the
proper structure and development and is easy to read and accurate. The pagination
of the Thesis must follow the order below:
Cover
Preliminary Pages
Title Page
Copyright Page

Assignment of Copyright Page

—>given by the Professor in charge at HLSXXX-DLS under
the name Front_Pages.docx

Abstract
Preface (optional)

Acknowledgements Section
Dedication Section
Table of Contents, with reference pages
List of Tables, with titles and reference page
List of Figures, with titles and reference page
List of lllustrations, with titles and reference page
List of Photographs, with titles and reference page
Main Part of the Thesis
Introduction Chapter
Introduction Chapter (Type A)

Theoretical background

Existing knowledge

Description of the problem

Purpose and specific objectives

Enhancement of existing knowledge — Added value and benefit
Or Introduction Chapter (Type B)
Methodology Chapter

Methodology Chapter (Type A)

Description of search strategy

Study inclusion — exclusion criteria

Final selection of studies of the review

Assessment of the quality of the studies (optional)
Or Methodology Chapter (Type B)

Results Chapter?!
Discussion Chapter
Conclusions Chapter
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Bibliography (referencing system of Harvard Anglia Ruskin University or of the
American Psychological Association (APA — for Speech Therapy).

In particular, for each specific part of the Thesis the following apply.

PRELIMINARY PAGES

It is noted that the preliminary pages have the same structure irrespective of the type
of the Thesis.

COVER
The cover includes:

the logo of the University,
the School, the Department and the student’s Program of Study,
the title of the Thesis,
the name of the student or students and their University registration number,
the name and title of the Supervising Professor,
the place where the thesis was conducted and the date of acceptance.
TITLE PAGE
The title page of the Undergraduate Thesis must contain the following:

The title of the Thesis, positioned in the centre, 5 cm from the top of the page. The
title must be clear and concise and present the substance of the study pursued.
In case the Thesis is a bibliographical review, the two words “bibliographical
review” must be stated at the end.

The name of the student, positioned in the centre, 2.5 cm under the title.

The following statement, inside full margins, positioned 2.5 cm under the author’s
name: Thesis submitted to the body of professors in partial fulfillment of the
requirements for the BSc Degree of the Program... (enter the respective name
of the Program, e.g. Nursing) of the Department of Health Sciences, of the
School of Sciences of European University Cyprus.

The following words are positioned in the lower half of the page, in the centre:
Nicosia? 20... (The year on the title page must refer to the location where the
study was conducted and the year of acceptance of the Thesis).

The following words are stated on the right: Approved by: ...The names of the
Two member Examining Committee are stated in the lines below.

COPYRIGHT PAGE
In case the student wishes to copyright the Undergraduate Thesis, the copyright
page must be included, after the title page, with the following information written in
the center, in the lower half of the page:

© Year, Full Name
ALL RIGHTS RESERVED

ASSIGNMENT OF COPYRIGHT PAGE
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With this page, European University Cyprus is granted permission to use the Thesis
for purposes of the University, as well as to print and make copies available to the
public on a non-profit making basis, in case copies are not available in any other
way.

ABSTRACT
The abstract will follow the title page (and the copyright page, if any) and must be
included in the Table of Contents.

The word “ABSTRACT” of the Thesis is typed in 1% line spacing, Arial 12 font, in fully
justified formatting. It is positioned centrally, at a distance of 5 (five) cm from the top
of the page. It is followed by the name of the student and the title of the Thesis. In
brackets, in the centre under the title, follows the phrase (Under the supervision of

) which states the name of the Supervising
Professor. This is followed by an empty line and the text of the abstract, in 1% line
spacing. The abstract must be printed on one side of the page only and in one single
paragraph. The margins of the abstract must comply with the relevant instructions
stated in the Annex to this Guide. The abstract of the Thesis must not exceed 300
words. It is written in Greek and optionally in English.

The title of the abstract must follow the same formatting as that of the title page. In
general, the inclusion of mathematical formulas, diagrams and illustrations in the
abstract is avoided. The abstract is a brief description of the Thesis and must be
accurate and comprehensive so as to reflect the purpose and the content of the
research, whilst lengthy explanations and personal views must be avoided. Also, the
abstract must be self-contained, i.e. it must describe all the parts of the research. The
abstract must help the reader understand in a few sentences what has been studied,
the reason why it has been studied and the conclusions that arise. The abstract is
structured and contains the following sections:

Introduction

Purpose

Methodology

Results

Conclusions.
At the end of the abstract the keywords are stated (up to 6), which offer a more
general description of the Thesis topic. In the case of a review, the keywords do not
refer to the keywords to be used in the bibliography search.

PREFACE
The preface follows the abstract and is typed in 1% line spacing, Arial 12 font, in fully
justified formatting. The heading is titled “PREFACE” and is positioned in the centre,
5 (five) cm from the top of the page. The preface is an optional part of the Thesis and
consists in a general reference to what is included in each chapter of the Thesis in
relation to the topic addressed. This part also contains separate pages for dedication
and acknowledgments, if any.
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TABLE OF CONTENTS
The table of contents follows the abstract (and the preface, if any). The heading is
titled “TABLE OF CONTENTS” and is positioned in the centre, five (5) cm from the
top of the page.

The table of contents must include all the parts of the Thesis, including the
preliminary pages (title page, abstract, preface, copyright page, acknowledgments
page, dedication page). In the table of contents, the preliminary pages are numbered
in Latin numerals while the pages of the main part of the Thesis are humbered in
Arabic numerals. It also includes the bibliography section and all the annexes to the
Thesis.

If the Thesis contains sub-titles of one and/or more levels, these must be included in
the table of contents. The sub-title(s) must begin in a paragraph 3 (three) to 5 (five)
tabs to the right of the margin for the titles of the chapters. The titles set out in the
table of contents referring to the various chapters must accurately reflect the titles of
the chapters contained in the body of the Thesis.

The page numbers in the table of contents must be positioned in the right margin,
while the empty space between the title or the sub-title and the page number must be
covered by a straight continuous or dotted line.

The spacing between two chapters must be double, the sub-titles within a chapter
must have a 1% line spacing and if the reference to the corresponding sub-title
extends to more than one line, it is interrupted at three quarters of the line and
continues on the following line but with a single space.

LIST OF TABLES
Each table of the Thesis is defined with an Arabic numeral (for example Table 1,
Table 2, etc.) or is defined with two parts of an Arabic numeral where the first digit
refers to the chapter in which it is included, followed by a full stop, and the second
digit indicates its sequence in the chapter (for example Table 3.2 refers to the second
table of the third chapter).

The heading for the list of tables must be positioned at a distance of 2.5 cm from the
top of the page, in the centre, and the phrase “LIST OF TABLES” must be written in
capitals. Between the heading and the first title there must be an empty line. The line
spacing between the titles must be double.

The number of each table (Arabic) and its title must be positioned in the left margin.
The numbers of the pages (Arabic) are positioned exactly inside the right margin.
The space between the tab and the page number is covered with a stippled line. The
space between the table and its title is single while the space between the titles is
double. If the title requires more than one line, this is interrupted at three quarters
and continues below on a second line, with a single space. The number of the table
and its title in the list of tables must accurately reflect those contained in the body of
the Thesis.

LIST OF FIGURES
The heading for the list of figures must be positioned at a distance of 2.5 cm from the
top of the page, in the centre, and the phrase “LIST OF FIGURES” must be written in
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capitals. The instructions set out above on the list of tables also apply to the list of
figures.

LIST OF ILLUSTRATIONS
The heading for the list of illustrations must be positioned at a distance of 2.5 cm
from the top of the page, in the centre, and the phrase “LIST OF ILLUSTRATIONS”
must be written in capitals. The instructions set out above on the list of tables also
apply to the list of illustrations.

LIST OF PHOTOGRAPHS
The heading for the list of photographs must be positioned at a distance of 2.5 cm
from the top of the page, in the centre, and the phrase “LIST OF PHOTOGRAPHS”
must be written in capitals. The instructions given above on the list of tables also
apply to the list of photographs.
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RESEARCH TYPE THESIS

MAIN PART
The main part of the Thesis is typed in 1% line spacing, Arial 12 font, in fully justified
formatting. It must include the following sections.

INTRODUCTION
The text begins with the word “Introduction” and the title of the research as title of the
first chapter written in bold letters. In the introduction, the student guides the reader
towards an understanding of the topic, taking a shortcut. This chapter briefly
describes any information regarding the topic and acquaints and prepares the reader
for the more clarifying information that will follow in the main body of the Thesis. More
specifically, the Introduction presents the problem whose resolution will be later
attempted through the research, presents the purpose, the specific objectives, the
research hypothesis (if any), states the requirements, the boundaries and the
limitations of the research, which may be related to the sampling, the research
design, the tools used for the collection of the data and, in general, the adopted
methodology which may affect the generalization of the results. Finally, it sets out the
functional definitions and explains the abbreviations and symbols (where necessary).

In brief, the Introduction:

e Presents the problem and the research approach;

e Provides a short overview and presentation of the bibliography related to the
problem;

e States the most relevant research on the topic of the Thesis;

o Refers to the importance of the research;

o Presents the purpose of the research;

e Accurately states, in 4-5 lines, the objectives of the specific research;

e Sets out the research and null hypothesis of the research (applies only to
research protocols and experimental studies),

e States the key requirements, the limitations and the boundaries of the
research;

e Also states the theoretical and functional definitions of key terms;

e Finally, it sets out the abbreviations and explains the symbols which may be
included in the Thesis.

BIBLIOGRAPHY REVIEW
The review of the bibliography includes an extensive reference to relevant
contemporary bibliography. The number of bibliography sources analysed in the
Bibliography Review chapter varies depending on the type of the Thesis as follows:

i. Research Thesis: =8 - 12 primary research sources.

It is noted that the above sources do not include the material deriving from
secondary sources (books, review articles) usually used to present basic
knowledge, e.g. anatomical information, physiological information, etc.
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The Bibliography Review represents a complex mental processing of primary data
and its usefulness lies in the ability to inform the student on recent research
developments in his/her field of study and enhance pre-existing knowledge related to
the theory and exercise of evidence-based practice. Through the bibliography and
article review, the student is called to study and analyse all contemporary
developments on the topic under investigation, present comparisons and differences
between them and recompose the existing knowledge, in order to present an original
written work which will bear his/her personal stamp. In essence, a bibliography
review is a form of organising information on a subject area, of systematic recording
and drawing conclusions.

In the bibliography review, special care must be taken to focus on the topic under
investigation and limit the inclusion of studies with more general conclusions. In
analysing bibliography sources, insignificant details must be avoided whilst emphasis
must be given to the relevant findings, the relevant methodological issues and the
most important conclusions. The progression of the text follows a logical sequence
between the older and more recent research, as well as between research with a
different theoretical and conceptual basis. The problem is developed in such a way
that it can be understood by the broader scientific public and not only by experts in
the field under investigation. It is desirable to approach the research in question from
a critical point of view and to address controversial conclusions fairly.

Primary sources must be analysed extensively (whilst secondary sources are only
listed), in stand-alone paragraphs of approximately 8-12 lines, forming part of
homogeneous sections. The stand-alone descriptions of the experimental research
must be linked between them and, at the end of each section, a critical summary of
the conclusions arising therefrom must be set out. At the same time, irrespective of
the type of the Thesis, the main sources must be grouped in the form of tables briefly
stating the following in columns

Study (source),

Country (where the research was conducted)

Study Population (number, gender, age, characteristics)

Intervention Type (what they were subjected to, what was administered to the
participants),

Intervention Setting (e.g. hospital, institution, workplace)

Duration (the exact duration of the intervention)

Efficacy (main results - conclusions)

In particular, the development and presentation of the primary sources must take into
consideration the following:

Recording of information in chronological order

Classification based on their thematic sections

Classification based on the years publication

Classification based on convergent or divergent views.

It is noted in particular that:
e The evidence set out must be valid and supported by evidence-based
research.

34




Undergraduate Thesis Guide Radiology and Radiotherapy

¢ Information is strictly selected based on its relevance to the topic and
publications of questionable origin and information from research involving
corporate interests etc. are not included.

e Quotation marks must be used whenever information is copied or set out
verbatim or paraphrased, although it is recommended that the student carries
out the processing and systematic synthesizing of the information
himself/herself. In case a piece of information is paraphrased, the student
must be absolutely certain that he/she has reproduced precisely what the
researcher meant in the relevant work.

e The third person must compulsorily be used in developing the texts. Nouns
should not become subjects (for example instead of the phrase “the study
showed that....” It is preferable to say “it was shown by the study that....”).

¢ In all types of research, the hibliography review is written in the past tense.

¢ Both genders must be used (for example “he/she”).

e Each section begins with a brief presentation of the topic to follow and ends
with a summary of the information previously presented, focusing on the most
important points.

METHODOLOGY

The title of the chapter is written in the middle of the page. The text begins below with
a tab and usually includes the following sub-chapters which are written in small bold
and italic letters, using one tab, and justified to the left. In this part, the student
justifies his/her decisions relating to the methodology used and also states how
he/she has addressed ethical issues of concern in the execution of the Thesis
(permission from the Department’'s Committee of Ethics and Morals, permission from
specific services, consent of participants in the research).

This part states the criteria and the mode of selection of the sample, the means and
the equipment used, the procedures and the method followed and the statistical
analysis. A detailed description allows other scholars-researchers to understand the
entire process, verify the results and reproduce them if they wish.

Research design

The research design used in the Thesis, e.g. correlation study or prospective
study or “patients-controls” study or randomized, experimental double-blind
study is stated.

Material
a) Location and Time of conduct of the study

Brief description of the characteristics of the location of the study, its
accessibility and the time of conduct. In case the study was conducted in a
General Hospital, reference must be made to the necessary approvals
obtained from the Research Promotion Committee of the Ministry of Health.

b) Patient sample

Sampling strategy and sample size, method of approach and process of
informed consent. Criteria of inclusion in the protocol and exclusion from the
study.

c) Tools
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Description of tools used for measuring the variables (e.g. questionnaires,
scales, lab equipment), justification and psychometric characteristics.
Reference to the empirical evidence of their validity and reliability.

Data collection method

Brief but accurate description of all the procedures followed from the
beginning of the study until the completion of data collection.

Statistical analysis and data processing

Brief but accurate description of the statistical tests used with reference to the
specific hypothesis and/or research questions.

Ethical issues

After the end of the methodology, it is very important to state how the rights
and anonymity of the subjects will be protected as well as the process of their
written consent. In case the study required approval in terms of bioethical
issues, the authority which has granted the approval must be mentioned (e.g.
National Bioethics Committee, Office of the Commissioner for Personal Data
Protection).
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RESULTS

The title is positioned in the centre of the page like in the previous chapters. The
results are then classified and written in a clear and comprehensible manner.
Graphs, summary tables and mathematical formulas are set out in all detail. The
illustration of a statistically or non-statistically significant difference allows the person
studying the Thesis to identify what is being addressed. When the presentation of the
results includes tables, the word “Table”, justified to the left and in bold letters, must
appear above the table, e.g. Table 3.1, followed by the title of the table (not in bold).
In the case of figures, there must be a sub-title under the illustration, justified to the
left, indicating the number of the figure and its explanation, e.g. Figure 3.1 Blood
pressure variation rates following the administration of hypertension medication.
Illustrations are marked in the same way as the figures. Attention: Both the text and
the tables / figures / illustrations must be understandable to the reader and present
the finding that you consider important. For this reason, the text must describe every
table / figure / illustration and its main finding. On the other hand, each table / figure /
illustration must be presented in such a way that the text is not necessary in order for
the reader to be fully informed. In other words, the title must be explanatory and the
structure and content must be understandable. Therefore, if a reader does not read
the text, he/she should be able to understand the main finding from the table / figure /
illustration alone. The table / figure / illustration are used when they serve the
scientific presentation of the results, otherwise their use is not meaningful. It is also
possible to set out the annexes at the end of the Thesis, if the tables or the graphs
take up a lot of space in the flow of the text.

More specifically, this chapter includes the following:

i. Presentation of the demographic characteristics of the sample (e.g. gender,
age, educational level) in a table and description thereof within the text.

ii. Description of the statistical analyses for each one of the null hypothesis (e.g.
the ANOVA analysis of variance was used to reject or accept null hypothesis
No. 3).

iii. Presentation of the statistical results. In case the results of statistical tests are
presented (e.g. t-test for independent samples, ANOVA test, x? test) the
reader must be provided with the relevant information on the degree or value
of the statistical test, the degrees of freedom and the level of statistical
significance. For example, the results of the ANOVA statistical test are
presented in the text 1 as follows: F(s1s0)= 5.75, p>0.05. If a table presents
evidence of a statistical analysis, the necessary statistical evidence must be
set out under the table so that the reader can assess the test used. Tables of
results from a statistical package are not acceptable for presentation in your
Thesis unless they are properly processed. The appropriate results from
these tables must be collected and presented in a new table written in Greek,
which must bear an explanatory title and its structure and content must be
understandable to the reader.

DISCUSSION
This chapter examines, interprets and classifies the results and sets out in brief the
main results. Particular emphasis is given to the theoretical repercussions of the
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results, but also to the validity of the conclusions. The discussion begins with a
rewording of the purpose of the research and the research hypothesis, whilst stating
clearly whether the results support the original hypothesis or not. Then follows a
description of how the data support the answer(s) to the research question(s). Any
similarities or differences between the results and other research clarify and confirm
the conclusions. By comparing the findings of this study with those of other
researchers, new and important elements are highlighted. The strengths and
limitations of the study are presented (based on the methodology followed). The
section ends with a clear statement (for example the consequences of the findings of
the research) or with reflections based on the answer(s) to the research
hypothesis(es).

CONCLUSIONS
The title is positioned in the middle of the page and the following must be included:

I. One conclusion for each hypothesis,

Il. A brief correlation of the results with the results of other research,
lll. Recommendations for practical implementation,
IV. Recommendations for future research.

RECOMMENDATIONS
The recommendations identify omissions, record deficiencies, suggest ideas, set
out both the weak and firm views of the review whilst also recommending new
aspects for investigation arising from the findings of the research approach which has
been applied.

BIBLIOGRAPHY LIST
It sets out the list of bibliographical references used in drafting the Thesis in
accordance with the referencing system of Harvard Anglia Ruskin University or of the
American Psychological Association (APA — for Speech Therapy).
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BIBLIOGRAPHICAL REVIEW THESIS

MAIN PART

The main part of the Thesis is typed in 1% line spacing, Arial 12 font, in fully justified
formatting. It must include the following sections:

INTRODUCTION
INTRODUCTION (TYPE A)

The text begins with the word “Introduction” and the title of the research as title of the
first chapter written in bold letters. In the introduction, the student guides the reader
towards an understanding of the topic, taking a shortcut. This chapter briefly
describes any information regarding the topic and acquaints and prepares the reader
for the more clarifying information that will follow in the main body of the Thesis. The
introduction comprises the following sections:

Theoretical background

This section includes a presentation of the topic based on international
bibliography. Moreover, relevant definitions are briefly described, concepts
are clarified and epidemiological data is presented (where applicable).

Existing knowledge

Description of what is generally known from studying the bibliography on the
topic to this day, without going into great detail and without merely listing a
number of articles. An effort is made to group conclusions from previous
studies (primary or reviews), with references to the corresponding articles of
the researchers.

Description of the problem

Explanation of the need to conduct a bibliographical review of the research
bibliography on the specific topic (e.g. summary of existing scientific
knowledge, identification of contradictions or gaps in the bibliography,
absence of guidelines).

Purpose and specific objectives
The purpose and the specific objectives of the bibliographical review are
clearly stated.

Enhancement of existing knowledge — Added value and benefit

The reason for which the specific study for the specific population is
innovative and how it will contribute through new knowledge to the promotion
of the discipline as well as its significance for the practice and/or theory of the
discipline are clearly stated.
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INTRODUCTION (TYPE B)
The text begins with the word “Introduction” written in bold letters. In the introduction,
the student guides the reader towards an understanding of the topic, taking a
shortcut. This chapter briefly describes any information regarding the topic and
acquaints and prepares the reader for the more clarifying information that will follow
in the main body of the Undergraduate Thesis. The introduction comprises the
following sections:

The subject is presented on the basis of international literature. It also describes
relevant definitions, clarifies concepts and presents epidemiological data (where
applicable).

The purpose and objectives of the bibliographic review are clearly stated.

This explains the need for a bibliographic review of the research literature on the
subject (e.g. description of existing scientific knowledge, identification of
contradictions or gaps in the literature, lack of guidelines).

It describes what is known from literature studies to date on this subject. An attempt
is made to group conclusions from previous studies (primary or review), referring to
the relevant research articles.

METHODOLOGY
METHODOLOGY (TYPE A)

This section describes the method and the means which have been used to achieve
the purpose and the objectives of the study.

I. Description of search strategy
Description of the search strategy, in other words the following will be stated:
a) The database(s) used in the article search;
b) The keywords used in the search, as well as their combination.
The search strategy must be presented in a table (see Table 2 below
for a relevant example).

Table 2: Search strategy and keywords to be used in the identification of studies
investigating the relationship between central obesity and dementia

Keywords Search Number of

Number identified
studies

central obes* OR visceral obes* OR abdominal

OCEQ;?I _ obes* OR waist circumference OR waist to hip #1 22 458
Ex OS{”e ratio OR waist-to-hip OR waist-to-hip-ratio OR

P WHR OR Sagittal Abdominal Diameter
Dementia — Alzheimer’s disease OR Alzheimer disease OR
o vascular dementia OR dementia OR cognitive #2 298 435

utcome o

OR cognition
Research . N
. cohort OR prospective OR longitudinal OR

gteus(;g/n BitinE follow-up OR incidence OR risk OR rate i 49 TEREE
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#1 AND #2 AND #3 #4 217

Study inclusion — exclusion criteria
The inclusion or exclusion criteria of a study from the review in terms of the
following:

a) Type of studies

b) Characteristics of participants

c) Place of conduct

d) Type of intervention

e) Other general criteria

Final selection of studies of bibliographical review

The number of studies which have been checked and assessed in terms of
fulfilment of the inclusion criteria in each stage and the final number of
studies included in the review. It would also be advisable to justify in brief the
reasons for which studies have been excluded from the review. This
information will be presented in brief in a flow chart (see example in
lllustration 2).
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Identification of studies from the Identification of studies from other
PubMed database sources (reviews and sources from
(n=259) other primary studies)
(n=22)

Removal of duplicate studies after checking the titles and the abstracts
(n=262)

| Exclusion of studies

l (n=40)

Assessment of suitability of the

studies (full text)
(n=222)

Reasons for the exclusion of the studies
(n=210):
» | 1) Non-epidemiological studies (n=10)

2) Reviews or meta-analyses (n=25)

v 3) From previous review (n=19) etc...

Studies included in the review

(n=12)

lllustration 2: Diagram illustration of the flow of results in the bibliography search

METHODOLOGY (TYPE A)

This section describes the method and the means which have been used to achieve
the purpose and the objectives of the study.

I. Description of search strategy
Description of the search strategy, in other words the following will be stated:
a) The database(s) used in the article search;
b) The keywords used in the search, as well as their combination.

II. Study inclusion — exclusion criteria
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The inclusion or exclusion criteria of a study from the review in terms of the
following:

a) Type of studies
b) Characteristics of participants

c) Place of conduct

d) Type of intervecntion
e) Other general criteria

RESULTS

Presentation of the results of the research studies which have been reviewed.
This section usually begins with a general description of the results of the
search.

The review of the bibliography includes an extensive reference to relevant
contemporary bibliography. The number of bibliography sources analysed in the
results chapter varies depending on the type of the Thesis as follows:

Bibliographical review (Type A or Type B) : =2 20 - 25 primary
research sources.

It is noted that the above sources do not include the material deriving from secondary
sources (books, review articles) which is usually used to present basic knowledge,
e.g. anatomical information, physiological information, etc.

Example — The 12 epidemiological studies included in this review were
conducted in several countries situated in Europe and America. More

specifically,

7 studies were conducted

in Europe (Germany,

France,

Netherlands, Sweden and Finland respectively) while the remaining 5 studies
were conducted in America (USA and Canada respectively).

Table 3: Characteristics of the studies

STUDY COUNTRY | STUDY TYPE OF INTERVENTION | DURATION | EFFICACY

POPULATION INTERVENTION | SETTING

NUMBER (N) (HOSPITAL,

GENDER (G) INSTITUTION,

AGE (A) WORKPLACE)

Characteristics

(Char.)

CLINICAL NEUROPHYSIO-
SYMPTOMS | LOGICAL
PARAMETRES

Harter, et al. USA N: 265 Surgery (77) N/A 54 months S: Yes S: Yes
(1992) G: 43%M / 57%F (95 wrists) C: Yes? C: We don't know
Retrospective (114F / 151A) Vs
study A (median and range: | Conservative

45 yrs (20-90) treatment with

S:49 yrs (median) various

C:42 yrs (median) interventions?

(188)
Seror (1992) France N: 125 wrists Surgery (33 Investigation 52 months N/A S: Yes
Prospective G: S: 76%F / 24%M Wrists) laboratory C: No
observational C:81%F / 19%M Vs N.T.: slow
study N.T: 79%F / 21%M 1-3 doses of deterioration
steroid injections
A (median and range) | (56 wrists)
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in years: Vs
S: 57,5 (30-88) No treatment
C: 58,6 (28-87) (N.T.) (36 wrists)

N.T.: 57,6 (28-87)

Char.: Duration of
symptoms (months)
S: 233

C: 229

N.T.: 20,9

S= Surgical intervention, C= Conservative treatment, N.T.= No treatment, N/A= Not Stated

In general, the results must include the following:
Type A

One table (and/or more, depending on the thematic presentation)
presenting in brief, and usually in chronological order, the main
characteristics of the studies (e.g. year of publication and country where
the study was conducted, type of the study, population — characteristics of
participants, assessment of exposure and outcome, key findings, etc.)
which are described in detail in the text (see example in Table 3 above).

Detailed presentation and description of the studies in the text, attempting
a combination of the indications from different research. This can be done
grouping research results or types of studies.

Type B

i. Detailed presentation and description of the studies in the text,
attempting a combination of the indications from different research.
This can be done grouping research results or types of studies.

In general, the Bibliographical Review represents a complex mental
processing of primary data and its usefulness lies in the ability to inform the
student on recent research developments in his field of study and enhance
pre-existing knowledge related to the theory and exercise of evidence-based
practice. Through the bibliography and article review, the student is called to
study and analyse all contemporary developments on the topic under
investigation, present comparisons and differences between them and
recompose existing knowledge, in order to present an original written work
which will bear his/her personal stamp. In essence, a bibliographical review is
a form of organizing information on a subject area, of systematic recording
and drawing conclusions.

In the review, special care must be taken to focus on the topic under
investigation and limit the inclusion of studies with more general conclusions.
In analysing bibliography sources, insignificant details must be avoided whilst
emphasis must be given to the relevant findings, the relevant methodological
issues and the most important conclusions. The progression of the texts
follows a logical sequence between the older and more recent research, as
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well as between research with a different theoretical and conceptual basis.
The problem is developed in such a way that it can be understood by the
broader scientific public and not only by experts in the field under
investigation. It is desirable to approach the research in question from a
critical point of view and to address controversial conclusions fairly.

Primary sources must be analysed extensively (whilst secondary sources are
only listed), in stand-alone paragraphs of approximately 8-12 lines, forming
part of homogeneous sections. The stand-alone descriptions of the
experimental research must be linked between them and, at the end of each
section, a critical summary of the conclusions arising therefrom must be set
out. At the same time (except for type B Review), irrespective of the type of
the Thesis, the main sources must be grouped in the form of tables briefly
stating the following in columns

Study (source),

Country (where the study was conducted)

Study Population (number, age, age, characteristics)

Type of Intervention (what they were subjected to, what was

administered to the participants),

Intervention Setting (e.g. hospital, institution, workplace)

Duration (the exact duration of the intervention)

Efficacy (main results — conclusions)

In particular, the development and presentation of the primary sources must
take into consideration the following:

e Recording of information in chronological order

o Classification based on the thematic sections

¢ Classification based on the years of publication

¢ Classification based on convergent or divergent views.

In particular, it is noted that:

e The evidence set out must be valid and supported by evidence-based
research.

¢ Information is strictly selected based on its relevance to the topic and
publications of questionable origin and information from research
involving corporate interests etc. are not included.

¢ Quotation marks must be used whenever information is copied or set
out verbatim or paraphrased, although it is recommended that the
student carries out the processing and systematic synthesizing of the
information himself/herself. In case a piece of information is
paraphrased, the student must be absolutely certain that he/she has
reproduced precisely what the researcher meant in the relevant work.

e The third person must compulsorily be used in developing the texts.
Nouns should not become subjects (for example instead of the phrase
“the study showed that....” it is preferable to say “it was shown by the
study that....”).
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¢ In all types of research, the bibliographical review is written in the past
tense.

e Both genders must be used (for example “he/she”).

e Each section begins with a brief presentation of the topic to follow and
ends with a summary of the information previously presented, focusing
on the most important points.

The structure of the text in sections is always done based on the research
guestion and the various specific issues, whilst each section begins with
an introductory sentence and ends with a conclusion.

DISCUSSION

This section begins with a summary of the key findings, followed by
comments, comparisons and interpretations of the results of the studies
reviewed. In drawing conclusions, important issues that may relate to
methodological problems of the research, contradictions in the findings and
gaps that may have been identified, are addressed. The presentation can,
again, be on a thematic basis, with regard to the main issues that require
attention. It is noted that, contrary to the previous chapter where references
are limited to the studies included in the review, here the discussion can
extend to related matters to substantiate views, positions and conclusions,
with references to the broader international and Greek bibliography, giving
examples of research and other studies not included in the review. This
section sets out the strengths and the limitations of the Thesis.

CONCLUSIONS
In general, the conclusions include the following:
i. Research conclusions
ii.  Significance for the discipline
iii.  Orientation for future research, practice, dissemination of the results
education, establishment of policies, clinical and other orientations
iv.  Recommendations for practical implementation
V. Recommendations for future research.

BIBLIOGRAPHY
Bibliography forms an integral part of the Thesis. It sets out the list of
bibliographical references which have been used in writing the Thesis in
accordance with the referencing system of Harvard Anglia Ruskin University
or of the American Psychological Association (APA — for Speech Therapy).

ANNEXES

The annexes are numbered and include items whose description is considered

useful,

but which should not be incorporated in the main text of the Thesis. For

example, annexes set out questionnaire forms, descriptions of software programs,
instructions, descriptions of complex tests, etc. The main body of the Thesis must
include the proper references — where necessary — to the corresponding annexes to
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provide easier guidance to the reader. The annexes are always placed at the end of
the Thesis. If there is more than one annex, the heading is a number or a letter or a
letter and number combination (for example ANNEX IC, ANNEX ONE or ANNEX A)
as well as a descriptive title. In each annex, the heading and the title must be
positioned in the centre of the page and reference thereto must be made in the table
of contents. Photocopied material is acceptable in the annexes, provided it is legible.
All the pages of the annexes must be numbered using Arabic numerals.
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GENERAL INSTRUCTIONS ON TEXT FORMATTING

TITLES OF CHAPTERS, SUB-CHAPTERS AND SECTIONS
It is advisable not to number the chapters and sub-chapters of the Thesis, but to
escalate them based on the position and the way the headings are written, in the
following order:

TITLE OF CHAPTER: In bold capital letters (e.g. METHOD, RESULTS, etc.);
centrally justified; followed by an empty line.

Title of Sub-chapter: Bold, Italics, to the left, one tab in (e.g. Measurement Process).
The text begins on the following line.

Title of Section: To the left, one tab in, italics (e.g. Test 1). The text begins after this
title (on the same line).

NUMBERING
In case you need to use numbering in the text, this will be done first by using letters,
e.g. a), b) etc. If each of these “a)”s and “b)"s must be further numbered, this will be
done using numbers “1)”, “2)", and if within these numbers, further numbering must
be inserted then use Latin numbers. i.e. “i)”, “ii)".

LETTER FONT
The letter font must be legible (Arial 12) and the contrast between the ink and the
paper in the final printed text must be significant in order to ensure a clear and legible
printout. Also, the spacing between the letters of the words must be adequate.
Similarly, line spacing must also be adequate (1.5 spacing). The main text must be
written in font 12 while the footnotes must be no more than two numbers smaller than
the font used in the main text and can also be single-spaced.

UNDERLININGS
To underline, use one single continuous line, which must be the same throughout the
text.

PHOTOGRAPHS AND ILLUSTRATIONS
The photographs and illustrations used in the Thesis must be of satisfactory quality,
but not large in size, e.g. more than 200KB each.

MARGINS
In order to avoid problems after the book-binding, all the copies and the original of
the Thesis must have the following margins:

. Left
All the margins of the Thesis, from the first to the last page, must be at least 3 (three)
cm. This margin allows enough space for book-binding.

II. Right
All the right margins must be at least 2.5 (two and a half) cm.

1. Bottom
The bottom margin must be at least 2.5 (two and a half) cm.
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V. Top

The top margin must be at least 2.5 (two and a half) cm, including the following
pages: Copyright, Lists of Tables, Figures, lllustrations, Photographs, Bibliography,
Annexes. The only exceptions (to the 2.5 margin) are the Title Page, the Abstract,
the first page of the Preface (if any), the first page of the Table of Contents and the
first page of each Chapter (including the Introduction), which must begin 5 cm from
the top.

PRINTING, SPACING AND INDENTS

The Thesis must be printed only on one side of each page and the main text must be
fully justified on each page. The spacing must be 1% (one and a half), except in the
case of references, notes, chapter titles, sub-titles and large headings, which will be
single-spaced with an empty line between the topics. Paragraph indents must have
five to ten spaces throughout the Thesis. References must have a distance of at least
four spaces from the left and the right margin. The indent of the first row of a
separate paragraph must have a minimum distance of four spaces.

PAGINATION

Each page of the Thesis must correspond to one number. The first page on which a
number will appear will be page “ii” (Copyright page). The title page is deemed to be
page “I” but it has no number. Arabic numerals (1, 2, 3, etc.) are used to number the
rest of the pages of the text, illustrations, annexes, notes, list of references or
bibliography. Page numbers must not appear on the first page of the main text or the
first page of each new chapter. Numbers containing letters, hyphens, periods or
parenthesis [for example la, 1-2, -1-, |., and (I)] are avoided. The positioning of the
page numbers must be the same throughout the Thesis, including the introduction,
the text, the annexes and the bibliography. Given that the text is printed on one side
only, page numbers must be positioned in one of the following three ways:

i.  Onthe top right corner of the page, 3 (three) cm (4 lines) from the top and 2.5
(two and a half) cm from the right end.
ii. On the bottom in the centre, 3 (three) cm (4 lines) from the bottom of the
page.
ii.  As close to the positions described in i or ii as the word processor allows.
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OTHER PROVISIONS
COPYRIGHT

The copyright of the Thesis belongs to the student and the Supervisor as they are the
ones who have contributed to its execution. In case the material of the Thesis will be
announced at a conference, the first name to appear will be that of the person giving
the speech. In case the material of the Thesis is published in a journal, the author
first named is the person who has the main responsibility for drafting the article and
responding to any questions of the journal’s editorial committee In any event, none of
the copyright holders will undertake any publication activities without informing and
involving his/her associate.

The student and/or the Supervisor have the obligation to assign to European
University Cyprus the right to use the Thesis for the purposes of the University, as
well as to print and make available copies to the public on a non-profit making basis,
in case copies are not available in any other way. The assignment is made with the
signing of the relevant form.

BIOETHICAL ASSESSMENT OF RESEARCH THESIS

In the case of a research Thesis (clinical trials, case study, questionnaires, etc.), the
student has the obligation, in collaboration with his/her Supervisor, to submit an
application to the University's Committee of Ethics and Morals for guidance / advice
on the further steps until the submission of the complete research proposal to the
National Bioethics Committee of the Republic of Cyprus, as determined in the
relevant legislation. The collection of data and the remaining experimental
procedures can only begin once the official approval of the National Bioethics
Committee has been obtained.

AVOIDANCE OF PLAGIARISM

Both the student and his/her Supervisor must take all necessary measures to strictly
avoid plagiarism, which is a serious academic but also criminal offence. Plagiarism is
defined as the reproduction of verbatim texts or the paraphrasing of sections either
from papers drafted by others or from books or scientific articles, without using
guotation marks and references and without mention of the authors of the primary
source. The Supervisor must thoroughly check the student’s Thesis for phenomena
of plagiarism and in case such phenomena are observed, the student is initially
referred to the Department's Committee of Undergraduate Thesis which drafts a
relevant report. In this case, the student fails the course and the provisions laid down
in the University's statute take effect.
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ANNEX
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L European
"’ University Cyprus
SCHOOL OF SCIENCES

DEPARTMENTS OF HEALTH AND LIFE SCIENCES

THESIS
APPLICATION FOR DECLARATION OF THESIS TOPICS

NAME OF STUDENT

REGISTRATION NO.

PROGRAM OF STUDY

DECLARATION OF TOPICS

1.
TOPIC NO.
TITLE
2.
TOPIC NO.
TITLE
3.
TOPIC NO.
TITLE
4.
TOPIC NO.
TITLE
5.
TOPIC NO.
TITLE
Date: Signature:

For Official Use

Application received on;

Decision of the Committee of Undergraduate Thesis

Approval of Topic No.:

Supervising Professor:

Re-submission of Topic: Yes No
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7 ¢

éff

p4 European
L ’ University Cyprus

School of Sciences

Departments of Health and Life Sciences

UNDERGRADUATE THESIS

APPLICATION TO CHANGE THESIS TITLE

Student Name

Registration Number

Program of Study

Current title

Title Number

Title

New title

Title Number

Title

Justification

(continue at back of page if needed)

Date: Signature:

For Departmental Use

Date Application Received:
Decision of Master Thesis Committee
Approval of new title numbered:
Supervisor:
Re-submission of title: Yes No
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L European
' ’ University Cyprus

C

Departments of Health and Life Sciences

UNDERGRADUATE THESIS

APPLICATION TO CHANGE SUPERVISOR

School of Sciences

Student Name

Registration Number

Program of Study

Current title

Title Number

Title

Supervisor

Justification

(continue at back of page if needed)
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UNIVERSITY CHARTER

1. NAME AND SEAT

1.1.  The University shall be named “E.U.C. European University Cyprus,” abbreviated
as “EUC,” (in this Charter called "University").

1.2. The seat of the University shall be in Nicosia, Cyprus.
2. PURPOSE, MISSION, OBJECTIVES AND POWERS

2.1. The purpose, mission and objectives of the University shall be to advance
learning and knowledge by teaching and research, to enable students to obtain
the advantages of University education, and to provide relevant service to the
Community (Annex 1).

2.2. The University shall be both a teaching and an examining body and, subject to
the provisions of this Charter, shall have the following powers:

2.21. to prescribe in its Internal Regulations the requirements and the conditions
under which persons shall be admitted to the University or to any particular
program of study therein, the system of their evaluation, advancement, and
graduation (Annex 2), and their rights, duties and responsibilities (Annex 3);

2.2.2. to grant and confer Bachelor’s, Master’s and Doctoral (inter alia Ph.D., Ed.D.,
D.A., D.B.A.) Degrees, and other academic certificates and distinctions to and
on persons who shall have pursued a program of study (in situ, distance
learning or otherwise) approved by the University under conditions laid down
in its Internal Regulations;

2.2.3. to confer Honorary Degrees and other distinctions on approved persons,
provided that all Honorary Degrees and other distinctions so conferred shall
be conferred and held subject to any provisions which may be made in
reference thereto by the Internal Regulations (Annex 4);

2.2.4. to deprive persons of any Degrees or other distinctions conferred on them by
the University and to revoke any Diplomas or Certificates granted to them by
the University on what the University shall deem to be good cause;

2.2.5. to prescribe in its Internal Regulations the disciplinary provisions to which
students of the University shall be subject (Annex 5);

2.2.6. to provide instruction in such disciplines and fields of study as the University
may think fit and to make provision for research and for the advancement and
dissemination of knowledge in such manner as the University may determine;
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2.2.7. to accept credit of study earned by students of the University at other
Universities or places of learning, as equivalent to such credit of study in the
University as the University may determine and to withdraw such acceptance
at any time;

2.2.8. to affiliate other institutions or branches or departments thereof and to admit
members thereof to any of the privileges of the University, and to accept
attendance at courses of study in such institutions or branches or
departments thereof in place of such part of the attendance at courses of
study in the University and upon such terms and conditions and subject to
such regulations as may from time to time be determined by the University;

2.29. to co-operate by means of Joint Boards or otherwise with other University
authorities for offering joint programs of study and for the conduct of
examinations, and for such other purposes as the University may from time to
time determine;

2.210. to institute  Professorships, Associate Professorships, Assistant
Professorships, Lectureships and any special teaching personnel offices and
whether academic or not as may be required by the University; to appoint
persons to and remove them from such offices and to prescribe their
conditions of service (Annex 6);

2.2.11. to institute Visiting Professorships, Visiting Associate Professorships, Visiting
Assistant Professorships, Visiting Lectureships and post-graduate teaching
and or research personnel offices as may be required by the University
(Annex 7);

2.2.12. to appoint persons to and remove them from such offices and to prescribe
their conditions of service;

2.2.13. to institute and award Fellowships, Studentships, Scholarships/Prizes, and to
offer support and other services to all its students (Annex 8);

2.2.14. to establish and maintain and to administer and govern institutions for the
residence of the students of the University and to license and supervise such
institutions and other places of residence whether or not maintained by the
University;

2.2.15. to make provision for research and advisory services, and with these objects
to enter into such arrangements with other institutions or bodies as may be
thought desirable;

2.2.16. to provide for the printing and publication of research and other works which
may be issued by the University;

2.2.17. to demand and receive fees and other payments;

2.2.18. to take such steps as may from time to time be deemed expedient for the
purpose of procuring contributions to the funds of the University, and to raise
money in such other manner as the University may deem fit;
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2.2.19. to provide for reward or otherwise such goods and services for officers and
employees of the University and their families, guests and servants as may
be deemed expedient and consistent with the objects of the University as a
place of education and learning;

2.2.20. to enter into any agreement for the incorporation in the University of any other
institution and for taking over its rights, property and liabilities and for any
other purpose not repugnant to this Charter;

2.2.21. to do all such other acts and things whether incidental to the powers aforesaid
or not as may be requisite in order to further the objectives of the University
as a place of education, and of learning, and of research, and of service to
the Community.

3. PROPERTY

3.1. The University shall maintain, manage, deal with, dispose of and invest all the
property, money, assets, revenues and rights of the University (Annex 9), and shall
enter into engagements and shall accept obligations and liabilities in all respects
without restriction whatsoever and in the same manner as an individual may
manage his own affairs.

3.2. The University shall act as trustees or managers for any property, legacy,
endowment, bequest or gift for purposes in furtherance of the work and welfare of
the University, and shall invest any funds representing the same, if not immediately
required on such security as the University may deem fit.

4. ELECTION PROCEDURES

4.1. Elected academic officers and elected members of University bodies are elected
according to the Law on Private Universities of 2005 and to the Internal
Regulations and Guidelines on Election Procedures of the University (Annex 15).

5. COUNCIL

5.1. There shall be a Council of the University (in this Charter called "Council"), which
shall be the supreme governing body of the University and shall have the custody
and use of the Common Seal and shall be responsible for the management and
administration of the revenue and property of the University and, subject to the
powers of the Senate as provided in this Charter, shall have general control over
the conduct of the affairs of the University.
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5.2. The Council, according to the Law on Private Universities of 2005 (s. 25.(1)), “is
the supreme governing body of the University and is responsible for the
management of all affairs pertaining to the University, including the financial affairs,
the affairs pertaining to the infrastructure of the University, the supervision and
control of the administrative and other personnel, the determination of the number
of students to be admitted, the individual administrative matters of students, and
approves the hiring of faculty members that is conducted by the Senate.”

5.3. The Council shall consist of the following thirteen members:

5.3.1.

Ex-officio Member:
The Rector of the University.

5.3.2. Elected/Appointed Members:

5.3.3.

— E.U.C. European University Cyprus

(1) The President of the Council appointed by European University Cyprus Ltd
for a period of five years.

(2) Three members from outside the university academic community and three
members from the non-academic community appointed by the Board of
Directors of European University Cyprus Ltd for a period of four years. One
of them is designated by European University Cyprus Ltd as Vice President
of the Council.

(3) Two members from outside the University community appointed by the
Senate for a period of four years.

(4) One faculty member elected (by simple majority) by all faculty members
from among their own number for a period of three years, according to the
Internal Regulations and Guidelines on Election Procedures (Annex 15).

(5) One member of the non-teaching (administrative) staff elected (by simple
majority) by the members of the non-teaching (administrative) staff from
among their own number for a period of three years, according to the
Internal Regulations and Guidelines on Election Procedures (Annex 15).

(6) One registered student of the University, nominated by the Student Union
Association, who shall be elected (by simple majority) by the members of
the Students' Union during the annual meeting of the Students’ Union from
among their own number for a period of one year.

It is understood that the number of the independent Council members (i.e.
independent from the Board of the Founding Organization (European University
Cyprus Ltd) shall always be bigger than 50% of the total number of the
members of the Council.




5.4. The Council shall, in addition to the powers vested in it by the Law on Private
Universities of 2005 (s. 25.(1)), have the following powers and functions:

5.4.1. to ratify the election of and to appoint the Rector, the Vice-Rector(s), the
Deans of Schools and the Chairpersons of Departments;

5.4.2. to ratify the appointment of the Chief Executive Officer/Director, who will be
overseeing all administrative matters, execute Council decisions, appoint
such Directors, as necessary, and supervise the different departments for the
efficient operation of the University. The Council has the power to designate
the duties and conditions of appointment of such Directors;

5.4.3. to appoint all members of the academic staff (Faculty and Special Teaching
Personnel members), with such title, duties, and upon such terms and
conditions, as the Council may determine, on the recommendation of the
Senate (Annex 6);

5.4.4. to appoint all other members of the University staff (officers and employees)
as it may deem necessary with such title, duties, salaries and upon such
terms, conditions of tenure of posts to which it appoints, as the Council may
determine (Annex 10);

5.4.5. to approve the Auditor or Auditors;

5.4.6. to establish, modify or approve Internal Regulations, always in alignment with
the provisions of the University Charter;

5.4.7. to authorize, on the recommendation of the Senate, the establishment of
academic posts in the University;

5.4.8. to suspend or abolish, on the recommendation of the Senate, any academic
post, except those created by the Charter and the Law on Private Universities
of 2005;

5.4.9. to determine an appeal by any student who, has been suspended, excluded
or expelled by the Rector or the Senate, and to establish a procedure for
hearing such appeals;

5.4.10. to determine, on the recommendation of the Senate, the duties and conditions
of appointment of the academic staff of the University;

5.4.11. to establish, based on the Charter and upon the recommendation of the
Senate, the organs of academic administration, to prescribe their constitution
and functions, and to modify or revise the same;

5.4.12. to review the operation and work of the University and, subject to the powers
of the Senate, take such steps for the purpose of advancing the interests of
the University, maintaining its efficiency, encouraging teaching, enhancing the
pursuit of learning and the prosecution of research therein, and providing for
the recreation and well-being of students;

5.4.13. to consider, adjudicate on, and if thought fit, to redress any grievances of
officers and of the University;
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5.4.14. to approve all University fees and charges;

5.4.15. to approve Fellowships, Scholarships, Studentships, Prizes and other
financial aids to study and research;

5.4.16. to govern, manage and regulate the finances, accounts, investments,
property, business and all affairs whatsoever of the University and for that
purpose, to approve Bankers and any other officers or agents whom it may
seem expedient to be appointed; provided that before determining any
question of finance, which directly affects the educational policy of the
University, the Council shall take into consideration any recommendation or
reports by the Senate;

5.4.17. to sell, buy, exchange, lease and accept leases of real and personal property
on behalf of the University;

5.4.18. to provide the buildings, premises, furniture and apparatus, and other means
needed for carrying on the work of the University;

5.4.19. to borrow money, on behalf of the University, and for that purpose, if the
Council thinks fit, to mortgage or charge all or any part of the property of the
University, and to give such other security as the Council shall think fit;

5.4.20. to enter into, vary, carry out or cancel contracts on behalf of the University;

5.4.21. to represent the University after consultation with the Senate in all
negotiations for obtaining grants for the work of the University;

5.4.22. to make provisions for the schemes of insurance, pensions or retirement
benefits for all salaried officers and employees of the University or their
dependents;

5.4.23. to give guarantees to banks, building societies and other institutions whether
in pursuance of continuing arrangements or not;

5.4.24. to establish such committees with delegated responsibilities and powers for
general management, finance, audit and remuneration as are required;

5.4.25. to oversee the operation of the Committee on Internal Quality Assurance
according to the Law on Private Universities of 2005 (s. 36.(1)) and the
provisions of the Law on Quality Assurance and Accreditation of 2015 (s. 13-
(1)

5.4.26. in general, to exercise all such powers as are or may be conferred on the
Council by the Charter, including the power to make regulations in the
exercise of all the powers expressly set out in this Charter and of all the other
powers vested in the Council by the Law on Private Universities of 2005 (s.
25.(1)).

6. SENATE

6.1. There shall be a Senate of the University (in this Charter called "Senate") which
shall be the supreme academic authority of the University and shall, subject to
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the powers of the Council as provided in this Charter, be responsible for the
academic work of the University, both in teaching and in research, and for the
regulation and superintendence of the education and discipline of the students of
the University.

6.2. The composition and functions of the Senate, the election of its elected (by
simple majority) members, and other matters pertaining to the Senate shall be
according to the Senate Bylaws (Annex 11) and the provisions of the Law on
Private Universities of 2005 (s. 26-(1) — (2)). The student members shall not
receive papers or be concerned with discussion on appointments, promotions
and matters affecting the personal position of faculty members or other teaching
or non-teaching personnel of the University or the admission and academic
assessment of individual students. The Chair of the meeting may decide in any
case of doubt whether a matter is one to which this paragraph applies and his
decision shall be final.

6.3. The Senate shall, in addition to all other powers vested in it subject to the Law on
Private Universities of 2005 (s. 26-(1)), have the following powers:

6.3.1. to regulate and control, all teaching, courses of study and the conditions
qualifying for admission to the various titles, Degrees and other distinctions
offered by the University;

6.3.2. toregulate the admission of persons to programs of study;

6.3.3. to review from time to time and to make recommendations to the Council
concerning the duties and conditions of service of the academic staff;

6.3.4. to recommend to the Council the appointment of Professors, Associate
Professors, Assistant Professors, Lecturers, Other/Special Teaching
Personnel;

6.3.5. torecommend to the Council the establishment of new academic posts in the
University and if it thinks fit to recommend that any vacant post be not filled,;

6.3.6. to recommend to the Council the appointment of other persons of the
academic staff whose appointment is not provided for elsewhere in this
Charter;

6.3.7. toregulate all University examinations;

6.3.8. to prescribe the requirements of the University for matriculation;

6.3.9. to grant Degrees and other academic distinctions to persons who shall have
pursued in the University a program of study approved by the Senate and
shall have passed the examinations of the University under the conditions laid
down in the Internal Regulations;
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6.3.10. to grant Diplomas or Certificates to persons who have pursued a program of
study approved by the Senate under conditions laid down by it;

6.3.11. to grant Honorary Degrees, the title of Honorary Professor, Emeritus
Professor or other University distinctions;

6.3.12. to accept such examinations and periods of study at such Universities and
other places of learning as the Senate may approve as equivalent to such
examinations and periods of study in the University as the Senate may
determine;

6.3.13. to accept courses of study in any other institution which in the opinion of the
Senate possesses the means of affording the proper instruction for such
courses as equivalent to such courses of study in the University as the
Senate may determine;

6.3.14. to determine what formalities shall attach to the conferment of Degrees and
other distinctions;

6.3.15. to revoke any Degree or other distinction conferred by the University, and all
privileges connected therewith, if the holder has been convicted of a crime for
which he has been sentenced to imprisonment and the Senate considers that
such crime is one which renders him unfit to be a Member or Graduate of the
University;

6.3.16. to be responsible for the collections of the University Library;

6.3.17. to recommend to the Council the institution of Fellowships, Scholarships,
Studentships, Prizes and other aids to study and research;

6.3.18. to make recommendations to the Council on any academic matter of interest
to the University;

6.3.19. to regulate the use of academic dress in the University;

6.3.20. to regulate the discipline of the University and to determine in what manner
disciplinary powers shall be exercised;

6.3.21. generally, to exercise all such powers as are or may be conferred on the
Senate including the power to make Regulations in the exercise of the powers
hereinbefore expressly set out in this Charter and of all the other powers
vested in the Senate by the Law on Private Universities of 2005 (s. 26. (1) -

(@)= (©)-
7. SCHOOLS

7.1. There shall be Schools (in this Charter called “School(s)”), such as the School of
Humanities, Social and Education Sciences, the loannis Gregoriou School of
Business Administration, the School of Sciences, the School of Medicine, the
School of Law and other Schools subject to this Charter, and their structure,
organization, functions and procedures are laid down in the School Bylaws
(Annex 12).

10
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7.2.

9.1.

9.2.

7.3.

7.4.
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The Dean of School shall be the chief academic and administrative officer of the
School (Annex 12, Appendix A), and shall be elected (by simple majority) for a
period of three years, according to the provisions of the Law on Private
Universities of 2005 (s. 29-(1) — (2)) and to the Internal Regulations and
Guidelines on Election Procedures (Annex 15). The Dean of School may serve
for a maximum of three terms, of which no more than two can be consecutive.

The Deputy Dean of School has all functions of the Dean of School in his
absence or temporary incompetence, and shall be elected (by simple majority)
for a period of three years, according to the provisions of the Law on Private
Universities of 2005 (s. 29-(1) — (2)) and to the Internal Regulations and
Guidelines on Election Procedures (Annex 15). The Deputy Dean of School may
serve for a maximum of three terms, of which no more than two can be
consecutive.

There shall be a Council of School in each School, the composition and functions
of which shall be according to the School Bylaws and the provisions of the Law
on Private Universities of 2005 (s. 30-(1) — (4)). The student members shall not
receive papers or be concerned with discussion on appointments, promotions
and matters affecting the personal position of faculty members or other teaching
or non - teaching personnel of the School or the admission and academic
assessment of individual students. The Chair of the meeting may decide in any
case of doubt whether a matter is one to which this paragraph applies and his
decision shall be final.

8. OTHER UNITS

There shall be other Units/Centers, etc. (in this Charter called “Unit(s)”), such as the
‘Distance Education Unit’ (Annex 16); and their structure, organization, functions and
procedures will be laid down in the Unit(s) Bylaws.

9. ACADEMIC DEPARTMENTS

There shall be academic departments in each School (in this Charter called
“‘Department(s)”), and their structure, organization, functions and procedures
are laid down in the Departments Bylaws (Annex 13).

The Chairperson of Department shall be the chief academic and administrative
officer of the Department, and shall be elected (by simple majority) for a period
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9.3.

94.

10.

10.1.

10.2.

10.3.
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of two years, according to the provisions of the Departments Bylaws (Annex
13, Appendix A). The Chairperson of Department may serve for a maximum of
three terms.

The Vice Chairperson of Department has those functions of the Chairperson of
Department delegated to him by the Chairperson of Department, and all
functions of the Chairperson of Department in his absence or temporary
incompetence, and shall be elected (by simple majority) for a period of two
years according to the provisions of the Departments Bylaws. The Vice
Chairperson of Department may serve for a maximum of three terms, of which
no more than two can be consecutive.

There shall be a Council of Department in each Department, the composition
and functions of which shall be according to the Department Bylaws and the
provisions of the Law on Private Universities of 2005 (s. 31). The student
members shall not receive papers or be concerned with discussion on
appointments, promotions and matters affecting the personal position of faculty
members or other teaching or non-teaching personnel of the Department or the
admission and academic assessment of individual students. The Chair of the
meeting may decide in any case of doubt whether a matter is one to which this
paragraph applies and his decision shall be final.

COMMITTEE ON INTERNAL QUALITY ASSURANCE

There shall be a Committee on Internal Quality Assurance (CIQA) according to
the provisions of the Law on Quality Assurance and Accreditation of 2015 (s.
13-(1)).

The Committee on Internal Quality Assurance shall be responsible to the
Council for ensuring that the University has a rigorous and responsive quality
assurance framework in place.

The composition of the Committee on Internal Quality Assurance shall be as
follows:
(i) the Vice-Rector of Academic Affairs (Chair);
(ii) one faculty member from each School of the University*;
(iii) up to two members, specialized in Quality Assurance®;
(iv)one representative from the Administration*;
(v) two registered students of the University (one being from a
bachelor and the second from a postgraduate program of
study), to be elected (by simple maijority) by the members of the
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10.4.1.

10.4.2.

10.4.3.

10.4.4.

10.4.5.

10.4.6.

10.4.7.

11.1.

11.1.1.

11.1.2.
11.1.3.

Students’ Union from among their own number, for a period of
one year.

* Note: These members are appointed by the Senate, following a suggestion of the
Rectorate Committee.

10.4. The Committee shall be responsible for:

The development and implementation of an effective and efficient quality
assurance and enhancement framework;

the promotion and implementation of quality related strategic developments
within the quality assurance and enhancement framework and in accordance
with the University's corporate plan and vision statement;

the audit and evaluation of the University's quality assurance procedures and
the development of strategies for improvement;

monitoring of quality assurance and enhancement mechanisms implemented
at Faculty / departmental level including the Faculty annual evaluation;

the coordination, monitoring and integration of all academic and professional
accreditation activities and external assessment activities;

the establishment of effective channels of communication to ensure the
dissemination of good practice;

the consideration of any matters concerning Quality Assurance referred to
the Committee.

11. PRESIDENT OF THE COUNCIL

The President of the Council (in this Charter called “President”) is appointed
by the Board of Directors of European University Cyprus Ltd. for a period of
five years, chairs and convenes the Council, and his functions are as follows:
to safeguard the implementation of the Charter and the Internal Regulations
of the University;

to have the legal representation of the University;

to assure the implementation of the decisions of the Council.

12. VICE-PRESIDENT OF THE COUNCIL

12.1. The Vice-President of the Council (in this Charter called “Vice-President”) is
appointed by the Board of Directors of European University Cyprus Ltd. for a
period of four years, has those functions of the President delegated to him by the
President, and all functions of the President in his absence or temporary
incompetence.

— E.U.
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13. RECTOR

13.1. The Rector of the University (in this Charter called “Rector”) is the chief academic
officer of the University, is elected (by simple majority) for a period of four years,
according to the provisions of the Law on Private Universities of 2005 (s. 27-(1))
and to the Internal Regulations and Guidelines on Election Procedures (Annex
15). The Rector may serve for a maximum of two terms and his functions are as
follows:

13.1.1. to report to the Council via the President;

13.1.2. to represent the University on academic matters;

13.1.3. to safeguard the implementation of the educational policy of the University, of
the decisions of the Senate and of the internal regulations pertaining to
academic matters;

13.1.4. to chair and convene the Senate;

13.1.5. to oversee the accomplishment and the quality of the educational, research
and service-to-the-Community functions of the academic and other
personnel involved in these areas;

13.1.6. to lead and supervise academic officers and personnel of the University;

13.1.7. to assure the implementation of the decisions of the Council pertaining to
academic matters;

13.1.8. to oversee the implementation of internal regulations and policies, and
procedures on disciplinary matters pertaining to teaching personnel and
students;

13.1.9. to advise the President and the Council on all matters relating to the
academic functions of the University;

13.1.10. to participate in institutional planning and budgeting;

13.1.11. to provide leadership and supervision for all educational programs,
including:

13.1.11.1. to oversee the Deans of the Schools, Directors of educational units

outside Schools, and the Vice-Rector(s);

13.1.11.2. to provide leadership and supervision in implementing all educational

programs;

13.1.11.3. to provide leadership and supervision in designing and implementing

new educational programs;

13.1.11.4. to provide leadership and supervision in development and

implementation of academic policy;

13.1.11.5. to provide leadership and supervision in faculty matters;

13.1.11.6. to provide oversight and judgement on issues of program and faculty

quality, development and evaluation;

13.1.12. to administer, supervise and provide judgement on faculty recruitment,
appointment and promotion processes and decisions;

14
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14.1.

15.1.

15.2.

15.3.

16.1.
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13.1.13. to promote excellence in teaching, research and service to the Community;
13.1.14. to oversee Schools’ policies, planning and budgeting;
13.1.15. to serve as chief liaison officer with accrediting agencies that evaluate

educational programs;

13.1.16. to provide leadership and supervision in developing and implementing

academic exchange programs and academic/educational cooperation
agreements with other institutions/bodies.

14. VICE-RECTOR(S)*

The Vice-Rector(s) of the University (in this Charter called “Vice-Rector(s)”) is/are
elected (by simple majority) according to the provisions of the Law on Private
Universities of 2005 (s. 28-(1)) and to the Internal Regulations and Guidelines on
Election Procedures (Annex 15) for a period of four years and may serve for a
maximum of two terms. The Vice-Rector(s) hold(s) responsibility(ies) and
functions of the Rector, as those have been delegated to him/them by the Rector;
and all functions and responsibility(ies) of the Rector in his absence or temporary
incompetence.

* Note: The final number of Vice Rector(s), as well as their duties will be decided by the
Senate, following a suggestion by the Rectorate Committee.

15. ADMINISTRATION

There shall be appointed a Chief Executive Officer/Director of the E.U.C.
European University Cyprus, who shall oversee all administrative matters of the
University, shall execute Council decisions and shall supervise the different
Administrative departments, for the efficient operation of the University.

There shall be appointed Officers/Directors, as needed, who will supervise the
different Administrative departments, for the efficient operation of the University.

The Council shall designate, to the appointed Officers/Directors, the title, duties,
terms and conditions of appointment, as the Council may determine.

16. OTHER GENERAL PROVISIONS

The University shall maintain a Registry of Matriculated Students (Annex 14)
according to the provisions of the Law on Private Universities of 2005 (s. 38-(3)
and s. 42-(1) — (2)).
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16.2. Subject to the provisions of this Charter and the Law on Private Universities of
2005 (s. 45-(1) — (3)), the Council and the Senate respectively shall make such
Internal Regulations as they consider necessary or desirable for the purpose of
carrying out the mission and objectives of the University.

16.3. There shall be no discrimination on the grounds of any person’s origin, belief,
gender or disability such as to prevent him or her being admitted as a faculty
member, special teaching personnel, employee or student of the University or to
hold office therein or to graduate thereat or to hold any advantage or privilege
thereof.

16.4. All Faculty members shall have full freedom of expression in teaching their
academic subject areas, subject only to the normal constraints of professional
ethics and professional courtesy. In all areas of professional conduct, they shall
have full freedom to conduct research, subject to the condition that such activities
do not interfere with other contractual obligations. When Faculty members shall
exercise their civil rights to expression in any public forum, they shall be careful
to indicate accurately whether and to what extent they actually represent and are
authorized to represent the University in their opinions.

16.5. The Council may at any time revoke, amend or add to this Charter, and such
revocation, amendment or addition shall, subject to the Law on Private
Universities of 2005 (s. 43), become effectual so that this Charter shall
thenceforward continue and operate as so revoked, amended or added to in
manner aforesaid.

16.6. Any provision that is not provided or foreseen by the University Charter will
be decided by the ‘University Council’.

ON BEHALF OF THE COUNCIL:

1. Dr. Christoforos Hadjikyprianou, President

2. Dr. Emmanouil Benteniotis, Vice-President
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CHARTER: ANNEX 1
PURPOSE, MISSION AND OBJECTIVES

1. PURPOSE AND OBJECTIVES ACCORDING TO LAW

1.1. The University shall have all purposes and objectives listed in the Law on Private
Universities of 2005 (s. 3-(1) — (2)), as follows:

1.1.1. the advancement of Science, Knowledge, Learning and Education, through
teaching and research for the benefit of society in general;

1.1.2. the cultivation, dissemination, application and interdisciplinary exchange of
knowledge; and

1.1.3. the provision of high quality undergraduate and/or postgraduate education,
which should have international recognition.

1.2. The above purposes of the University will be achieved by:

the establishment of an autonomous administrative and academic entity,
which will ensure the free and democratic functioning of academic
procedures;

the provision to the responsible state authorities and to all constituencies
involved with academic education of responsible accountability concerning

the contribution of the University;

the award of undergraduate and postgraduate degrees in a wide spectrum of
studies;

the award of undergraduate and postgraduate degrees/certificates, in special
and rare cases, post-mortem, following the approval of the Senate;

the provision of means and potentials for education of university level to
persons that have the required credentials;
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1.2.6. the advancement of knowledge and its practical applications, through

teaching, research and other means of high quality;

1.2.7. the encouragement of study and of research, and to this end the provision of

the necessary facilities;

1.2.8. the provision of educational training programs, as well as continuous

education programs;

1.2.9. the linkage of education with the society and the economy/industry;
1.2.10. the active contribution in satisfying the general needs of the broader society;

1.2.11. the international presence and the promotion of the character of the
University, and its evolution into an educational center of attraction for other

countries;

1.2.12. the cooperation with research and academic centers for the promotion of

European cooperation and understanding through education;

1.2.13. the provision of consultancy services to entities outside the University; and

1.2.14. the safeguarding of academic freedom and the free academic pursue.

2. DETAILED PURPOSE, MISSION AND OBJECTIVES

Based on the above purposes and objectives listed in the Law on Private Universities of
2005 (s. 3-(1) — (2)), the detailed purpose, mission and objectives of the University are

as follows:

2.1. General purpose

The purpose, mission and objectives of the University are to advance learning and
promote knowledge through teaching and research; to enable students to obtain
the advantages of University education, and to provide relevant service to the
Community. The University has a strong commitment to higher education in
general, excellence in Teaching, Research and Service to the Community in

particular.

— E.U.C. European University Cyprus
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2.2. Educational Purpose

The educational purpose of the University is to create an academic and social
environment, in which students are challenged, guided and supported, to develop
and achieve their personal and professional goals. Students are challenged to
develop as independent, effective, active, rational and creative thinkers and
citizens, who appreciate and respect social, moral and ethical values. An
integrated general education curriculum and strong academic and career
concentrations characterize the academic programs of the University. Graduate
programs offer the students the opportunity to extend and deepen knowledge of
specialized disciplines and secure additional training for greater occupational
competency.

2.3. Research Purpose
The University views research as an important function, which stems from the
awareness of a responsibility to contribute to the expansion of knowledge and
understanding. It, therefore, encourages, promotes and supports research and
scholarship among the faculty and the students, and also supports.

2.4. Service to the Community Purpose
The University understands its special role as an intellectual and social resource.
In this role, the University through its faculty, students, facilities, and services,
assumes major responsibility for the enrichment of the quality of the society and
the economic development of the country.

2.5. Student Body Purpose
The University has an admission policy that mainly serves the academically
capable and promising Cypriots, as well as qualified international students, without
regard to ethnic background, religion, sex, age or possible disability.

3. Mission

3.1 Mission I: Related to the General Purpose
Goal: The University shall carry out its mission, and shall accomplish its academic
goals by providing the students with the necessary basic requirements for
academic and career advancement, such as academic programs, remedial and
support services, and guidance.

Objectives:
e To develop, monitor and improve academic programs with the involvement of
the faculty and the appropriate administration of the University, so as to
ensure continued academic quality and relevance to changing conditions.
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e To provide the necessary academic, administrative and financial support for
its academic programs.

e To recruit and retain faculty, administration and staff who are well qualified
and dedicated to the mission and goals of the University.

e To encourage, promote and support the professional development and
growth of the faculty, administration and staff.

e To promote and support the involvement of faculty and other appropriate
personnel in research and service to the community.

e To maintain and improve the necessary educational facilities and support
services.

e To make available all necessary academic, administrative and financial
support for the continuous development and growth of the library collections,
facilities and services.

e To develop a commitment to learning as a life-long pursuit, and to utilize
advancements in technology to facilitate life-long learning.

e To provide and support scholarly publications.

3.2. Mission Il: Related to the Educational Purpose
Goal: The University shall provide the students with all necessary services and
support to achieve the envisioned levels of creativity, effectiveness, rationality,
leadership, skill building, social responsibility, cooperation, and self-awareness.

Objectives:

e To provide opportunities and resources for the social, intellectual, cultural and
physical development of students.

e To provide clubs that satisfy the diverse needs and interests of students, with
all necessary support and guidance.

e To provide an athletic program with a variety of intercollegiate, intramural and
recreational sports.

e To provide for a student committee, which shall represent students in all
appropriate University processes and functions.

e To provide and support a student newspaper and other publications.

e To provide services, such as personal counselling, employment and career
counselling, and medical care.

3.3. Mission lll: Related to the Educational Purpose
Goal: The University shall offer educational programs at both undergraduate and
postgraduate levels that allow students to integrate the basic modes of human
thought, expression and awareness, the appropriate research methodology, and to
acquire the necessary knowledge in specialized disciplines for career preparation.
Objectives:
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e To provide education leading to an academic degree, such as a Doctor of
Philosophy (Ph.D.), a Doctor of Arts (D.A.), a Doctor of Business
Administration (D.B.A.), a Doctor of Education (Ed.D.), a Master of Arts
(M.A.), a Master of Education (M.Ed.), a Master of Science (M.Sc.), a Master
of Business Administration (M.B.A.), a Master of Public Administration
(M.P.A.), a Bachelor of Arts (B.A.), a Bachelor of Education (B.Ed.), a
Bachelor of Science (B.Sc.), and a Bachelor of Business Administration
(B.B.A)).

e To structure a curriculum that enables students and faculty to communicate in
mutual trust, sharing in the same struggle and search for truth.

e To provide educational experiences that build breadth of perspective and
provide sufficient specialization to meet basic professional and career
requirements at the appropriate level of the degree sought.

e To provide the students with opportunities to locate, analyse, synthesize and
effectively utilize information.

e To offer programs in a variety of fields: Arts, Education, Sciences,
Engineering, Public and Business Administration, Health, Medicine, Law, etc..

e To provide the students with knowledge of the world in a historical, cultural
and intellectual perspective.

e To provide knowledge associated with humanities, social and behavioural
sciences, education sciences, arts, health sciences, sciences, law and
business.

e To make students proficient in the English and other language(s), as to be
decided.

e To assign teaching in the graduate programs to highly qualified and
experienced faculty.

e To provide all necessary research infrastructure and support to faculty and
graduate students.

e To produce graduates who have the education and ability to assume
leadership roles and responsibilities as key persons in organizations.

e To introduce/elucidate students to relevant theories, methods and skills.

e To evaluate existing and proposed programs of study with the involvement of
the faculty, the Senate, and the appropriate administration.

3.4. Mission IV: Related to the Research Purpose
Goal: The University shall recruit, prepare, develop and maintain faculty who are
qualified for and committed to excellence in teaching, research and scholarship,
which shall be supported in every possible way.

Objectives:
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e To recruit qualified faculty with demonstrated potential for good teaching,
research and scholarship.

e To maintain and promote a faculty development plan, with research and
scholarship being integral components.

e To reward excellence in teaching, research and scholarship.

e To offer the faculty internal opportunities for research and scholarship, and
guide them towards external opportunities for grants, research projects,
publications, etc.

e To encourage faculty to give emphasis on research related to the disciplines
they teach for the benefit of their teaching effectiveness and performance.

e To encourage and support faculty participation and presentation of papers in
local and/or international conferences.

e To encourage and support faculty membership in national and international
academic/professional organizations in their field of specialization.

e To encourage students, especially those at graduate level, to undertake and
produce research projects of high quality.

e To support and promote, both internally and externally, research centres and
units.

3.5. Mission V: Related to the Service to Community Purpose
Goal: The University shall play a leading role in the intellectual, cultural, social and
economic life of the country.

Objectives:

e To perform a variety of educational, cultural, social and scientific activities for
the benefit of the society, both on-campus and off-campus.

e To promote research among faculty and students, which aims at the practical
solution of problems encountered by the community.

e To organize events and activities for charity purposes.

e To provide facilities and services to selected community organizations and
activities.

e To provide library services to the community and to promote cooperation with
educational, scientific, professional and other organizations.

3.6. Mission VI: Related to the Student Body Purpose
Goal: The University shall develop and implement admission policies, procedures
and decision-making, which are appropriate and conducive to its mission.

Objectives:
e To admit students who convince the University that they are capable of
meeting its academic standards.
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e To continue a recruitment and financial aid policy that provides optimum
access to the University for qualified persons of all socio-economic levels.

e To evaluate periodically the admission policy in order to strengthen academic
qualities and standards, and improve student retention.

CHARTER: ANNEX 2

INTERNAL REGULATIONS ON STUDENTS’ ADMISSION,
EVALUATION, ADVANCEMENT AND GRADUATION

1. GENERAL ADMISSION REQUIREMENTS

All applicants must have completed a secondary (high) school education or twelve
years of schooling to be considered for admission to undergraduate study, or hold a
Bachelor’s degree for post-graduate study.

EUC recognizes a strong academic performance at high school level as the primary
determinant for undergraduate university level success. When making an admissions
decision, the University is interested in applicants with a solid high school record,
evidence of extra-curricular involvement, a high level of commitment and potential for
personal growth.

Applications for admission to EUC, together with the applicant’s credentials, are
examined and evaluated by the Office of Admissions, which makes the final decision for
the application.

Any person who intends to register for a program/course at EUC must first be admitted
to the University. Application forms and the most current information about admission
requirements can be obtained from the Office of Admissions

Applicants must first be admitted to EUC to be considered for financial aid, scholarship,
assistantship, or on-campus housing.

2. ADMISSION CLASSIFICATIONS

Applications and students of EUC are classified into two categories:

2.1. Matriculated Students
A matriculated student is one who has demonstrated competence for collegiate
study and who has been accepted as a degree candidate for any of the degrees
offered by the University. Only students who have earned a secondary school
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diploma and are meeting the requirements outlined earlier, may be considered for
a degree program.

2.2. Non-Matriculated Students
Applicants who satisfy the admission criteria may be considered for admission as
non-matriculated students on an individual basis. Non-matriculated students shall
be students enrolled for short-term studies, not taking courses towards a degree.

3. ADMISSION PROCEDURE AND CRITERIA

3.1. Undergraduate Study

The University bases its decision for admission to undergraduate study on the
following factors:

(a) A completed application form
The application form may be obtained either in person from the Office of
Admissions or by writing to the Director of Admissions.

(b) Official or certified transcripts of secondary (high) school records
Applicants must submit an official transcript or a certified copy of their
secondary school record together with the application. For candidates
applying for admission with advanced standing, an official transcript of their
previous college/university record is required.

(c) (i) Evidence of knowledge of English
English is the language of instruction of most programs of study at EUC.
Applicants whose native language is not English will have to take the EUC
English Placement Test (EPT). Applicants who have passed either the
TOEFL examination with a minimum score of 550, English G.C.S.E. (or
G.C.E.), 'O' level with Grade 'C' or above or IELTS with a score of 6.5 and
above are exempt from the English Placement Test.

(i) Evidence of Greek language proficiency

In situations where, a) the language of instruction in the programme is

Greek and/or b) the graduates are expected to teach in Greek-speaking

schools, any of the following credentials is accepted as a testimonial of

Greek language proficiency:

1. School-leaving certificate (AmToAutAipio) of a recognized six-year
secondary education school in Greece or in Cyprus, provided the
principal language of instruction is Greek;

2. C (or higher) at a Modern Greek GCE/A-level;
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3. certificate of success at the Ministry of Education and Culture
examination for Greek language proficiency

(d) Visa Requirements (For International Students Only)

In addition to the admission criteria, International students will have to satisfy

the following visa requirements:

(i) Original Bank Letter of Financial Support. International students
must submit an official bank letter of financial support indicating that their
sponsor has the ability to finance their studies at EUC.

(i) Original Letter of Good Conduct from Local Authorities.
International students must submit an official letter of good conduct from
local police authorities or local government from their country of
residence.

(iii) Migration Certificate
Students and their sponsor must sign and submit the Migration
Certificate, copy of which is included in the University application
material.

(iv) Attested copy of Valid Passport.

Students who originate from Central and South Africa must also submit
health certificates for the Aids virus, hepatitis 'B' and syphilis.

An International student who has been accepted at EUC will need an entry visa to
Cyprus. The University will handle all required paperwork for the issuance of a student
visa provided the items listed above reach the Office of Admissions on time; otherwise,
the University cannot guarantee the issuance of a student visa, and therefore, entry into
Cyprus.

A Permanent Student Visa will be issued after students arrive at EUC and complete all
necessary admission, registration and payment requirements. According to the
Immigration Regulations of Cyprus, holders of a student visa are not allowed to work.

3.2. Post-Graduate Study
The post-graduate minimum admission requirements are as follows:

i. Arecognized Bachelor’s degree or its equivalent.
ii. Proficiency in English. Applicants must submit proof of English proficiency.
This must consist of at least one of the following:
a) Proof that undergraduate instruction and coursework has been done in
English
b) The Test of English as a Foreign Language (TOEFL) examination with a
minimum score of 550 (paper-based total) or 213 (Computer based total).
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c) IELTS with a score of 6.5 or English GCSE (GCE) O’ Level with “C” or
above.

In cases that the above English language requirements cannot be met for

practical reasons, a student shall take the English Placement Test of the

University. The minimum level for the student to be admitted to a post-

graduate program is ENG102-Advanced English.

4. ADDITIONAL ADMISSION CRITERIA

In certain programs/disciplines (e.g. ‘Music’, ‘Music Education’, ‘Graphic Design’,
‘Health Sciences’, ‘Medicine’, etc.), additional special criteria to the above general
criteria may apply.

5. TRANSFER STUDENTS FOR UNDERGRADUATE STUDY

Students who have started their higher education elsewhere and wish to apply for
admission to EUC as transfer students must submit the following items to the Office of
Admissions:

(a) A completed application form together with a non-refundable fee.

(b) Official transcripts of all academic records from each institution previously
attended, including high-school, college or university.

(c) Official course descriptions or syllabi in English for all work completed at the
college or university previously attended.

An official transfer credit evaluation will only be made if all of the above items have been
submitted to the Office of Admission.

5.1. Transfer Credit Evaluation Policy
After having completed all procedures required for transfer admission, applicants
for admission with advanced standing will be given a statement of credits
accepted on transfer by the Office of Admissions before they enroll. Credits for
courses which have an equivalency at European University Cyprus are accepted
when earned with a passing grade in the institution of higher education that
offered the specific course(s).

Transfer credit is evaluated and applied in one of the following ways at
European University Cyprus:
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1) AS PARALLEL CREDIT. The course must involve at least the same
amount of class time and have approximately the same content as the
European University Cyprus equivalent; or

2) AS AN ELECTIVE. The course must be related in some manner to the
student’s academic program and career goal. Also, in some cases credit
which is deemed as liberal arts is normally accepted if such credit was
earned in courses not specifically offered at European University Cyprus.

Candidates who have successfully completed subjects from the |.G.C.S.E.
(or G.C.E.) ‘A’ level may be awarded transfer credits depending on their
field of study. In such cases, the number of transfer credits awarded can
not exceed 12-13 credits for those pursuing for a bachelor’s degree. After
having completed the procedure required for transfer admission,
applicants will be given a statement of credits accepted on transfer by the
Office of Admissions before they enroll. Transfer credits are not included
in the calculation of the student’s GPA.

Students applying for transfer credit must file a ‘“Transfer Credit Evaluation
Form’ at the Office of Admissions together with a non-refundable fee.

Students applying for transfer credit must file a "Transfer Credit Evaluation Form' at the
Office of Admission together with a non-refundable fee.

After having completed the procedures required for transfer admission, applicants will
be given a statement of credits accepted on transfer by the Office of Admissions before
they enrol. Transfer credits are not included in the calculation of the student’'s GPA.

6. TRANSFER STUDENTS FOR POST-GRADUATE STUDY

Transfer credit may be given for post-graduate courses, which have an equivalency at
EUC, when earned in an accredited higher education institution or program with
graduate admission standards acceptable to EUC, subject to the following conditions:

a) the courses were at the post-graduate level,
b) the grade is B or higher

The maximum number of transfer credits cannot exceed 9 for a Master’s degree, and 18
for a Doctoral degree. Students applying for transfer credit must file a 'Transfer Credit
Evaluation Form' at the Office of Admission together with a non-refundable fee.
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After having completed procedures required for transfer admission, applicants will be
given a statement of credits accepted on transfer by the Office of Admissions before
they enroll. Transfer credits are not included in the calculation of the student’'s GPA.

7. READMISSION POLICY

Admission credentials are retained on students for four years after their last enrolment
at EUC. A student who last attended EUC within two years and has not attended
another school can file a reactivation form for readmission.

Any student seeking readmission who has attended another post-secondary institution
during the time spent away from EUC must reapply (see application procedure) and
submit that institution's credentials to the Office of Admissions. Students must submit
official transcripts for any College work attempted since leaving EUC to the Office of
Admissions. Credits will be evaluated according to the transfer credit policy described
in the University Bulletin.

If no recent transfer work has been taken, the academic status for which the student
was last enrolled will be the same at the time of readmission. Students must have a
new declaration of major to establish the program of study. The application fee is not
required for returning applicants. Students, who were in good academic standing at
EUC and at any subsequent institutions, will normally be readmitted.

Students who have been academically suspended or dismissed from EUC must wait for
the expiration of their penalty before being eligible for re-admission to EUC. Students
who have been dismissed from any school must wait for at least one calendar year after
such action was taken before being eligible to apply for enrolment at EUC. Students
suspended or dismissed from school for reason other than academics, may apply for
admission but must be interviewed and recommended for enrolment by the Director of
Admissions. Students who have pursued academic work during suspension (dismissal
period) and are in good standing may qualify for transfer credits.

8. CLASSIFICATION OF UNDERGRADUATE STUDENTS

Student classification as freshman, sophomore, junior or senior depends upon the
number of semester hours of credit successfully completed. The semester hours of
credit for each classification are:

0-30 (0-60 ECTS) Freshman
31-60 (61-120 ECTS) Sophomore
61-90 (121-180 ECTS) Junior

91 or more (181 ECTS or more)  Senior
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On the basis of semester hour load, a student is classified as part-time or full-time
during the academic year.

9. CLASS ATTENDANCE

It is expected that students will attend all class sessions scheduled for the courses for
which they have registered. Rules for absenteeism are established and administered
individually by instructors. In general, absences from class and/or laboratories will
affect the final grade. In cases of personal or medical emergency, a student has to
receive permission for absence from classes from his/her instructor, or if this is not
possible, to inform the instructor and bring relevant medical certification. In any case,
students are responsible for making up missed course work.

10. UNDERGRADUATE GRADING SYSTEM

At the end of each semester and summer session, final grades are posted in the
student’s portal and are recorded on their permanent academic record in the Office of
the Registrar. The Undergraduate grading system used by EUC is as follows:

Letter Grade Grade Meaning Grade Points Percentage Grade
A Excellent 4.0 90 and above
B+ Very Good 3.5 85-89
B Good 3.0 80-84
C+ Above Average 25 75-79
C Average 2.0 70-74
D+ Below Average 1.5 65-69
D Poor 1.0 60-64
F Failure 0
I Incomplete 0
w Withdrawal 0
P Pass 0
AU Audit 0
(@) The grade "I" is awarded to a student who has maintained satisfactory

performance in a course but was unable to complete a major portion of course
work (e.g. term paper or final exam) and the reasons given are acceptable to the
instructor. It is the responsibility of the student to bring pertinent information to the
instructor to justify the reasons for the missing work and to reach an agreement on
the means by which the remaining course requirements will be satisfied. A student
is responsible, after consulting with the instructor, for fulfilling the remaining course
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(b)

(c)
(d)
(e)

(f)
(9)

requirements within the first four weeks of the following semester for which an "I
was awarded. In very special cases the instructor may extend the existing
incomplete grade to the next semester. Failure of the student to complete work
within this specific time-limit will result in an "F" which will be recorded as the final
grade.

The grade "PE" indicates a passing grade for a course taken by a student
attending the Erasmus Exchange Program. The grade will not be computed into a
student’s cumulative grade point average.

The Grade Pending "GP" indicates that a grade has not been submitted to the
Office of the Registrar by an Instructor by the grading deadline.

The grade "W" indicates withdrawal from the course before the specified time as
explained in the withdrawal policy.

Grades of "P" will not be computed into a student's cumulative grade point average
but will count towards graduation credits.

Grades of "F" will be computed into the student's cumulative grade point average.
Students enrolling for an Audit must designate their intent to enrol on an Audit
basis at the time of registration. Students registering for a course on an Audit
basis receive no credit

(h) Grades for courses taken at another college or university do not enter into the

11.

computation of the cumulative grade point average.

POST-GRADUATE GRADING SYSTEM

At the end of each semester and summer session, final grades are mailed posted in the
student’s portal and are recorded on their permanent academic record in the Office of
the Registrar. The Post-Graduate grading system is as follows:

Letter Grade Grade Meaning Grade Points Percentage Grade

A Excellent 4.0 90 and above

B+ Very Good 3.5 85-89

B Good 3.0 80-84

C+ Above Average 2.5 75-79

C Average 2.0 70-74

F Failure 0

I Incomplete 0

w Withdrawal 0

AU Audit 0

(@) The grade "I" is awarded to a student who has maintained satisfactory
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work (e.g. term paper or final exam) and the reasons given are acceptable to the
instructor. It is the responsibility of the student to bring pertinent information to the
instructor to justify the reasons for the missing work and to reach an agreement on
the means by which the remaining course requirements will be satisfied. A student
is responsible, after consulting with the instructor, for fulfilling the remaining course
requirements within the first four weeks of the following semester for which an "I
was awarded. In very special cases the instructor may extend the existing
incomplete grade to the next semester. Failure of the student to complete work
within this specific time-limit will result in an "F" which will be recorded as the final
grade.

(b) The grade "PE" indicates a passing grade for a course taken by a student
attending the Erasmus Exchange Program. The grade will not be computed into a
student’s cumulative grade point average.

(c) The Grade Pending "GP" indicates that a grade has not been submitted to the
Office of the Registrar by an Instructor by the grading deadline.

(d) The grade "W" indicates withdrawal from the course before the specified time as
explained in the withdrawal policy.

(e) Grades of "F" will be computed into the student's cumulative grade point average.

(f) Grades for courses taken at another college or university do not enter into the
computation of the cumulative grade point average.

12. Averaging Grades

A Grade Point Average (G.P.A.) is determined for each student at the end of each
semester. The Grade Point Average (G.P.A.) is computed by multiplying the number of
credit hours of each course by the grade points equivalent to the letter grade received,
and then adding them. The sum total is then divided by the total number of credit hours
for which the student has received a grade. Grades reported as "I", "W", "P", "AU", "PE"
or "GP" are not computed in the average.

13. COURSES ON A PASS/FAIL BASIS

Undergraduate students in good academic standing may choose up to 12 semester
hours of credit towards a degree to be graded on a pass-fail basis. A student may be
allowed to take a maximum of two courses on pass/fail basis per academic year.
Courses in a student's major and those considered as correlated to his major, cannot be
taken as pass/fail. Only a grade of "F" will be computed into the G.P.A. Students must
notify the Office of the Registrar of their intention to take a pass/fail course within the
first ten weeks of a Fall or Spring semester, or the first two weeks of a summer session.

— E.U.C. European University Cyprus ——




14. WITHDRAWAL FROM COURSES

Students receive no credit for courses they choose to withdraw from. All withdrawals
are subject to the tuition refund policy cited in the University Bulletin.
a. Withdrawal initiated by student
A student has the responsibility to officially withdraw from a course that he or she
does not intend to complete. A student must complete the official “withdrawal
form” and submit it to the Office of the Registrar.
Students who withdraw from a course before the dates listed below will receive a
grade of ‘W’ that will not affect the student’s G.P.A.

Fall and Spring Semesters: End of tenth week of classes
Summer Session: End of third week of classes

Students who do not file for withdrawal with the Office of the Registrar within this
time continue to be registered for the course(s) and if they have not completed the
requirements of the course(s), will be assigned an ‘F’ as a final grade.

b. Withdrawal initiated by the instructor

An instructor may request withdrawal of a student from a course because of non-
attendance and/or inappropriate registration (the student not meeting the
necessary course prerequisites). The instructor must inform the Office of the
Registrar for such withdrawal.

Withdrawal initiated by the instructor can be done before the tenth week of classes
for Fall and Spring Semesters and before the third week of classes for Summer
Session.

15. CANCELLATION OF COURSES

The University may cancel courses before the first day of class due to insufficient
enrolment.

16. WITHDRAWAL FROM THE UNIVERSITY

Students wishing to withdraw from the University must file a "Withdrawal Form" at the
Office of the Registrar. It is the student's obligation to complete this final procedure.
Failure to do so leaves the student liable for all of the current semester's tuition and fees
and will result in grades of "F" being assigned automatically to the student’s courses.
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17. REPETITION OF WORK

If a student repeats a course, the new grade will be included in the student's cumulative
grade point average. The grade previously earned will not be included in the student's
overall grade point average, although it will be listed on the student's permanent
academic record and transcript.

18. CHANGE OF GRADE

Once grades have been submitted to the Office of the Registrar no changes are
allowed, unless an instructor completes a "Grade Change” form, in which he/she
explains that a legitimate error has been made in the calculation of a student's grade.

19. APPEALS PROCEDURE

In the case where a student believes that the grade received is different from what was
expected, he/she must exhaust all possibilities of resolving the problem with the
pertinent instructor first. If this does not lead to a resolution, the student may appeal
against the grade by filing a petition with the Office of the Registrar.

The Registrar will forward a copy of the petition to the pertinent Chairperson of
Department, who will first ascertain that no error was made by the instructor, and if so
will assign an anonymous re-evaluation of the final examination/project to another
instructor. In the case of major discrepancy between the instructor’s evaluation and the
re-evaluation that will require change of grade, the average of the two evaluations will
be assigned as the final grade to the final examination/project. Changes of grades
resulting from an appeal require the endorsement of the Dean of School.

For a petition to be reviewed, a student must appeal within four (4) weeks from the date
the results are announced.

20. PROBATION

Any student, whose cumulative G.P.A. falls below "C" or its equivalent (2.0 G.P.A.) is
placed on probation. A student who remains on probationary status for two consecutive
semesters faces possible dismissal from the University.

21. GRADUATION
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21.1.

21.2.

21.3.

21.4.
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Criteria for graduation of undergraduate students
In order to qualify for graduation an undergraduate student must fulfil the

following:
a. Complete the degree requirements in the major program as specified in the
Bulletin.

b. Complete at least the last two years or 60 credits or 120 ECTS in residence
at EUC, unless the Law provides otherwise.

c. Maintain a cumulative G.P.A. of at least 2.00 for all credits taken at EUC.

d. Settle all financial obligations to the University before certification for
graduation is granted.

Criteria for graduation of post-graduate and doctoral students

In order to qualify for graduation a post-graduate student must fulfil the following:

a. Complete the degree requirements in the major program as specified in the
Bulletin.

b. Complete at least two semesters (Fall and Spring semester) and acquire 21
Credits-60 ECTS, for the eighteen (18) months postgraduate programs of
study); whereas complete three semesters and complete 30 Credits-90
ECTS, for the two (2) year postgraduate programs of study, in residence at
EUC, unless the Law provides otherwise. In the case of the Post-Doctoral
(Ph.D) programs of study, a student is required to successfully complete all
required courses and have a minimum of three (3) years length of study,
unless the Law provides otherwise.

c. Maintain a cumulative G.P.A. of at least 2.50 for all credits taken at EUC.

d. Settle all financial obligations to the University before certification for
graduation is granted.

Application for Graduation

Students who meet all graduation requirements listed above must file an
application for graduation with the Office of the Registrar. Application forms are
available at the Office of the Registrar. A graduation fee is due at the time of
application. The University will not be responsible for the graduation of any
student who fails to submit the application for graduation.

Graduation Audits

Evaluation of courses for graduating students is done two weeks after the final
exams. After the semester's grades have been processed, the Office of the
Registrar will check the student's academic records to ensure that the student
qualifies for graduation. Students who face problems fulfilling course
requirements towards their degree must consult the Office of the Registrar.




21.5. Procedure for the Issuance of a Degree
Degrees are granted in March, July and September of each year. The Office of
the Registrar will proceed to issue a degree when a student meets all graduation
requirements. The Rector, the Dean of the pertinent School and the Registrar
sign the degree.

21.6. Graduation Honours
Bachelor degree students are identified for high academic achievement as
follows:

SUMMA CUM LAUDE: Final G.P.A. of 3.85-4.00
MAGNA CUM LAUDE: Final G.P.A. of 3.65-3.84
CUM LAUDE: Final G.P.A. of 3.50-3.64

To be eligible for honours, students must complete at least 60 credits/120 ECTS at
EUC. Only EUC credits are considered in determining eligibility for such honours.

21.7. Duration of Studies
21.7.1. The normal duration of studies at the Bachelor's Level is four (4) to six (6)
years and the maximum duration of studies is eight (8) to twelve (12) years,
from the initial registration date.
21.7.2. The normal duration of studies at the Master’s Level is eighteen months (18) to
two (2) years and the maximum duration of studies is thirty-six months (36) to

four (4) years, from the initial registration date.

In extraordinary and fully justified cases, exception to the above may be decided by the
Senate.

21.8. Change of Break between Fall and Spring Semesters

The duration of the break between the Fall and Spring Semesters is two weeks. There
is no break between the Spring and Summer Semesters.
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APPENDIX A
INTERNAL REGULATIONS ON EXAMINATIONS

The Examination Regulations comply with the University’s Policy on
Academic Ethics

e Students must be seated in the Exam Room at least 5 minutes before
the start of the examination;

e Students will not normally be permitted to enter the exam room after
the first 30 minutes of the examination have elapsed. No student may
leave the examination room during the first 30 minutes of the
examination; it is recommended that at all times during examinations,
more than one student remain in the exam room with the faculty
member;

e Students are required to carry their University identification card for
presentation on request;

e Strict silence must be observed at all times in the examination room;

e Students must not communicate with each other during the
examination;

e Personal belongings, such as briefcases, bags, books, notes, etc.,
must be placed in a designated area identified by the instructor; in
case of open book or other methods of examination, it is at the
discretion of the faculty member;

e Students are not allowed to bring mobile/electronic devices into the
examination rooms; in case they do bring them in, they are requested
to switch them off and place them with their belongings in the
designated area;

e Students found copying, communicating with another student, or using
any unauthorized materials may be expelled from the room;

e Students must ensure they have no written material on them, as this
will be assumed to be in breach of examination regulations and treated
as such, whether relevant to that particular examination content or not;
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Should any student have to leave the examination room for personal
reasons they must be accompanied;

Any student who leaves the room unattended will not be allowed to
return to the room;

In the event of illness, should students feel unable to continue with
the examination, they should remain seated and raise their hand to
attract the attention of the instructor;

In the case of iliness, certified evidence must be provided within 2 days
of that examination being held. All original medical certificates must be
submitted to the relevant School Administration Office;

Failure to attend an examination without reasonable cause may result
in the award of no marks for that examination. It is the responsibility of
the student to be aware of the details of the examination timetable;

Students with Special Needs will receive the necessary considerations
as advised by the University’'s Committee for students with Special
Needs;

Each student is responsible to sign the student signature list before
leaving the examination room.
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APPENDIX B

INTERNAL REGULATIONS ON POSTING FINAL
EXAMINATION GRADES

The final examination grades will be posted on the same day that the final grades will be
posted by the Registrar. They will be posted by the instructors on the Faculty office
doors and will be kept there for two weeks. The Registrar will provide two printouts of
the grade rosters to all faculty members, so that the second one will be used for posting
the final examination grades. Faculty members should state clearly only the achieved
by the student’s points, out of the total maximum points of the final exam as stated on
course outlines/syllabi. (For example, if the total number of points allocated to the final
exam according to the course outlines/syllabi is 50, and the student achieved 40 out of
these 50 points, the posted final exam grade will be 40 (which corresponds to 40% of
the total overall grade for the course)).

Instructors announce this policy to students of each class at the beginning of each final
examination.
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APPENDIX C

REGULATIONS OF EUROPEAN UNIVERSITY CYPRUS ON
DOCTORAL STUDIES (Ph.D.)

Introduction

These regulations apply to academic programs at doctoral level that lead to the Doctor
of Philosophy degree (Ph.D.) or Doctor of Business Administration (D.B.A.) or as the
Senate determines, at European University Cyprus (EUC). The regulations stipulate the
rules for admission, doctoral work, and submission of the Thesis/Dissertation and

completion of the Ph.D./D.B.A. degree at EUC.

1. Objective of a Program leading to a Doctorate Degree

The objective of a program leading to a Doctorate Degree (from now on
“Program”) is to train candidates to be independent scholars and researchers,
who can work at a local and an international level. To this end, the “Program”
must meet the requirements for research, development, supervision and

dissemination within universities, other institutions and organizations.

2, Programs leading to a Doctorate Degree

21 A “Program” leading to a Doctorate Degree is offered and administered by

a School! of the University.

2.2. The Senate approves the “Program” (along with its curriculum and syllabi)
submitted by the School which will have the responsibility for the

administration of the program.

2.3 All programs leading to Doctorate Degrees are to be listed in the Bulletin

of the ‘University’.

1 “That can apply to the current structure of the University or to a University Graduate School’.
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413
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3. Content and Organization of a “Program”

A “Program” comprises coursework, examinations and active research work
under supervision.
The program leading to a Doctorate Degree includes:

Specified coursework/courses (30 ECTS)

Comprehensive Qualifying Examination (10 ECTS)

Preparation and submission of a Thesis/Dissertation proposal (10 ECTS)
Completion of an independent piece of research (Ph.D./D.B.A. project)
according to the approved Ph.D./D.B.A. plan, under the supervision of the
designated faculty (85 ECTS)

The writing of a Ph.D./D.B.A. Thesis/Dissertation, based on the
Ph.D./D.B.A. project, submission and public presentation and defense of it
(45 ECTS).

In the case of Professional Doctorates, the Comprehensive Qualifying
Examination shall be removed and the 10 ECTS allocated, will be added to iii
Preparation and Submission of a Thesis/Dissertation proposal.

4. Admission Procedures

Applicant’s Qualifications

The applicant to the “Program”, must have a Master’s degree in the area
relevant to the “Program”, that s/he is applying for, or its equivalent, that is
approved by the School as the basis for admission to the program.

The applicant must have a strong academic record and have a weighted
average grade in the Master’s (or equivalent education) of B or higher, in
accordance with EUC’s grading system.

The School, after examining the content/discipline of previous academic
studies, in association to the area of specialization of the proposed
“Program”, and the possible research area/discipline, reserves the right to
request that applicants take specified post graduate courses and/or pass
specified appraisals prior to admission.

Applicants are to be assessed on the basis of their academic record, other
relevant qualifications, and their statement of research interests and
description of a possible area of research.




4.1.5 For professionally oriented programs leading to a Doctorate Degree
professional experience will also be taken under consideration.

4.1.6 The applicant must prove excellent knowledge of the language in which
the “Program”, will be carried out, and a very good knowledge of a second
language according to criteria set by the Ministry of Education and
Culture.

4.1.7 In exceptional circumstances/cases, the School may examine/evaluate
transfer applications from other Universities/Educational Institutions with
approval from the Senate.

4.2 Application

Applications for admission must be made on the official Ph.D./D.B.A.
Application Form. The application includes a statement of research
interests and a brief description of a suggested area of research that
would include both issues related to a possible theoretical framework of a
study area, and methodological issues of a possible Ph.D./D. B.A. study.
The application will also indicate a preference for a particular Supervisor
among those Faculty members, pertinent to the “Program”/Research Area
/School/ Department.

4.3 Application Evaluation

All applications are evaluated by the pertinent School. The evaluation
procedure is divided into two phases/stages. During the first phase/stage
the (initial) ‘Evaluation Committee? assesses all applications and
evaluates whether applicants satisfy the minimum set
criteria/qualifications, as stated in the “Program” Regulations (See 5.1).
Continuing, the (initial) ‘Evaluation Committee’ moves to a preliminary
selection of applicants that will be invited to participate in the second
phase/stage of the evaluation procedure, the interview. The ranking of
applicants completing the first phase/stage is conducted strictly in an
alphabetical and not a meritocratic order.

During the second phase/stage, the ‘Interview Committee”™ invites all
successful applicants of the first phase/ stage to an interview. The
‘Interview Committee’, taking into consideration the overall, academic and
scientific conduct of applicants throughout the interview, along with their
prior qualifications, as presented in their application file, concludes into the
final meritocratic ranking of all applicants. In cases of disagreement, the

2 In the case that for practical reasons, e.g. Insufficient number of Faculty members, the establishment of
two separate Committees is deemed unfeasible or creates insurmountable difficulties; the two
Committees can function with identical composition or with common members.
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matter shall be put to a vote, whereas the decision is reached by majority.
Objection(s) and vote withdrawal(s) are not permitted once the voting
procedure has been concluded and the casted votes have been counted.
In the event of a tied vote, the procedure is repeated. If the voting once
more results in a tie, the Chair of the committee casts the defining vote. In
addition to the above, the ‘Interview Committee’ holds the responsibility for
appointing a Supervisor for each applicant.

After the conclusion of the first phase/stage of the application procedure,
the (initial) ‘Evaluation Committee’ submits a list of successful applicants
who will be called to an interview. To that end, the Chair of the ‘Interview
Committee’, prior to the interviewing procedure, invites, all Department
Faculty members, whose area of interest resides within the applicant’s
interests, to preview the appropriate application files and declare their
interest in relation to the particular applicant, whose doctoral dissertation
they would be interested in supervising.

The ‘Interview Committee’ studies all affirmations of interest and
undertakes regulatory negotiations on occasions where two or more
Faculty members express a preference for the same applicant. During
each interview the pertinent Supervisor is present, whereas on diverse
occasions all potential Supervisors who expressed preference are invited
to participate. The final decision resides with the ‘Interview Committee’.
Analogous regulatory consultations are implemented by the ‘Interview
Committee’ on occasions where a lack of Supervision preference is
illustrated. It should be stated that on all occasions an appointment of a
Supervisor shall not be conducted without the relevant Faculty member’s
knowledge. Also, efforts will be made for decisions to be made according
to the student's declared preference, even though an applicant’s
preference is not binding for the University. The Supervisor must hold a
full time Faculty position in the European University Cyprus at the Ranks
of Assistant Professor or Associate Professor or Professor. The Interview
Committee may decide to appoint a second Supervisor, who can be a
Faculty member from another University (co-supervision).

The ‘Interview Committee’ makes its recommendation to the School,
through the pertinent Department, which includes each applicant’s
meritocratic ranking and a decision about the applicant’'s Supervisor, as
per described above. Each application is to be evaluated by the School.
The School will provide the final ranking of qualified applicants, in cases

— E.U.C. European University Cyprus =



5.

where the number of applicants exceeds the number of places available
on the “Program”.

The time frame required to process each application should not exceed
two months.

Once a decision is reached, all applicants are notified in writing. The
successful applicants are informed of the School’s decision to offer them a
position in the “Program” that they have applied for. Successful applicants
are then required to inform the School, in writing, whether they accept or
decline the School’s offer, via the Ph.D./D.B.A. ‘Acceptance Form’. The
‘Acceptance Form’ states the assigned Supervisor. Co-supervisor(s) are
appointed at a later stage, e.g. during the drafting of the
Thesis/Dissertation proposal. The acceptance form should be returned
within a period of seven (7) days. Upon its return, the Acceptance Form
should be signed by the Dean of the appropriate School and the
Supervisor.

4.3.1 Establishment of Committees

Both the (initial) ‘Evaluation Committee’ and the ‘Interview Committee’
members are appointed by the School, following an exchange of opinions
with the Coordinator of the “Program” and the Chairperson of the
appropriate Department. Each member of each Committee should hold
the rank of Assistant Professor or Associate Professor or Professor in the
European University Cyprus. One of the members of the (initial)
‘Evaluation Committee’ could hold the rank of Lecturer at the European
University Cyprus.

The ‘Evaluation Committee’ must consist of at least three Faculty
members, including the Coordinator of the pertinent “Program”, who will
be presiding the Committee. The “Program” Coordinator also presides at
the ‘Interview Committee’, which should constitute more than three
members. In any case, one Faculty member constituting the committee
should teach in an area relevant to the “Program” area. During the
interview process, the potential Supervisor(s) for each applicant can
express judgment in relation to the applicant, but hold no voting right. It is
advisable that Faculty members avoid, where possible, holding a dual
role, as members of the ‘Interview Committee’ and possible Supervisors.

Implementation of the “Program”
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5.1 Prescribed Duration

In the case of full-time study, the “Program” has a minimum duration of
three years with the possibility of an extension of maximum one additional
year, if justified by a student’s request and approved by the School,
following a suggestion from the Supervisor. In the case of part-time study,
the “Program” has a minimum duration of four years and maximum six
years, with the possibility of an extension of one additional year if justified
by a student’s request and approved by the School, following a suggestion
from the Supervisor. The proposed Year of Entry must be clearly
stipulated on the Application form. The period of study can normally be
extended, due to leave of absence and agreed part-time study approved
by the School. Any work duties are over and above the stipulated time
frame. Any changes in the duration of study, including changing status
from full-time to part-time mode of study and vice-versa, will be reflected
on the “Program” Acceptance Form and the study plan as agreed between
the student, the Supervisor and the Department/School.

The maximum time of study for the “Program” is six years from the time of
admission to the date of submission of the thesis. The student is normally
registered in the “Program” over consecutive years. Any leave of absence,
lengthy periods of illness, work duties and approved part-time study are
not to be counted in this six-year period. If the maximum time of study is
exceeded, the Ph.D. / D.B.A. student (from now on “student”) is not
permitted to defend his/her Thesis/Dissertation. The School is to decide
whether or not the maximum time of study has been exceeded.

5.2 Organized Coursework

The organized coursework of the “Program” provides scientific, theoretical
and methodological training. The School will ensure that all “students” are
offered this high quality scientific, / theoretical and / methodological
training. The organized coursework/seminars add up to work amounting to
30 ECTS. The number and title of courses offered, as well as the
course/seminar content, resides within each School, or a collaboration
between Schools, by offering coursework totaling up to 30 ECTS. A
Master’s or equivalent degree in the area of the “Program” may exempt,
partly or fully, the “student” from these specialization courses (there will no
exemptions for Professional Doctorate students). In addition, the “student”
may be deferred from attending a course, after the Comprehensive
Qualifying Examination, if it is deemed that it will assist the “student” at
that stage/phase (e.g. course in writing the research proposal for the
“Program” Thesis/Dissertation).
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5.3

The minimum passing grade in the coursework is ‘C’ or higher in
accordance with EUC’s grading system.

In addition to attending the specialized courses and seminars, all doctoral
students are desired to attend, during their studies, at least four (4)
scientific conferences / seminars, in Cyprus or abroad, concentrated in the
discipline of their research interests and/or the area of their doctoral
studies. In such occasions, the doctoral students are expected to present
at least two (2) presentations (either oral, or in the form of a poster) with
reference to their interests and/or the topic of their doctoral dissertation.

It is also expected, that during the period of their study, doctoral students
audit at least one series of organized lectures, in the field of their research
interests or the discipline of their doctoral studies that will be
systematically organized by the pertinent Department/School of the
European University Cyprus.

Comprehensive Qualifying Examination

The “student” is to take the mandatory Comprehensive Qualifying
Examination after completing all course work required for the “Program” of
study that the “student” was admitted to. A “student”, that for any reason
has been exempted, partly or fully by any of the specialization course(s),
is not exempted from the Comprehensive Qualifying Examination. The
Qualifying Examination evaluates the ability of the “student” to work on a
theoretical framework, to propose solutions to research and theoretical
issues related to the area of specialization, and also to access the skills
aimed at by the various courses for “students” to develop and advance to
the Thesis/Dissertation stage of the “Program”. The Comprehensive
Qualifying Examination, prepared and evaluated by the Department’s
Faculty members who have taught courses in that area, will include three
orientations:

o Research methodology relevant to the “Program” of study
o Core area(s) of study relevant to a “Program” of study
o Area of specialization relevant to the “Program” of study

In order to pass the Comprehensive Qualifying Examination, the “student”
should successfully pass all three areas. The “student” may initially pass
one or two parts of the three-part Comprehensive Qualifying Examination.
In that case, the “student” needs only to re-take the part(s) that s/he has

— E.U.C. European University Cyprus =



failed. A “student” may take a particular part of the Comprehensive
Qualifying Examination up to two times in total. In the case that the
student fails for a second time in any of the three parts of the
Comprehensive Qualifying Examination, he/she must interrupt his/her
studies. Written verification is issued by the Dean of the School for the
recognition of study up to that time.

Note: For professionally oriented programs the above requirements may
be modified accordingly

5.4 Ph.D./D.B.A. Candidate
After a student’s successful completion of the Comprehensive Qualifying
Examination, the ‘Ph.D./D.B.A. student’ receives the status of
“Ph.D./D.B.A. Candidate”.

5.5 “Program” Thesis/Dissertation Proposal

After completing the Specialized Courses Program and passing the
Comprehensive Qualifying Examination, the ‘Ph.D./D.B.A. Candidate’
(with approval from her/his Supervisor) may draft and submit a
Thesis/Dissertation proposal. The Thesis/Dissertation proposal should
consist of two chapters of the thesis, namely the theoretical framework of
the study and the methodology that will be followed. The research
methodology that will be followed should be in compliance with the
University’s Research Regulations/Policy, especially with regard to Ethics.
The ‘Ph.D./ D.B.A. Candidate’ presents this proposal during a meeting
with the ‘Supervision Committee’. The proposal is approved by the
Committee, or it is referred for amendment/modification. The Committee
submits the “Program” Thesis/Dissertation Proposal Approval Form to the
pertinent School, for approval of the decision. The ‘Ph.D./D.B.A.
Candidate’ may then continue with his/her Ph.D./ D.B.A. Research. The
‘Ph.D./ D.B.A. Candidate’ can proceed to a Thesis/Dissertation defense,
within a timeframe of six months or longer after a successful proposal
defense. In the case of amendments/modifications to the
Thesis/Dissertation proposal, the ‘Ph.D./D.B.A. Candidate’ will be
requested to resubmit his/her improved proposal, at a time specified by
the Committee.

5.6 “Program” Thesis/Dissertation
The “Program” Thesis/Dissertation must be an original and independent
scientific work of international standard. It will be a high quality scientific
and academic work in terms of formulation of the issues it addresses,
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precision of terminology, methodology, theory and empirical foundation,
documentation and means of presentation. The “Program”
Thesis/Dissertation must contribute towards developing new scientific
knowledge and is to be of a standard that is appropriate for publication as
part of the literature in its discipline. The Thesis/Dissertation length should
not normally be more than 100,000 words (for Professional Doctorate
students the Thesis length will be no more than 85,000 words). However,
candidates in the fields of performance, design, production or composition
may submit a shorter thesis along with original work.

A “Program” Thesis/Dissertation cannot be submitted by more than one
candidate. Also, even if a piece of work may have been revised, it cannot
be submitted as Thesis /Dissertation, or as part of a Thesis/ Dissertation,
for a doctoral degree if it has already been approved or rejected by
another university.

The “Program” Thesis/Dissertation may be written in Greek or English
language, preferably in the language of Instruction of the relevant
program. The names of the Supervisor and of the members of the
Doctoral Adjudication Committee are indicated on a different page, e.g. in
the inside cover of the Thesis.

6. Supervision

With the submission of the ‘Ph.D./ D.B.A. Candidate’s’ Thesis proposal, the
School, following a suggestion brought forward by the Coordinator of the
program, after a request has been placed by the Supervisor, in collaboration with
the ‘Ph.D./ D.B.A. Candidate’, appoints the ‘Supervisory Team’, consisting of the
Supervisor(s) and up to two Co-Supervisor(s) (open rank). In the case that the
Supervisor is an E.U.C. faculty member, one or both Co-Supervisors can be
faculty members from another University(ies). Respectively, in the case that two
Supervisors are appointed (one being an E.U.C faculty member and the other
one being from another University), then one of the Co-Supervisors can be a
faculty member from either E.U.C. or another University.

At least one member of the ‘Supervisory Team’ should have an area of
specialization that has direct relevance to the student’s proposed research
program and/or the methodology that the Thesis will undergo. The ‘Supervisory
Team’ as a whole should also include at least one member with previous
supervisory experience.

The ‘Ph.D./ D.B.A. Candidate’ and the Supervisor are to maintain regular contact.
The Supervisor periodically assesses the ‘Ph.D./D.B.A. Candidate’s’ progress,
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whilst providing the appropriate guidance and support. The same applies in the
case of the Co-Supervisor(s) as well’.

7. Reporting
During the writing period of research and the Thesis/Dissertation, the ‘Ph.D./
D.B.A. Candidate’, in collaboration with the ‘Supervisory Team’, is expected to
submit written reports to her/his Supervisor and/or Co-Supervisor(s), whenever
requested by the Dean after consultation with the “Program” Coordinator. The
‘Supervisory Team’, under the Supervisor's direction, cooperates and meets
regularly, in coordinating and assessing the ‘Ph.D./ D.B.A. Candidates’ progress

The report should include:

. A summary, one-page maximum in length;
. A clear statement of the aim(s) and objectives of the research;
. A concise discussion of the approach taken, the methods, progress and

main achievements to date, supported by a careful selection of
representational data, where appropriate;

. An appreciation of the originality and significance of the results in the
broader field of the discipline;
. A brief outline and detailed timetable of the further work necessary to bring
the study to an acceptable conclusion;
. Any additional materials such as conference, or published work;
. Actions that enhance research criteria of validity transferability.
8. Submission of the “Program” Thesis/Dissertation

On completing the “Program” Thesis/Dissertation, the Candidate submits the final
copy to the Supervisor, who is responsible for evaluating the Thesis and for
indicating whether or not it is in a state to undergo a public defense. The
Supervisor consults with the Co-Supervisor(s), in issues concerning their
competence/specialization. At this point the Supervisor should implement a
checklist of completed work, which will be prepared by the pertinent School.

If the Supervisor believes that a Doctorate Program Thesis/Dissertation may be
presented at a public defense, she/he notifies the pertinent School. The School
requests the ‘Ph.D./ D.B.A. Candidate’ to submit the appropriate application, one
copy of her/his Thesis and five additional copies (for distribution to the Ph.D./
D.B.A. Adjudication Committee). If the Thesis/Dissertation is accepted for public
defense, additional copies could be requested by the School.
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The Thesis/Dissertation must be submitted in an approved standard format,
accompanied by an Abstract, in an approved standard format. The Candidate is
given written guidelines on the format of the Thesis; that is, printing, binding, off-
prints, titling, over-size inclusions, distribution and publication restrictions, and so
on.

Once submitted, a Thesis/ Dissertation cannot be withdrawn until a final decision
has been reached as to whether or not it can be approved for defense of the
Ph.D./ D.B.A. Degree. After submission, the ‘Ph.D./ D.B.A. Candidate’ can only
make corrections of a formal character, and an errata sheet detailing all such
corrections must be submitted four weeks before the date of the public defense.
The public defense is to be held within two months, at the latest, of submission of
the Thesis/Dissertation.

Appointment of a Ph.D./D.B.A. Adjudication Committee

Once the Thesis/Dissertation is submitted, the Supervisor, in collaboration with
the ‘Ph.D./ D.B.A. Candidate’, requests the appointment of a ‘Ph.D./ D.B.A.
Adjudication Committee’ (via the ‘Ph.D./ D.B.A. Adjudication Committee’
Appointment Form). The School, after reviewing the opinions of the pertinent
Ph.D./ D.B.A. Coordinator and Department, appoints a ‘Ph.D./ D.B.A.
Adjudication Committee’ based on the ‘Ph.D./ D.B.A. Candidate’s’ and
Supervisor’s proposals.

The Committee will consist of at least three members: (i) one Faculty member
within the School, who has not formally assisted the student with the
Thesis/Dissertation, and will serve as Chair of the Committee; (ii) one Faculty
member from another University. Both (i and ii) members should have an area of
specialization related to the student’s proposed program of research; (iii) one
Faculty member from another School/Department of the University; (iv) in the
case that it is deemed necessary that the Committee should consist of more than
three members, the remaining members must also be independent and cover
both the student’s research field/discipline, as well as various other required
fields/disciplines, such as: the research methodology. All members of the
Committee should hold the minimum rank of Assistant Professor. Regardless of
the above Committee composition, a Faculty member in the position of Lecturer
can participate as an ‘observer. That member may to put questions and
participate in the discussion (see 11 below), but may not vote.

Public Defense

Since the defense is open to the public it should be widely advertised in the EUC
community, at least seven working days prior to the meeting for the defense. The
proceedings in the public defense are chaired by the Chair of the ‘Ph.D./ D.B.A.




Adjudication Committee’. The Chair gives a brief introduction. Then the ‘Ph.D./
D.B.A. Candidate’ defends his/hers Thesis/Dissertation. After this the members
of the ‘Ph.D./ D.B.A. Adjudication Committee’ may address relevant questions to
the Candidate. Other persons present, who wish to participate in the discussion,
must give notice of this to the Chair before the expiry of the determined time limit
that is announced at the start of the proceedings.

After the completion of the discussion, the Chair asks the ‘Ph.D./ D.B.A.
Candidate’ and all participants to exit the room, and the ‘Ph.D./ D.B.A.
Adjudication Committee’ has a brief discussion about its decision. The Ph.D./
D.B.A. Candidate’s Supervisor may participate in this discussion, as well as the
‘Ph.D./ D.B.A. Candidate’, in the case that the Committee deems it necessary, in
order to provide any relevant information to the ‘Adjudication Committee’, and
then exits the room after the discussion is concluded. Then the Committee
proceeds to take its final decision (that is, ‘pass as is’, ‘pass with minor revisions’,
‘pass with extensive revisions’, ‘unsatisfactory’). After reaching an agreement,
the Committee announces its decision to the Candidate.

If the public defense is found to be ‘unsatisfactory’ or, depending on the nature
and extent of the revisions required, the ‘Ph.D./ D.B.A. Adjudication Committee’
may request a new public defense which may be held no earlier than three
months after the original defense. It is possible that the Committee has also
identified deficiencies in the Ph.D./ D.B.A. Thesis/Dissertation. In such a case, in
addition to the new defense, a revised Thesis/Dissertation is submitted to the
‘Ph.D./ D.B.A. Adjudication Committee’ by the Ph.D./ D.B.A. Candidate within a
stipulated time frame.

After the public defense meeting, the ‘Ph.D./ D.B.A. Adjudication Committee’
submits a timely and detailed report to the School, through the pertinent
Department; in which it gives an account of its evaluation of the Thesis and its
public defense. The ‘Ph.D./ D.B.A. Adjudication Committee’ attests to the
academic standard of the Thesis/Dissertation, in relation to the international
standards of equivalent doctoral work. This report is to recommend whether or
not the Thesis/Dissertation may / or may not be accepted as part of the Ph.D./
D.B.A. degree. The report must provide a detailed explanation of the
Committee’s decision, whilst conclude whether the results are satisfactory (‘pass
as is’, ‘pass with minor revisions’, ‘pass with extensive revisions’) or
‘unsatisfactory’. Details must be recorded of any dissent among the members of
the Committee.
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In case of an ‘unsatisfactory’ Ph.D./ D.B.A. Thesis /Public Defense, a copy of the
report is given to the ‘Ph.D./ D.B.A. Candidate’ as soon as possible. The ‘Ph.D./
D.B.A. Candidate’ may submit written comments to the members of the ‘Ph.D./
D.B.A. Adjudication Committee’ no later than fourteen days after receipt of the
report. These comments of the Candidate must be considered by the ‘Ph.D./
D.B.A. Adjudication Committee’ before the School reaches a formal decision.
Likewise, if the ‘Ph.D. / D.B.A. Candidate’ has no comments, she/he must still
notify the School immediately.

The School cannot reject a unanimous Committee report. If there is dissent in the
Committee or if the School feels that there is reason to doubt whether the
Thesis/Dissertation can be accepted or not, the School is to appoint two
independent Professors, who are to submit independent reports within six weeks,
and the School is to decide on the matter.

After the final version of the Doctorate Program Thesis/Dissertation is accepted,
the ‘Ph.D./ D.B.A. Candidate’ is requested to submit a copy of the
Thesis/Dissertation to the European University’s Library (and to all University
libraries in Cyprus).

Conferment of the Ph.D./D.B.A. degree
The Ph.D./D.B.A. degree is to be conferred on the basis of:

i. Approved completion of the Specialized Courses Program

ii. Successful undertaking of the Comprehensive Qualifying Examination

iii. Approved Doctoral Thesis/Dissertation and its satisfactory public defense.
The School will decide whether or not it can confer the degree of Doctor of
Philosophy (Ph.D.) or Doctor of Business Administration (D.B.A.) or as the
Senate determines, on the ‘Ph.D./ D.B.A. Candidate’ on the basis of the
report from the ‘Doctoral Adjudication Committee’. In the case that the
‘Ph.D./ D.B.A. Candidate’ cannot be awarded the degree of Doctor of
Philosophy or Doctor of Business Administration (D.B.A.) or as the Senate
determines, for any reason, then she/he is issued with a written
verification by the Dean of the School. The School decision must be
approved by the Senate. It should be noted that the awarded Ph.D. /
D.B.A. title is provisional/conditional, for at least three years.

A successful Candidate will then be conferred with a Ph.D./D.B.A. degree at the
next EUC Degree Congregation.

Notes:




(1)  Any aspect that might not be incorporated in the above regulations, will be
decided within the School

(2)  All School decisions and any additional regulations must be in alliance
with the existing Regulations

CHARTER: ANNEX 3
STUDENT RIGHTS, DUTIES AND RESPONSIBILITIES

This Annex describes the status of the University's students as members of the
academic community. Each enrolled student has the right to expect the University to
fulfill its educational responsibilities as effectively as its capacity and resources will
permit. Correspondingly, the University must exercise the right to establish and maintain
standards of conduct, which will promote an atmosphere conducive to learning and
meaningful individual development. Since rights carry with them certain responsibilities,
the following rights and responsibilities, institutional as well as for students, are set forth
with accompanying procedures for implementation.

BASIC RIGHTS

The following listing of basic rights is not intended to deny or limit the rights of students
in any way. Rather, it is intended to focus special attention on the rights listed because
of their importance in the educational process.

1. Free inquiry, expression, and assembly are guaranteed to all students’
subject to the limitations of this document and other University regulations
and policies which are consistent with the provisions of this document and
the Constitution and laws of the Republic of Cyprus.

2. Students are free to pursue their educational goals; appropriate
opportunities for learning shall be provided by the University.

3. The right of students to be secure in their persons, papers, and effects
against unreasonable searches and seizures is guaranteed.

4. In cases involving possible sanctions of suspension, or expulsion or actions
which may place limitations on the student's right to pursue the student's
educational objective, the student shall receive prior notice of the nature and
cause of the charges against the student, shall be informed of the nature
and source of the evidence presented against the student and shall be
entitled to a fair hearing before a regularly constituted board.
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Basic Duties and Responsibilities

Students, as members of the University community, shall have the following duties and
responsibilities, which are inherent in the basic rights described above:

1.  The student shall have the responsibility for maintaining standards of
academic performance as established by the student's instructors.

2. The student shall be responsible for acting in such a manner as to ensure
other students their basic rights as declared herein.

3. The student shall be responsible for any and all personal actions with
respect to provisions of the Cyprus law.

4. The student shall be responsible for conduct, which helps to create and
maintain an academic atmosphere, in which the rights, dignity, and worth of
every individual in the University community are respected.

5. The student shall be responsible for paying all bills owed to the University in
a timely fashion as prescribed by the University. Since Registration is not
complete until all tuition and other fees are paid, students who fail to meet
their financial obligations may have their registration cancelled; may be
denied future registrations; and may have their grades and/or transcripts
withheld.
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APPENDIX A

INTERNAL REGULATIONS FOR STUDENTS WITH SPECIAL NEEDS
(Prepared by the Committee for Students with Special Needs)

A. POLICIES FOR STUDENTS WITH SPECIAL NEEDS

European University Cyprus, in the framework of maintaining high quality in
education, and in accordance to Law of Education of Students with Special
Needs and the relevant Regulations (O lMepi Aywyng kai Ekmaideuong Maidiwv
pe E1dikég Avaykeg Noépog tou 1999), (No. 113(l) of 1999), referred to as “The
Law”, and particularly Part VII article 51 of the Regulations, has formulated the
following policy for students with special needs:

1. General
The University offers students with special needs all the opportunities for
equality in terms of the education provided and the guidance offered, so
that students may develop their potential to the maximum. This is done
through the policy of inclusion, where participation is promoted and
support is provided according to individual needs. The definition of
student with special needs is given in the definitions part of the Law.

1.1. The Role of the Special Committee
A Special Committee is appointed by the University, to which all students
with special needs will be referred, and which will confirm older or specify
new recommendations according to older recommendations of the District
Committee (operating at Ministry of Education and Culture in accordance
with the Law) or according to new examinations of the student, and will
coordinate the support of the students with special needs.

1.2  Procedure of Identification

= Every student with special needs will report on the
application/registration form, where there is a relevant question,
upon application/registration.

= The Admissions Office will refer the student to the Special
Committee.

» The student fills in the Students with Special Needs Form given out
by the Admissions Office and kept by the Special Committee,
where s/he gives all necessary information and documentation from
previous support in school.
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» The Special Committee confirms to the Admissions Office the
special needs of the student and later coordinates the support,
including appropriate information/ sensitization/training to the
instructors and other staff involved with the student.

When a new student is suspected of having special needs, after
agreement with the student, the Special Committee examines the
student’s case and defines his/her individual needs.

1.3 Inclusion

Students with special needs participate in University activities with the
official program of studies and schedule of classes, except when this is
modified according to the student’s special needs, as when the student is
exempted from a course, owing to the individual disability. Moreover,
special new technology is provided for support of the student, and
individual learning program is developed as much as possible (articles
52,55,56 of Regulations). A student with special needs has priority for
residence in a residence hall (article 54 of Regulations).

2. Examples of Special Needs and Possible Provisions
Short descriptions of common examples of special needs, with possible
provisions related to the ones listed in the Regulations, Part VIl articles 55
and 56 for support in learning and Part VIl 61-68 for examination
allowances, are as follows:

21 Learning Disabilities
Included are “Specific Learning Difficulties”, “Reading Disability”, by some
called “Dyslexia” and “Attention Deficit Disorder”.

Central to the concept of Learning Disability (L.D.) is an obvious difficulty
in reading/reading comprehension and/or Writing/written
expression/spelling, and/or mathematical thinking. Also central is the
discrepancy between expected achievement on the basis of intelligence
(especially non-verbal) and observed achievements in these scholastic
subjects.

In higher schooling and university education the disability is mostly
evidenced by obvious discrepancy between oral work and other activities
of the school and written achievement, the latter usually being lower. It is
often the case that vocabulary and grammar may still be low, compared to
other students with similar capabilities.
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Reading and/or writing problems may co-exist with attention deficit
disorder (A.D.D.), or the latter may be present alone. A.D.D. involves a
marked difficulty in concentration, which prevents optimum learning, and,
where hyperactivity is present, the movement and reactions of this student
may disrupt the class.

2.1.1. Support of Students with L.D. throughout their Courses:
The lecturer may, according to the case, try as much as
possible to:

= Help develop the personality of the student with L.D. in spite
of reading/studying/attention in class etc. problems with the
sensitivity of a person who promotes the strongest aspects
of a particular student.

= Encourage participation in class and other activities of the
student with the aim of helping to develop the student’s self-
esteem, but also work in the way of motivating him/her for
creative work in the subject.

= Repeat the question or give simpler words to invite an
answer.

= Help the student, if possible, to understand the main points
of the presented material. This could be done in class or in
separate sessions with the student.

= Help, if possible, the student to create a structure for his/her
essays and other documents, on which to build and
elaborate towards a final text.

= If necessary, and where possible, allow the use of a tape
recorder, so that the student might listen to the class
presentation again.

» Avoid the student having to read out a text to the class, if the
student finds reading difficult. Avoid comments on the
student’s work in front of others. Supportive and friendly
connections might help the student work more effectively.

= Active involvement of the students in class/work drawing on
the strengths if group work (oral instead of written work,
strengthening of self-esteem and relationships).

= Avoid too much homework for this student, if possible.

= Ask the student, whenever possible, to sit somewhere in
class, so that the instructor can easily help him/her when
needed.

= Discuss with the student (in private) the particular needs.
This may lead the lecturer to take appropriate measures.
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This may include the student's preferred study and
examination practices.

21.2. Possible Allowances during Examinations

It may be appropriate, according to the recommendations of
the Special Committee, and which may also be based on the
District Committee’s recommendations, to use any of the
following:

= Allowance for extension of the time-limit, according to the
individual needs in special situations.

= Reading and explanation of some words or phrases provided
this does not give clues as for the answer.

= Oral examination or dictation of the answers to a writer or a
tape-recorder.

= Allowance of computer in the examination room for use by a
student whose writing is unintelligible or very hard to read.

= Tolerance (exemption from reprimands) for poor
spelling/written  expression/untidy presentation of the
examination paper (except where this is the subject of
examination).

= Allowance for a break during examination in case of serious
fatigue/difficulty to concentrate (this time is allowed after the
end of the examination time-limit).

= Allowance to take the examination in a room alone.

2.2 Hearing Impairment
With diagnosed serious difficulties in hearing, a student is expected to
have difficulty in scholastic learning, not only because hearing is impaired,
but also because development of language (oral, written) is impaired, as is
obvious in vocabulary, grammar, pronunciation, verbal expression.

When sign-language is used, translation is needed in most school
activities. When oral or total language is used, serious support is needed
for the reception of the material, the participation and most other activities.

The recommendation of the Special Committee, or the recommendations
of the District Committee and the obvious needs of the student, may
include any of the following:
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221 Possible Practices to Support Students with Hearing
Impairment

2.2.2.
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Sensitive support for participation in activities, creation of
relationships with the other students and development of a
good self-esteem.

Help with the use of advanced technology of hearing aids
(might be necessary for the teacher to wear one piece and
the student the other).

Sound-proof room, where possible and sound proof room of
support, where such support is used. Carpets and curtains
minimize the sounds of the class which are multiplied in
intensity by hearing aid.

Support in preparation in advance, or after class
presentations, so that the main points and the structure of
the presentation are taken in by the student.

Support in class, so that the student with hearing impairment
has better acoustic and visual access to the teacher (to help
lip-reading) and is better able to take down the main points
and instructions.

Encouragement for participation of the student in activities of
the course and tolerance of expressive mistakes and
generally poor oral and written language.

Exemption from a theoretical or linguistic course, when this
is not in the core curriculum of the program.

Possible Examination Allowances for Students with
Hearing Impairment

The Special Committee, on the recommendations of the
District Committee and the obvious needs of the student with
hearing impairment might recommend any of the following:

Explanation of words or phrases included in the examination
questions and instructions (without giving any hint as for the
answer)

Extension of the time-limit of the examination according to
need

Tolerance (no punishment) of poor vocabulary / written
expression / grammar / spelling.




2.3. Visual Impairment
Students with diagnosed serious difficulties have obvious learning
difficulties, since the visual modality is involved in a large proportion of
learning, and in teaching.

The Special Committee, on recommendations of the District Committee
and the obvious needs of the student, might give recommendations that
might be in the following lines:

2.31. Possible Support for Students with Visual

Impairment
The Special Committee, on the recommendations of the
District Committee and the obvious needs of the student,
might recommend support, which be along the following
lines:

= Any support which encourages participation in activities,
contact with other students and raising of self-esteem.

= Sitting arrangement that may help the student see writings
on the white board, there is some intact vision.

= Magnification of texts.

» Translation of texts into language used for the blind (in
Cyprus the Braille method is used).

= Extensive use of computer and other technology, which may
give magnified written texts kept electronically.

= Use of appropriate technology, which may give written texts
vocally.

= The student might need support in separate room with the
instructor or special teacher for better understanding of the
material. This need is increased with material which is visual
in nature or partially visual.

= Modification of premises as included in the Regulations
(lines on the stairs and corridors, etc.).

= Books on tape for study are permitted.

2.3.2. Possible Examination Allowances
The Special Committee, based on the recommendations of
the District Committee and the obvious needs of the student,
might recommend allowances in the following lines:
= Magnification of examination papers.
= Translation of papers into a language appropriate for the
blind (mainly Braille).
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= Allowance for use of computer for answers during the
examination.
=  Extension of the time-limit of the examination

3. Composition of the Committee:

e One Faculty or STP member, from each School, nominated by the
pertinent Dean of School;

e One Faculty or STP member in the discipline of Special (Inclusive)
Education nominated by the pertinent Dean; and

e One representative from the Office of Student Affairs nominated by the
Director of Student Affairs

e One Counsellor/Psychologist

The Committee shall serve for a period of three years and will be chaired by
one of the Committee members, who will be elected by the members of the
Committee. All members will be appointed by the Rector.

B. PROCEDURES AND GUIDELINES FOR STUDENTS WITH SPECIAL NEEDS

1. In the case where the student enters the University with an official
diagnosis from the Cyprus Ministry of Education or Ministry of Health (e.g.
for specific learning disability, dyslexia, hearing or visual impairment,
attention deficits disorder etc.), he or she will be provided with all the rights
and privileges according to the Special Education Public Law. These may
include the following:

0,
L4

General encouragement and support for increased participation in
classroom as well as increased motivation for completing tasks and
assignments.

+ Assistance in comprehending main points of class discussions such as the
topic materials, procedures, etc.

% Assistance in completing written assignments (essays, term papers, etc.).
+ Assistance and encouragement in the use of technology devices.

% Assistance in enhancing the appropriate classroom environment (i.e.
sitting arrangements).
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% Informing the student regarding his/her options for alternative methods
available in completing examinations and tests. (e.g. permission for extra
time in completing a test/examination / additional oral explanations of the
written test/examination if required).

2. In the case where the student is admitted with a diagnosis from a private
agency, the optimum and most effective processes will be employed to
validate and/or re-evaluate the student’s special needs status. In the
absence of a diagnosis the committee may be able to provide assistance
with finding private psychologies / assessors of special needs and learning
difficulties. This process may also involve, whenever possible, the
Education Department of the Government sector. The members of the
CSSN will assist and guide the student for receiving prompt scheduling of
the assessment process. Until the necessary official diagnosis is
completed the student will be provided with the personal assistance of
their instructors as described above.

3. In the case where the student enters the university without a diagnosis but
expresses concern about his/her learning difficulties, he/she should
approach the chair of the Special Needs Committee for further assistance
and guidance. The student’s situation will be treaded in confidence.

4. In the case where an instructor identifies a student with learning difficulties
he/she should refer the case in confidence to the Special Needs
Committee chair who will then contact the student and assess the extent
of the problem.

5. The student with special needs is allocated to a member of the Special
Needs Committee who is responsible to follow the student’s progress and
prepares a report at the end of each semester.
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European
University Cyprus

LALIREATE INTERNATIONAL LINIVERSITIES

STUDENTS WITH SPECIAL NEEDS FORM

Name and Surname of Student:

High School Student Graduated From:

District: Date:

Special Need Claimed:

Measures taken/allowances given at examinations at previous school/college:

Measures suggested by the student to help the situation:

Recommendations made by the Special Committee:

Member of Special Committee Chairperson of the Department

Signature: Signature:
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CHARTER: ANNEX 4

INTERNAL REGULATIONS CONCERNING HONORARY
DOCTORAL DEGREES

1. HONORARY DOCTORAL DEGREES

The ‘University’ may grant honorary doctoral degrees to distinguished individuals, who
have demonstrated significant intellectual, scientific or social work and contribution.

1.1. Procedure

The title of Honorary Doctor is granted by decision of the Senate, ratified by the
Council of the University, after relevant justified proposal by the pertinent School
Council.

1.2. Award Ceremony

1.2.1. The ceremony for conferring the title of Honorary Doctor is held in a special public
meeting of the awarding School, which is presided by the Rector of the
University. All the academic personnel of the School are in their ceremonial
gowns. The President of the University represents the Council of the University.

1.2.2. The Rector calls to the podium the Dean of School to talk about the personality
and work of the honored person.

1.2.3. The Dean of School reads the resolution of the Council of the School and the
Rector of the University confers to the individual the degree of Honorary Doctor
and delivers to him/her the relevant diploma and dresses him/her with the gown
of honorary doctor.

1.2.4. The honored person delivers a short speech, with which the ceremony ends.

— E.U.C. European University Cyprus —



CHARTER: ANNEX 5

INTERNAL REGULATIONS ON ACADEMIC ETHICS AND
STUDENTS’ DISCIPLINE

1. PREAMBLE

E.U.C. European University Cyprus is a community of scholars in which the ideals of
freedom of inquiry, freedom of thought, freedom of expression, and freedom of the
individual are sustained. However, the exercise and preservation of these freedoms and
rights require a respect for the rights of all in the community to enjoy them to the same
extent. It is clear that in a community of learning, willful disruption of the educational
process, destruction of property, and interference with the orderly process of the
University or with the rights of other members of the University cannot be tolerated.
Students enrolling in the University assume an obligation to conduct themselves in a
manner compatible with the University's function as an educational institution. To fulfill
its functions of imparting and gaining knowledge, the University retains the power to
maintain order within the University and to exclude those who are disruptive of the
educational process.

2. POLICY AND PROVISIONS ON ACADEMIC ETHICS

The University has a responsibility to uphold and promote quality scholarship and to
ensure that its students understand what academic integrity is. This section outlines the
University’s policy on dishonest academic performance by its students. Such offences
carry penalties. Students should read carefully the Internal Regulations on Academic
Ethics and Students’ Discipline, and are encouraged to ask Faculty for help and
guidance on honest academic practice, particularly in using source material from the
Internet. In this way they can avoid any unintentional dishonesty.

2.1. ORIGINALITY
For the purposes of this Policy on Academic Ethics ‘original’ work is work that is
genuinely produced specifically for the particular assessment task by the student
whose name is attached to it. Any use of the ideas or scholarship of others is
acknowledged. ‘Work’ includes not only written material but also oral, audio, visual
or other material submitted for assessment.
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2.2. ACADEMIC DISHONESTY

Academic dishonesty is determined by the extent and the level of intent. In
assessing the extent or scale of the dishonesty the instructor will evaluate how
much of the work is the student’s own after all unacknowledged source material
has been removed. In no case can work that is plagiarized be taken into account in
determining a grade. Intent to deceive is the single most significant aspect of
academic dishonesty. Repeated instances of deception will incur heavy penalties
for the student and the violation will be officially and permanently recorded in the
student’s record.

2.3. PLAGIARISM

Plagiarism is representing the work of somebody else as one’s own. It includes the

following:

i. submission of another student’s work as one’s own;

ii. paraphrasing or summarizing without acknowledgement of source material,

iii. direct quoting or word copying of all or part of a work, ideas, or scholarship of
another without identification or acknowledgement or reference;

iv. submitting as one’s own work purchased, borrowed or stolen research, papers,
or projects.

2.4. CHEATING

Cheating is giving or receiving unauthorized help for unfair advantage before,

during, or after examinations, tests, presentations or other assessments, such as:

i. collaboration beforehand if it is specifically forbidden by the instructor

ii. verbal collaboration during the examination, unless specifically allowed by the
instructor;

ii. the use of notes, books, or other written aids during the examination,
unless specifically allowed by the instructor;

iv. the use of electronic devices and mobile telephony to store, transmit or
photograph information to or from an external source;

v. the use of codes or signals to communicate with other students in the
examination room;

vi. looking upon another student’s papers and / or allowing another student to look
upon one’s own papers during the examination period;

vii. passing on any examination information to students who have not yet
taken the examination;

viii.falsifying exam identification by arranging with another student to take an
examination in their place or in one’s own place;

ix. pretending to take the exam but not submitting the paper, and later
claiming that the instructor lost it.
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2.5.

2.6.

2.7.

COLLUSION

Collusion is false representation by groups of students who knowingly assist each

other in order to achieve an unfair assessment advantage. It involves:

i. representation of the work of several persons as the work of a single student
with both parties knowingly involved in the arrangement;

ii. representing the work of one student as the work of a group of students with
both parties knowingly involved in the arrangement;

iii. willing distribution of multiple copies of one’s assignments, papers, projects to
other students for submission after re-labeling the paper as their own original
work.

FABRICATION

Fabrication is the false representation of research data or ‘performance’ material
as original, authentic work for submission for assessment. Examples are:

i. invention of data;

ii. willfully omitting some data to falsely obtain desired results

PENALTIES AND PROCEDURES

A faculty member, after evaluating the extent of the dishonesty and the level of

intent and proving academic dishonesty, may use one or a combination of the

following penalties and procedures:

i. requiring rewriting of a paper containing some plagiarized material;

ii. lowering of a paper or project grade;

iii. giving a failing grade on a paper;

iv. lowering a course grade;

v. giving a failing grade in a course;

vi. referring the case to the Senate for further action that may include academic
suspension or expulsion.

Instructors are expected to immediately report, in writing, to the pertinent Department
Chairperson and through him/her to the Dean of the pertinent School, with copies sent
by the Dean to the Rector’s Office, elucidating on the imposed penalties and providing a
brief description of the incident. Should an instructor announce a failing grade in the
course because of academic dishonesty, the student under penalty shall not be
permitted to withdraw from the course(s).
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3. OTHER STANDARDS OF CONDUCT

Other prohibited conduct for which a student is subject to discipline is defined as

follows:

3.1. Physical or sexual assault of any person on University-owned or leased property or
at University-sponsored or supervised functions, or conduct which threatens the
health or safety of any such person or the physical or sexual assault of any
University student, faculty member or employee at the local residence of any
University student, faculty member or employee.

3.2. Substantial damage to University-owned or leased property or to property of a
University student, employee, faculty member or visitor occurring on University-
owned or leased property.

3.3. Unauthorized entry into or occupation of University facilities, which are locked,
closed to student activities, or otherwise restricted as to use.

3.4. Intentional disruption or obstruction of teaching, research, administration,
disciplinary procedures, other University activities, or activities authorized to take
place on University property.

3.5. Alteration, fabrication or misuse of, or obtaining unauthorized access to, University
identification cards, other documents, or computer files or systems.

3.6. Disorderly conduct on University-owned, or leased property or at University-
sponsored functions. Disorderly conduct is defined to include acts, which breach
the peace or are lewd, indecent, or obscene, and which are not constitutionally
protected speech.

3.7. Violation of University policies or of University regulations as described in the
Charter and Internal Regulations, including regulations concerning the use of
University facilities.

3.8. Any violation of law if such directly affects the University's Charter.

3.9. Failure to comply with directions of University officials acting under the provisions
set out above.

4. SANCTIONS

One or more of the following sanctions for prohibited conduct may be imposed by the
Senate upon students, depending upon the gravity of the offense:

4.1. Admonition: An oral statement to a student that he or she is violating or has
violated institution rules.

4.2. Warning: Notice, in writing, that continuation or repetition of conduct found
wrongful, within a period of time stated in the warning, may be cause for more
severe disciplinary action.
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4.3. Reprimand: A written censure for violation of the specified standards of conduct
placed in the student's record, including the possibility of more severe disciplinary
sanctions should another violation occur within a stated period of time.

4.4. Disciplinary probation: Exclusion from participation in privileged or extracurricular
activities as set forth in the notice of probation for a period of time not exceeding
two academic semesters.

4.5. Restitution: Reimbursement for damage to or misappropriation of property.

4.6. Suspension: Exclusion from classes and other privileges or activities or from the
University, as set forth in the notice of suspension, for a definite period of time.

4.7. Expulsion: Termination of student status for any indefinite period. The condition of
readmission, if any, shall be stated in the order of expulsion.
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CHARTER: ANNEX 6

INTERNAL REGULATIONS ON FACULTY RANKING AND
CONDITIONS OF SERVICE

1. FACULTY SELECTION AND APPOINTMENT

A Faculty Selection Committee of the pertinent Department shall select the Faculty
members of the Department. All Faculty Selection Committee members should hold a
higher or equal rank to the one the candidate is considered for, except for the rank of
Professor, for which all faculty members should hold the rank of Professor. The
Selection of all faculty members shall be approved by the Council of the pertinent
Department, the Council of the pertinent School, the Senate and the University Council.
The President shall make the appointment on behalf of the Council (See Appendix A).

2. FACULTY RANKING

All permanent faculty members shall be appointed on a full-time basis to one of the
ranks listed below, according to their academic qualifications and professional work
experience (see framework of minimum suggested/expected requirements in Research
and Scholarly Publications and/or recognized creative work for Faculty Ranking in
Appendix D). The minimal requirements per faculty rank are as follows:

2.1. Lecturer
A Doctorate; positive and substantial evidence of high competency in teaching and
research.

2.2. Assistant Professor
The requirements for the rank of Lecturer plus three (3) post-doctorate years of
university teaching and research experience; positive and substantial record of
high competency in teaching and research; evidence of positive contribution to the
overall development of the individual's program area and department; and service
to the Community.

2.3. Associate Professor
The requirements for the rank of Assistant Professor and of eight (8) years of post-
doctorate years of university teaching and research experience; positive and
substantial record of high competency in teaching; a demonstrated record of
research and publications; evidence of positive contribution to the overall
development of the individual's program area and department; service to the
Community; and membership/participation in professional or learned societies of
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national or international significance.

2.4. Professor

The requirements for the rank of Associate Professor and of twelve (12) post-
doctorate years of university teaching and research experience; positive and
substantial record of high competency in teaching; evidence of positive contribution
to the overall development of the individual's program area and department;
service to the Community; membership/participation in professional or learned
societies of regional or national significance; a demonstrated record of research
and scholarly publications or recognized creative work in the individual's field.

2.5. Clarifications: Academic fields of exceptional and undoubted
distinctiveness

2.5.1. The minimum requirement under which a candidate should hold a Doctorate, for
any rank, does not apply in the cases of academic fields of exceptional and
undoubted distinctiveness for which a Doctorate is not possible or not common.

2.5.2. The academic fields of exceptional and distinctiveness are Medicine, Applied
Arts, Architecture, Music, Drama and Dance.

2.5.2.1. The qualifications that can substitute the Doctorate for the election and
promotion in the field of Medicine are:

(@) For the rank of Lecturer: the candidate should (i) hold the post of a
Lecturer or a higher academic post, in a medical specialty of a recognized
University, or (ii) hold a diploma in Medicine and a medical specialty and
have at least three years of work experience, after obtaining a diploma in
Medicine; at a recognized Medical School, or at a recognized Research
Institution (Institute) or at a Tertiary Hospital (Hospital).

(b) For the rank of Assistant Professor: the candidate should (i) hold the
post of an Assistant Professor or a post of higher rank in a medical
specialty or a recognized University or the post of a Lecturer in a medical
specialty of a recognized University, having at least three years of
experience in it, or (ii) hold a diploma in Medicine and a medical specialty
and at least six years of work experience, after obtaining a diploma in
Medicine, at a recognized Medical School, or at a recognized Research
Institution (Institute) or at a Tertiary Hospital (Hospital).

(c) For the rank of Associate Professor: the candidate should (i) hold the
post of an Associate Professor or a post of a higher academic rank, in a
medical specialty of a recognized University or the post of an Assistant
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Professor in a medical specialty of a recognized University, having at least
four years of experience in it, or (ii) hold a diploma in Medicine and a
medical specialty and at least ten years of work experience, after obtaining
a diploma in a recognized Medical School, or at a recognized Research
Institution (Institute) or Tertiary Hospital (Hospital).

(d) For the rank of Professor: the candidate should (i) hold the post of a
Professor, in a medical specialty of a recognized University or the post of
an Associate Professor in a medical specialty of a recognized University,
having at least four years of experience in it, or (ii) hold a diploma in
Medicine and a medical specialty and at least thirteen years of work
experience, after obtaining a diploma in Medicine, at a recognized Medical
School or at a recognized Research Institution (Institute) or a Tertiary
Hospital (Hospital).

2.5.2.2 For Applied Arts, Architecture, Music, Drama and Dance, the qualifications that

can substitute the Doctorate for the election and promotion are:

(i) Master degree in the relevant field,;

(i) A portfolio that includes a body of work that is recognized and/or
renowned;

(i) Professional achievements that include work which has recognition and
distinction;

(iv) Academic activity and publications.

2.5.2.2.1 For the rank of Assistant Professor, Associate Professor, and Professor in
addition to the above, academic experience of at least three (3), eight (8) and
twelve (12) years, respectively, is required.

3. SPECIAL TEACHING PERSONNEL RANKING

Special Teaching Personnel ranks shall be those of Instructor and Senior Instructor.
The minimal requirements for the Instructor’s rank shall be a Master’s degree, and for
the Senior Instructor’s rank shall be a Master's degree and twelve (12) years at the
Instructor’s rank or its equivalent.

4. DUTIES AND RESPONSIBILITIES OF FACULTY MEMBERS
AND SPECIAL TEACHING PERSONNEL

All faculty members are expected to work conscientiously, and perform their duties with
enthusiasm and dedication. In general, the areas in which faculty members are
expected to excel and be highly competent are the following:
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41.

4.2,

4.3.

44,

4.5.

4.6.

46.1.

4.6.2.

4.6.3.
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Mastery of subject matter - as demonstrated by advanced degrees, honours,
awards, and reputation in the subject matter field.

Effectiveness in teaching - as demonstrated by the judgment of the
Chairperson of Department and other colleagues, development of teaching
material, development of new courses or programs of study, and student
reaction, as determined from surveys, interviews, classroom observation and
student advising.

Scholarly ability - as demonstrated by the success in developing and carrying
out significant research work in the subject matter field, publications and
reputation among colleagues/peers.

Effectiveness in University and Community service - as demonstrated by
various areas such as University public service, committee work, administrative
work and work with students and community in general, in addition to formal
teacher-student relationships.

Continuing growth — as demonstrated by various areas such as teaching,
research or other activities to keep abreast of current developments in his/her
field and being able to handle successfully increased responsibility.

Additional duties and responsibilities

to assist the Chairperson of Department in duties of departmental coordination
and other departmental activities such as selection of textbooks, proposing and
writing new courses, writing research proposals, recruiting, etc.;

to maintain office hours to assist students in the selection of courses, to offer
them academic advising and professional guidance and, in general, to spend
sufficient time in establishing the professional atmosphere that encourages
students to freely communicate, exchange ideas, and flourish professionally and
intellectually;

to attend staff, departmental, school, (vice)rectorate meetings; attend various
events, open days and orientation; accept committee duties as required; assist
during registration; attend Commencement exercises and, in general, participate
proactively and constructively in the life of the University community as one of its
important exponents;




4.6.4. to teach in both undergraduate and postgraduate (only for faculty members)
programs if requested.

4.6.5. to comply to any other duties appointed.

Note: For Special Teaching Personnel, Scholarship/Research is optional.
5. FACULTY PROMOTION

Promotion shall be on the basis of competency, qualifications, experience and other
relevant factors. A major requirement for promotion from one rank to another is
excellence in teaching, research and service to the Community, and sustained
commitment and dedication to the University. Advancement in rank is not merely a
matter of routine or seniority, but it is based primarily on merit. It should be noted that
any Faculty member hired through the faculty selection and appointment procedure
(See Appendix A) must complete at least three (3) years of service to the appointed
rank, in order to be eligible for promotion; provided that he/she meets all other criteria
for promotion.

5.1. Promotion Criteria

Advancement in rank shall depend upon the faculty member meeting the six criteria
listed below:

5.1.1. Fulfillment of the minimal criteria for appointment to rank.
5.1.2. Positive and substantial evidence of high competency in teaching.

5.1.3. Evidence of positive contribution(s) to the overall development of the individual's
program area and Department.

5.1.4. Evidence of service to the University and Community in general.

5.1.5. Membership and participation in professional or learned societies of national or
international significance.

5.1.6. Research and scholarly publications or recognized creative work in the
individual's field.
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5.2. Documentation Accompanying the Application for Promotion

To be considered for advancement in rank, the applicant must:

5.2.1.

5.2.2.

5.2.21.

5.2.2.2.

5.2.2.3.
5.2.24.

5225

5.2.3.

Demonstrate fulfillment of the minimal criteria for appointment to rank.

Show positive and substantial evidence of high competency in teaching by
submitting all the following:

Student ratings (in summary form) of Teacher and Course Evaluations during
the years immediately preceding application, since the beginning of
employment or the last promotion;

Analysis of grades submitted by the applicant during the years immediately
preceding the application, since the beginning of employment or the last
promotion;

Self-evaluation of the applicant's teaching methods/ techniques;

Peer Reviews from classroom observations during the years immediately
preceding the application, since the beginning of employment or the last
promotion, are strongly recommended.

Certificates and documentation of attendance in instructor teaching training
programs/seminars; organized by the University or any other institution/carrier
during the years immediately preceding application, since the beginning of
employment or the last promotion;

Show evidence of positive contribution(s) to the overall development of the
individual's program area and Department.

5.2.4. Show evidence of service to the University and Community in general.

5.2.5. Show evidence of membership and participation in professional or learned

5.2.6.
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societies of national or international significance.

Show evidence of research and scholarly publications or recognized creative
work in the individual’s field (see framework of minimum suggested/expected
requirements in Research and Scholarly Publications and/or recognized
creative work for Faculty Ranking in Appendix D).




Note: It is advisable that with all the above documentation, the applicant submits the
following:
(a) Self - Assessment documents for all the years immediately preceding application
since the beginning of employment or the last promotion;
(b) Self — Assessment/Evidence illustrating compatibility with the ‘UE Professor
DNA/DNA Competencies’.
(c) Current Curriculum Vitae inclusive of all the pertinent activities.

5.3. Procedures for Promotion
The procedure for promotion is as follows:

5.3.1. Faculty Members who consider themselves eligible for promotion have the
responsibility to submit their application to the Dean of their School, whilst
informing the Chairperson of the pertinent Department by October 315t In
the case that the applicant is the Dean of the School, then he/she must
submit his/hers application to the Vice-Rector of Academic Affairs (who
initiates the rest of the procedure).

5.3.2. In order for an applicant to be considered eligible for promotion, all of the
criteria for appointment to the rank must have been completed, prior to the
October 315t deadline.

5.3.3. Applications received after the above deadline shall not be reviewed for that
academic year.

5.3.4. The Committee on Promotion shall review all requests for promotion and
make its recommendations in accordance with the procedures detailed in
the Charter and are consistent with the Law. The Committee on Promotion
has the responsibility to solicit the appropriate information in order to make
recommendations for promotion with respect to the promotion criteria
outlined above.

5.34.1. Membership of the Committee on Promotion

5.3.4.1.1. The Committee on Promotion shall consist of the following
members (care of the Dean of the pertinent School):
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o Two full-time Faculty members from each Department of the
School.

o One representative Faculty member from each of the other
Schools of the University.

Notes:

a) All Committee members should hold a higher rank to the one the candidate
is considered for, except for the rank of Professor, for which all members
should hold the rank of Professor. In the case that the conditions in a
School are such, where there are not faculty members available in a higher
rank, then the Committee can be constituted by additional Faculty members
of another Department/School in a higher rank. In the case that the above
provisions are not possible, the Committee can also consist of pertinent
Department/School members in an equal, to the one the candidate is
considered for, rank.

b) A voting right reserve only the members that are present during the
meetings of the Committee on Promotion.

c) A quorum shall consist of two-thirds of the voting members.

d) Each eligible member shall have one vote in Committee meetings and
Committee elections. In case of a tie, the Chair of the Committee shall cast
the winning vote.

5.3.4.1.2. There shall be at least one external reviewer who is a full-time
active academician in the discipline of the candidate, and who
holds an academic rank higher or equal to the rank for which the
faculty member is being considered. The external reviewer(s) shall
not be co-author(s), nor shall he/she maintain a proved close
relationship of any kind, or be a family member of the candidate.

5.3.4.1.3. The Chair of the Committee is elected by the members at the first
meeting of the Committee.

5.3.5. The Dean of the School forwards the application and the candidate’s
academic portfolio to the Chair of the Committee on Promotion by
November 15,

5.3.6. The Committee on Promotion prepares a list of prospective external
reviewers and investigates whether the candidate holds a strong
objection(s) towards any individual on the list serving as external reviewer;
or whether any of the requirements in point 5.3.4.1.2 are being violated.
Then the Committee on Promotion makes the final selection of an external
reviewer.
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5.3.7.

5.3.8.

5.3.9.

5.3.10.

5.3.11.
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The Chair of the Committee on Promotion forwards copies of the
candidate’s academic portfolio to all members of the Committee (including
the external reviewers) within a week and arranges for a review meeting
within forty-five (45) days from the day the Chair of the Committee received
the application and the candidate’s academic portfolio.

The final decision and report of the Committee on Promotion is forwarded
by the Chair of the Committee to the Council of Department, via the
Chairperson of Department, within two (2) weeks from the conclusion of the
Committee’s deliberations. The Council of the Department determines that
all procedural guidelines have been properly followed, ensures that all
appropriate criteria were satisfied and reaches to an appropriate decision.

The Chairperson of the Department forwards the decision of the Council of
Department, the portfolio and the reports to the Council of School via the
Dean of School, within a month from the date he/she receives the
Committee’s decision and accompanying material.

The Council of School reaches a decision after reviewing the decision of the
Council of Department, the portfolio and the report of the Committee on
Promotion and ensures that all appropriate criteria for promotion are
satisfied and all procedures have been followed. The Dean of School then
forwards the decision of the Council of School together with the decision of
the Council of Department, the portfolio and the report of the Committee on
Promotion to the Senate, via the Rector, within a month from the date
he/she receives the decision of the Council of Department and the
accompanying material.

The Senate reaches a decision after reviewing the decision of the Council of
School, the decision of the Council of Department, the portfolio and the
report of the Committee on Promotion and ensures that all appropriate
criteria for promotion are satisfied and all procedures have been followed.
The Rector then forwards the decision of the Senate, together with the
decision of the Council of School, the decision of the Council of Department,
the portfolio and the report of the Committee on Promotion, to the University
Council via the President, within a month from the date he/she receives the
decision of the Council of School and the accompanying material.




5.3.12.

5.3.13.

5.3.14.

Notes:

(a)

(b)

5.3.15.
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The Council, after examining the legality of the procedures followed in
alignment to the Charter, the Internal Regulations and the relevant Laws,
ratifies the decision.

The Dean of School and/or the Rector and/or the President may require
from the Committee on Promotion further elaboration of specific issues/
areas of the application.

The ratified final decision of the Council is communicated immediately to the
pertinent Dean of School via the Rector. The candidate (with copy to the
pertinent Chairperson of Department) shall be informed immediately of the
decision in writing by the Dean of the School.

The approved promotion becomes effective at the beginning of the new
academic year.

The schedule of weeks includes academic weeks and not weekends
and/or Christmas holidays, which should not be counted as part of the
time period stated in each clause. The procedure is expected to start
on November 15t and be concluded by the 315t of March.

Special Teaching Personnel promotion procedures are similar to those
applied for Faculty Promotion, as per described in the Internal
Regulations and Guidelines on Election Procedures (Annex 15).

6. PERFORMANCE EVALUATION OF FACULTY AND
SPECIAL TEACHING PERSONNEL

The main purpose of the Performance Evaluation System is the development of both
Faculty Members and Special Teaching Personnel.

6.1. Basic Principles and Standards

6.1.1. Teaching
Effective teaching is given the greatest weight and other factors cannot
compensate for a failure to satisfy it. It involves mastery of the subject matter,
the ability to stimulate the intellectual capabilities of students, and effectiveness
in communicating the skills, methods and content of one’s discipline. It includes
a spirit of study necessary to keep courses continually revised and the




6.1.2.

6.1.3.

— E.

undertaking of efforts to sustain and improve teaching skills. Effective teaching
also includes success in stimulating the intellectual development of one’s
colleagues through disciplinary and interdisciplinary work, including course
development and participation in faculty training schemes/programs organized by
the University and/or other Educational Institution(s), seminars and colloquia.

Research

European University Cyprus requires scholarly work that may be made public in
various forms. All research, however, must involve the deployment of disciplined
learning, closely informed by thorough research, for the sake of edifying and
serving audiences that extend beyond the boundaries of the immediate
University community.

Research can take many forms, such as published research in various forms,
article(s) in a scholarly periodical(s), chapter(s) in scholarly publication(s),
book(s), paper(s) presented at a professional conference(s), contribution in
research conference/event organization or any other form of artistic activity
and research (i.e. composition and arrangement of music works,
performance and conducting of music works, workshops, master classes,
clinics and seminars) or any other equivalent form.

Service to the University, Community, and Profession, and Self-
Development

In addition, to support the University’s mission, purpose and objectives, the
University also assumes of its faculty a congenial and collegial relationship. This
includes civility in discourse and a willingness to carry one’s share of the load in
teaching, advising, participation in institutional research, committee work,
compliance with the ‘UE Professor DNA/DNA Competencies’ and other forms of
university service. The quality of contributions, not merely the numbers of
committees and assignments, remains a significant consideration.

The University values contributions to planning and governance, leadership in
achieving the goals of the University (which include student recruitment and
retention), working with students outside the classroom and extending the
resources of the University to the wider community

Significant and extended service to professional societies, committees pertaining
to higher education formed and appointed by the government, and academic
associations; contribution in event organization; training activity; appraisals of
manuscripts submitted for publication to university presses or scholarly journals;
grant proposals/applications submitted to government agencies or learned and

U.C. European University Cyprus ——




professional societies; review of grant applications submitted to government
agencies or learned and professional societies: all of these activities would count
as instances of professional development. As educators, professional
development includes activities and efforts to improve teaching/instructional
capabilities, qualifications, etc. No amount of these activities, however, should
compensate for deficiencies in Teaching or Research.

6.1.4. Transitional Period (Ranks are subject to and according to the Law on
Private Universities)

6.1.4.1. Faculty

During this period, faculty members will be required to satisfy the minimal
requirements concerning Research, i.e. one form of research per year as
described above (See 6.1.2.: Research). They will have the obligations of such
and will be evaluated like the other faculty members.

6.2. Faculty and Special Teaching Personnel Evaluation
6.2.1. Evaluation

Each full-time faculty member and special teaching personnel will be evaluated EVERY
TWO YEARS (See Appendix E: Self-Assessment Academic Staff Evaluation
Report and Appendix I: Performance Evaluation System Activities Plan).

The evaluation document(s) will be submitted to the Chairperson of Department
by June 30.
6.2.1.1 Faculty
Faculty Ranks will be those of Lecturer, Assistant Professor, Associate
Professor and Professor. The minimal requirements for each faculty rank are
those that appear in the University Charter. One form of scholarship per year as
described above (see 6.1.2 Research) will be minimal requirements for each
member with the rank of faculty.

The faculty member shall engage in the process of self-evaluation as a positive
force towards continued professional development and accomplishment. This
initial step in the review process shall demonstrate the faculty member’'s
performance in the areas of (i) Teaching, (ii) Research, and (iii) Service to the
University, Community, and Profession and Self -Development.

Materials submitted by the faculty member should be evaluated in their entirety.
It is recognized that any of the following evaluation categories may receive
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different weight at particular periods in a faculty member’'s career, reflecting
changes in either individual, departmental, or university goals. For instance,
some faculty members may be striving more intensively to develop new methods
of teaching, while other members may be more fully engaged in the pursuit of
research. However, the weight selected and officially stated by a faculty
member should fall within the prescribed weight parameters for each
category, which are as follows:

(i) Teaching: 30-60%

(ii) Research: 30-60%

(iii) Service to the University, Community, and 10-30%
Profession and Self-Development:

6.2.1.2. Special Teaching Personnel

Special Teaching personnel ranks will be those of Instructor and Senior
Instructor. The minimal requirements for each Special Teaching Personnel rank
are those that appear in the University Charter.

Special Teaching Personnel will be primarily dedicated to teaching. While
Special Teaching Personnel will be encouraged to grow personally and
professionally through scholarship activity and continuous development,
Research will not be considered in annual evaluations (it will be optional.)
Service to the University, Community and Profession will be part of the Interim
Performance Feedback Report (See Appendix L: Interim Performance
Feedback).

Instructors/Senior Instructors
The weight for Instructors/Senior Instructors is as follows:
(i) Teaching: 60%-80%
(ii)  Scholarship/Research: 0%-30%
(iii) Service to the University, Community, and 10-30%
Profession and Self-Development:
6.2.1.3. Faculty and Special Teaching Personnel (STP) on Probation
In the case of Faculty and Special Teaching Personnel (STP) on probation, two

months prior to the end of the probation period, the Chairperson of the pertinent
Department, following unannounced class observations/visits/evaluations during
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lecture hours of the member on probation, is required to complete Appendix K:
Performance Evaluation (Faculty and STP members on Probations). The Dean of
the pertinent School is also required to provide commends/suggestions on the
same report that is referred to the Vice-Rector of Academic Affairs; and is
consequently forwarded to the H.R. Department.

6.3. Interim Performance Feedback

Each faculty member or special teaching personnel, on a yearly basis, shall prepare a
document which will list and assess the success of activities of the past academic year
per category, within the context of that year's stated goals, justifying strengths and
weaknesses (See Appendix L: Interim Performance Feedback).

The interim performance feedback meeting shall take place during the month(s) of
June/July of each year, between the faculty member or special teaching personnel and
the pertinent Chairperson/Dean of School, where feedback and objectives shall be
discussed and agreed upon.

6.4. Content of Evaluation Categories (See Appendix F: Performance
Categories and Behaviors/Activities Evaluated)

6.4.1. Teaching

Based on above Basic Principles and Standards, the faculty members (and accordingly
the special teaching personnel members) should prepare a list/statement that discusses
accomplishments in courses taught, and activities aimed at sustaining and improving
teaching effectiveness. It involves mastery of the subject matter, the ability to stimulate
the intellectual capabilities of students, and effectiveness in communicating the skills,
methods and content of one’s discipline. It includes a spirit of study necessary to keep
courses continually revised, and the undertaking of efforts to sustain and improve
teaching skills.

Effective teaching also includes success in stimulating the intellectual development of
one’s colleagues through disciplinary and interdisciplinary work, including course
development and participation in faculty training schemes/programs organized by the
University and/or other Educational Institution(s), seminars and colloquia. Effort and
energy in activities such as course development, course revision, and/or development
of new technologies/instructional publication/activities/methodology and/or teaching
material to enhance the learning environment should be noted, as well as summaries of
student evaluations.
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6.4.2. Research

Based on above Basic Principles and Standards, the faculty member should prepare a
list/statement that discusses current research in progress and/or completed. Research
can take many forms, such as published research in various forms, article(s) in
scholarly periodical(s), book(s), chapter(s) in scholarly publication(s), paper(s)
presented at professional conference(s), contribution in research
conference/event organization or any other form of artistic activity and research
(i.e. composition and arrangement of music works, performance and conducting
of music works, workshops, master classes, clinics and seminars) or any other
equivalent form.

The faculty member is encouraged to note the degree of support received from the
University (e.g. teaching load reduction, time-off, research grant, etc.) that contributed to
the completion of his/her scholarly endeavors.

6.4.3. Service to the University, Community and Profession, and Self -
Development

Based on above Basic Principles and Standards, the faculty member should prepare a
list/statement that discusses contributions made to the University and the Community in
the area of service. Activities such as committee memberships and offices held,
participation in special education/training programs, outreach activities classroom
working and recruitment of students, and working with students outside the classroom
should be outlined. Activities demonstrating involvement in community service and
commitment to social responsibility should be noted, such as membership in community
organizations and volunteer work; also other activities extending the resources of the
University to the wider community.

Significant and extended service to professional societies, committees pertaining to
higher education formed and appointed by the government, and academic associations;
appraisals of manuscripts submitted for publication to university presses or scholarly
journals; grant proposals/applications submitted to government agencies or learned and
professional societies; review of grant applications submitted to government agencies or
learned and professional societies; contribution in event organization; participation in
training seminars; pursuing of additional qualification/degrees; etc. will be taken into
consideration.

(Note: A checklist (criteria) for each performance category with indicative rating
of each activity/behavior (See Appendix G: Summary of Grading of the
Performance Evaluation System) and a Description of Each Behavior (See
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Appendix H: Performance Evaluation System) has been developed based
primarily on the suggestions made by the faculty, the above basic principles and
standards, and the content of the above evaluation categories.)

6.4.4. Rating of Performance

Performance in each of the above categories is rated according to the following scale:

Truly Outstanding: 5 points
Exceeds Normal Expectations: 4 points
Completely Satisfactory: 3 points
Needs Improvement: 2 points
Below Expectations/Weak Performance: 1 point

6.4.5. Process of Faculty Evaluation

The interim performance feedback review process will provide the basis for the review
of the performance of faculty (and accordingly the special teaching personnel member).
In doing so, both the faculty and the administration reaffirm their commitment to the
principles of academic freedom.

6.4.5.1. Interim Performance Feedback Review

6.4.5.1.1. The Review will be based on the above stated Evaluation
Categories, and will also be related to the University’s mission,
purpose, strategy and objectives.

6.4.5.1.2. Chairpersons of Departments and Deans of Schools are charged
with conveying the expectations of #1 to faculty.

6.4.5.1.3. The Interim Performance Feedback Review (See Appendix L:
Interim Performance Feedback) will be used for recording an
individual's performance, which will be submitted to the pertinent
Department Chairperson by each faculty member or Special
Teaching personnel member by June-July of the interim year.

6.4.5.1.4. The pertinent Chairperson and the pertinent Dean of School will
carry out jointly the review/assessment of each faculty member or
special teaching personnel member. The Performance Evaluation
Scoring Worksheet (See Appendix J: Performance Evaluation
Scoring Worksheet) will be used for assessing Faculty and Special
Teaching Personnel (every two years).

6.4.5.1.5. All appropriately completed and signed review documents of each
faculty or Special Teaching personnel member will be submitted by
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the Dean of School to the Review Committee by 10 of
September.

6.4.5.1.6. The Review Committee consists of the pertinent Department
Chairperson, the pertinent Dean of School, one high-rank Faculty
member per School and a representative of the Administration. The
appointed faculty members from each School and the
administration representative should review the evaluation
documents in the Dean’s office prior to the Review Committee
meeting. This committee will review the evaluation documents, will
give instructions for clarification/remedy in cases of ambiguity, will
verify the outcome of the annual review of each faculty member,
and will make the final assessment. [t is the right of the evaluated
member to refuse the participation of any of the appointed faculty
members from each School to be present, irrespective of which
Department/School the faculty member is a member. However, the
pertinent Department Chairperson and the Dean of School will be
coordinating the review of the faculty members of their
Department/School]. The outcome of the assessment by the
Review Committee would normally be decided by consensus,
otherwise by majority. All members of the Review Committee
should sign the relevant sections of the Performance Evaluation
Scoring Worksheet (See Appendix J: Performance Evaluation
Scoring Worksheet) by 30 September.

6.4.5.1.7. The pertinent Chairperson and the Dean of School, jointly, will then
meet with each faculty member or Special Teaching personnel
member under evaluation to discuss the results of the
review/assessment by 30 October. The pertinent Department
Chairperson, the Dean of School and the involved faculty member
or Special Teaching personnel member should sign the review at
the time of their meeting, with the faculty member/Special Teaching
personnel member reviewed being able to add comments

6.4.5.1.8. All appropriately completed, signed, and verified documents will be
submitted by the Dean of each School to the Vice-Rector of
Academic Affairs by 15 October.

6.4.5.1.9. Appeal / Grievance. A committee consisting of a high-rank
academic administrator, a high-rank faculty member and a high-
rank external member will investigate all appeals / grievances.
These individuals will not be the same as those in the Review
Committee.

— E.U.C. European University Cyprus ——



6.4.6. Quantitative Outcome of Evaluation

The points received by a faculty member or special teaching personnel in the review for
each evaluation category is multiplied by the percent weight for that category selected
by the faculty member for the specific year. The sum of totals of all categories will be
the overall evaluation result (with 0 being the lowest and 5.00 being the highest).
Example:

A faculty member selects the following weight, and achieves the following points for
each evaluation category:

Teaching: 50% - 4 points
Scholarship/Research: 30% - 3 points
Service to the University,

Community, Profession

& Self Development: 20% - 3 points

The total for each category will be as follows:
Teaching: 0.50 x4 =2.00
Scholarship/Research: 0.30x 3=0.90
Service to the University,

Community, and Profession

& Self Development: 0.20 x 3 =0.60

Total’s Sum: 3.50

Note: All provisions of the above system may be modified so that they will
conform to the provisions of the Law on Private Universities of 2005 (s. 36.(1)) and
the provisions of the Law on Quality Assurance and Accreditation of 2015 (s. 13-(1)).

7. COMPENSATION AND FRINGE BENEFITS

The compensation system of the University consists of the following components:
» Annual Salary
» Annual salary increase
» Fringe benefits

7.1. Annual Salary
Monthly salary X 13
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7.2. Annual Salary Increase
The compensation system of the University promotes incentive and it is based on
performance merit and encourages and promotes fairness and justice among
employees. It consists of the following:

7.2.1. Performance Increase

a. IPBP % - Individual Performance - Based Pay (%) increase based on
performance evaluation
b. Bonus - based on performance evaluation and University financial

performance/ productivity

7.3. Fringe Benefits
The University provides the following fringe benefits.

* Social Insurance

* Provident Fund (Retirement Plan)
* Medical Insurance

* Paid Maternity Leave

7.3.1. Social Insurance
Social Insurance contributions for full-time employees as per the Republic of
Cyprus Law.

7.3.2. Provident Fund
Contribution as per the University’s Provident Fund Charter.

7.3.3. Medical Insurance

Group medical insurance is available to all full-time permanent employees. Medical
Forms and Medical Plan Scheme are available at the Department of Human Resources.
7.3.4. Paid Maternity Leave

Full-time female faculty and staff are eligible for maternity leave and benefits as
described below:

e time off work
2 weeks prior to expected childbirth, and
16 weeks recovery after childbirth

e compensation
The female employee will receive 1/4th of her monthly salary during the time
she is off (Social Insurance pays 3/4ths of the salary), for a period that does
not exceed 18 weeks.
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8. STAFF ETHICS

The University places confidence and trust in the integrity and excellence of character of
the Employee. It is therefore agreed that each Employee shall, at all times, conduct
himself/herself in a manner which is in alignment with the high personal moral and
intellectual standards of the University, as those are illustrated in the ‘Faculty Handbook’
and the University Charter. These standards/principles include the following:

8.1. Maintaining just and courteous professional relationships with students, parents,
staff members, and others.

8.2. Maintaining efficiency and keeping up with the developments in one’s field(s) of
work.

8.3. Placing the education and welfare of students as the first concern of the University,
which will require that appointments to positions and promotions be based solely
on merit.

8.4. Directing any criticism of other staff members or of any department of the
University towards the improvement of the University. Such constructive criticism is
to be made directly to the particular University administrator who has the

administrative authority to improve the situation.
8.5. Using properly and protecting all University facilities, equipment, and materials.

8.6. Abiding with the DNA Competencies, Qualities and Principles and the Code of
Conduct and Ethics (the ‘Code’).
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APPENDIX A
INTERNAL REGULATIONS ON FACULTY SELECTION AND
APPOINTMENT

Recognizing the University's commitment to excellence in teaching and research and
aiming at ensuring the recruitment, selection, and appointment of faculty members with
high potential and ability, as well as at providing support for the continued development
of their skills as good teachers and researchers, the Senate adopts the following Faculty
Selection Procedures:

1. Needs assessment — Advertising vacancy

1.1 Early in the Spring Semester (as a general rule), the Human Resources
department (henceforth H.R. department), in consultation with the Vice Rector
of Academic Affairs, instructs the Schools to consider possible vacant positions
for the forthcoming year.

1.2 The decision to employ additional faculty member should be based on the
identified departmental/school needs, which ensure that there will be sufficient
instructors to support academic programs in the coming vyear(s). It is
additionally based on variables such as projected student population, likely
demand for specific programs and anticipated offerings of courses, faculty
leave of absence or teaching load reduction due to research and/or pursuit of
higher degrees, etc. The faculty vacancies are announced c/o the Department
of Human Resources in daily Press and the University webpage.

1.3 The pertinent Department Chairperson, with the approval of the Council of the
pertinent Department, identifies vacant position(s) and forwards them to the
Dean of the School. Consequently, the Dean of the School forwards the
Department/School suggestions to the Vice Rector of Academic Affairs. After a
consultation between the Vice Rector of Academic Affairs and the H.R.
department, the latter makes the final decision. After a final decision has been
reached, the pertinent Dean forwards the list with the vacant position(s) to the
Rector, for Senate approval. Vacant position(s) should be specific indicating
position, desired rank, and specialization.

1.4 The H.R. department develops the advertising note and makes all the necessary
arrangements for its distribution to the relevant advertising media: including
local newspapers, higher education journals, University website as well as
through Job Search agencies.

1.5 The advertising vacancy requests that the applicants should send a complete
dossier, which would ideally include the following documents:

a. Cover letter and vita;
b. Official transcripts of all undergraduate, graduate and PhD studies;
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A research proposal

Candidate's Teaching & Research Portfolio consisting of:
-Statement of Teaching Philosophy

-Statement of Research Philosophy

-Teaching Evaluations (where applicable)

e. Three external letters of recommendation, preferably from recognized
experts in the candidate's field of expertise (submitted independently of
the candidate). These can also be from former supervisors or colleagues
with whom the applicant has collaborated, preferably over the last five
years. The letters should not be from relatives of the applicant.

List of publications and research funding

2. Faculty Selection Committee

Note: All of the candidate’s minimal qualifications (e.g. Doctorate title) for appointment
to the appropriate rank must have been completed, prior to the deadline of the
advertised vacancy for the submission of the required dossier, as described above.

2.1 The Dean of the pertinent School, in consultation with the Chairperson of the

pertinent Department, forms a Faculty Selection Committee. The establishment
of the in question Committee is conducted once the faculty vacancy is
announced in the daily Press.

2.2 The Faculty Selection Committee members:
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a) The Faculty Selection Committee should consist of a minimum of three full-
time faculty members who hold a higher rank to the one the candidate is
considered for, except for the rank of Professor, for which the faculty members
should hold the rank of Professor. In the case that the conditions in a
School are such, where there are not faculty members available in a
higher rank, then the Committee can be constituted by additional Faculty
members of another Department/School in a higher rank. In the case that
the above provisions are not possible, the Committee can also consist of
pertinent Department/School members in an equal, to the one the
candidate is considered for, rank.

b) The Dean of the pertinent School, in consultation with the pertinent
Department Chairperson, designate the Chair and the members of the Faculty
Selection Committee, which should consist of appropriate academic members
(based on the academic discipline of the announced vacancy(ies) and the
nominations received).




c) The Dean of the pertinent School, in consultation with the pertinent
Department Chairperson, may designate up to 2 (two) non-voting Department
members holding the specialization of the applicant.

d) The Dean of the pertinent School, in consultation with the pertinent
Department Chairperson, may designate external faculty member (s) either
from other departments of EUC or from other academic institutions to
participate in the Faculty Selection Committee.

e) The final composition of the Faculty Selection Committee is approved by the
Council of the pertinent Department.

f) The Department Chair may invite Student Representatives to participate in
the Demonstration (Demo) Lecture by the candidate.

2.3. Evaluation points (where feasible) for each application are:
a. Specialization or/and professional activities
b. Teaching experience / skills
Research
References
Publications
Service to the community/society
National/International academic recognition of accomplishment/
achievements
Teaching potential and communicative abilities
Invitations to teach due to reputation/or/and key note speeches
j- Evidence of effective postdoctoral, graduate and undergraduate
supervision where applicable (theses, projects, and internships).
k. New courses developed; involvement in curriculum development.
[. Compliance/Compatibility with the wider University Culture and the
suggested ‘UE Professor DNA/DNA Competencies’.

@ o oo

- =

2.4.Ensures that selection criteria and methods of assessment are applied
consistently for all candidates.

3. Acknowledgement of receiving application and application evaluation

3.1. Applications are submitted to the H.R. department, which acknowledges the
receipt of the documents to the applicant. The H.R. department forwards the
complete file containing all the documents submitted by the respective
applicants to the Department Chairperson through the Dean of the School.

3.2. The Department Chairperson reviews the documentation and if additional
information is needed he/she contacts the applicant. A copy of all the
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documents submitted by each applicant is distributed to the members of the
Faculty Selection Committee.

3.3. The Faculty Selection Committee:

3.3.1. Confirms and evaluates the submitted documentation/
information/degrees, in terms of their validity;

3.3.2. Ensures that all of the candidate’s minimal qualifications (e.g. Doctorate
title) for appointment to the appropriate rank were completed, prior to the
deadline of the advertised vacancy for the submission of the required
dossier;

3.3.3. Reviews and evaluates the applicants’ credentials: selects applicants who
meet the criteria, eliminates those applicants who are clearly unqualified,
and decides on those candidates to invite for an on-campus interview;

3.4. In the case of a limited number of suitable candidates, the Faculty Selection
Committee can use its discretion to decide to continue or not the selection
process. The Faculty Selection Committee, through its Chair, communicates
its suggestions to the pertinent Department Chairperson, who informs the
Dean of the pertinent School. The pertinent School Dean respectively informs
the Vice Rector of Academic Affairs and the H.R. department, as well as the
Rector, for Senate approval.

3.5. In the case of non-suitable candidates, the Chair of the Faculty Selection
Committee informs the pertinent Department Chairperson about the
Committee’s decision not to recommend any candidate. The Department
Chairperson informs the Dean of the pertinent School, who subsequently
informs the H.R. department, as well as the Vice Rector of Academic Affairs.
The recruitment process is terminated. The H.R. department informs the
applicants accordingly and prepares a new advertising vacancy.

4. On-campus Interviews

4.1. The Faculty Selection Committee through its Chair invites candidates for
on-campus interviews.

4.2. The interview (max. 1.1/2 hrs) for each candidate is composed of two
parts: (a) One part is a discussion mainly focusing on the candidate’s
research interests, teaching experience, refereed publications, service to
the community and academic recognition (See Point 2.3: Evaluation
points); whereas (b) the other part consists of a demonstration (demo)
lecture (20-30 min), during which the candidate makes a mock-up lecture
presentation, on a pre-assigned topic, to the Faculty Selection Committee
and possibly Student Representatives of the pertinent department council,
who may be invited to participate. The demonstration lecture only applies
for the ranks of Lecturer and Assistant Professor.
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4.3. In case the rank of the position under consideration is that of Professor /or
Associate Professor, the Faculty Selection Committee can use its
discretion on the nature of the interview.

5. Selection and Appointment

5.1. The Faculty Selection Committee evaluates candidates according to the
set criteria and makes recommendations according to the policies, as to
the acceptability, strengths, and weaknesses of the candidates.

5.2. The present, during the meeting, Faculty Selection Committee members,
by vote, reach to an agreement on the ranking of suitable candidates.
Moreover, prior to making a conclusive hiring suggestion, among the
suitable candidates, it is highly advisable that the Faculty Selection
Committee reaches to a decision, in regards to the candidate’s rank of
appointment, based on the ‘framework of minimum suggested/expected
requirements in Research and Scholarly Publications and/or recognized
creative work for Faculty Ranking’ (Annex 15 — Appendix A). Additionally,
the Faculty Selection Committee, prior to reaching a decision, should take
into consideration the potential compatibility of the candidate, in relation to
the ‘UE Professor DNA/DNA Competencies’.

5.3. Each eligible voting member shall have one vote in Committee meetings and
Committee elections. In case of a tie, the Chair of the Committee shall cast
the winning vote.

5.4. The Faculty Selection Committee forwards its report to the Department
Chairperson within two months after the approval of the composition of the
Committee by the Council of Department. The report includes the following

information:

a. The number of applications received

b. The criteria used in determining the short list

C. The names of persons who are not short-listed, followed by relevant
comments

d. The names of persons who are short-listed and invited for the
interview

e. The final ranking of the persons that appear in the short list and the
committee’s recommendation, followed by relevant comments

f. The rank of appointment for the person(s) whose hiring is
suggested, as well as the discipline in which the applicant(s) is/are
suggested.

5.5. The Department Chairperson presents the Report of the Faculty Selection
Committee to the Department Council during its next meeting, for
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5.6.

5.7.

6.1

6.2.

6.3.

6.4.

7.1.

7.2.

approval. Continuing, the decision of the Departmental Council,
accompanied by the Faculty Selection Report and all relevant application
material, is forwarded to the Dean of the pertinent School, who forwards
his/her recommendation, together with the decision of the Council of
Department and all documents, to the School Council. The School Council
reaches to a decision during its next meeting; whereas the decision of the
Council of the School and all documents are forwarded to the Senate via
the Rector, within 10 working days after the School Council decision.

The Senate determines that all procedural guidelines have been properly
followed. The Senate’s approval, together with all documents, is forwarded
by the Rector to the University Council.

The Council, after examining the legality of the procedures followed in
alignment to the Charter, the Internal Regulations and the relevant Laws,
ratifies the decision.

The H.R. Department

The decision of the University’s Council is forwarded to the H.R.
department for appropriate action.

In consultation with the selected candidate and the pertinent Department
Chairperson and Dean, the H.R. department clarifies the appointment’s
starting date and other contract details.

The H.R. department sends an official appointment letter to the selected
candidate asking for his/her approval.

Once the candidate’s official positive reply has been received and the
contract has been signed, the H.R. department sends appropriate letters
to unsuccessful candidates and informs the pertinent Department
Chairperson and Dean.

Records

Full records of the process are kept in the appropriate files of the pertinent
School.

In addition, a complete record with the Faculty Selection Report,
memorandum(s) of the Department and School decisions, as well as the
Curriculum Vitae of the successful applicant(s) is/are also kept by the
Office of the Rector/Vice Rector of Academic Affairs and the H.R.
department.
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8. Measures to Prevent Discrimination in Appointments

Recognizing the desire of the University to prevent discrimination and to be in
compliance with the Cyprus and E.U. legislation, the Senate reaffirms the commitment
of the University to non-discrimination in employment decisions. Whenever an academic
staff vacancy occurs, the following conditions must be observed:

8.1. The Faculty Selection Committee gives careful and detailed consideration
to all qualified applicants regardless of race, religious beliefs, colour, sex,
disability, marital status, age or ancestry.

8.2. When interviewing candidates for a vacant staff position, the Faculty
Selection Committee, may not request information about religious beliefs,
political affiliations, family or marital status, age, ancestry or place of origin
or physical disability, which could lead to discriminatory action.
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APPENDIX B

INTERNAL REGULATIONS ON TEACHING HOURS REDUCTION (THR)

Section 1:
Policy

1.1 The request for a teaching load reduction for funded research and when writing a book must
be initiated at the departmental level.

1.2 The Teaching Hours Reduction (THR) Form template is available from the INTRANET.
1.3 Full-time, permanent faculty and special teaching personnel are eligible to apply.

1.4 A request for teaching load reduction associated with the publication of a book will be based
on a contract between a publisher and the author. This teaching load reduction will not
exceed six (6) credit hours despite the duration of the contract as agreed between the
publisher and the author.

1.5 The THR Form must be received by the Department Chairperson no later than May 15t for
the Fall Semester, and no later than October 31st for the Spring Semester, though early
applications will better accommodate departmental scheduling.

1.6 Applications received after the above set deadlines will be considered only on an
exceptional basis and at the discretion of the Department Chairperson.

1.7 The final, complete documentation packet (signed and completed hard copy of THR Form
and pertinent supporting documents) will be filed in the Department Chairperson’s office.

1.8 Each faculty member receiving a teaching load reduction is expected to provide a brief
report on the project to the Department Chairperson (copied to the School Dean and to the
Vice Rector for Research) within one month of the completion of the teaching load reduction
period.

1.9 During the academic year in which a teaching load reduction has been approved, it is
expected that the faculty member will not engage in teaching activities in other academic
institutions, unless explicit approval is obtained through the Department Chairperson, School
Dean and Vice Rector for Research.
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ARTICLE IX. AMENDMENTS

Amendments to these By-Laws of the School may be proposed by the Dean of School,
by the Council of School, or by a signed petition by at least one third of the voting
School members.

Proposed amendments to these By-laws shall be submitted in writing to the Chair of the
Council of School. The issue shall be put on the agenda for discussion at the next
regular meeting of the School or at a special meeting called for that purpose, not later
than six weeks from the date of submission of the amendments. In the latter case,
notice of the meeting shall be sent in writing to all members of the School at least five
days in advance.

Amendments must be approved by a majority vote at a School meeting. They are
considered as recommendations, and only become effective upon the approval by the
Senate and the Council and subject to the Charter and the Law on Private Universities
of 2005 (s. 43).
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APPENDIX A
DEAN OF SCHOOL

1. JOB DESCRIPTION

The Dean of School is the chief academic and administrative officer of the School,
and is accountable/reports to the Rector. He/she provides leadership in the School
in formulating educational policy, and is responsible for the management of the
School’s financial resources and staff management. He/she acts as agent of the
School faculty in executing School policy, and serves as the medium of
communication for all official business of the School with other University authorities
and bodies, the students and the public.

The Dean of School has ultimate responsibility for the general welfare and
development of the School. More specifically, he/she serves as both leader and
resource manager in matters concerning new faculty recruitment, as well as the
development and welfare of current faculty and staff; program development and
quality assurance, and long range planning; School organizational patterns; and
policy formulation.

2. DUTIES AND RESPONSIBILITIES
In more detail, the duties of the Dean of School shall include those set out below:
a. School Planning and Development

e Provides leadership in designing, developing and implementing long-range
plans and educational programs in the School.

¢ Articulates the budgetary needs of the School, prepares the School’s annual
budget, and oversees the allocation and expenditure of resources, in
cooperation with the Chairperson(s) of Department(s), to satisfy the needs of
the School (for instruction / conferences / subscriptions, supplies, equipment,
etc.).

e Ensures that the School’s policies and practices are consistent with those of
the University.
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e Ensures that appropriate publicity is given to School activities and assists the
pertinent University administrators in promoting a positive image for the
University, and particularly of the programs and quality of service of the
School.

¢ Enhances faculty, staff, and student morale.

e Insures that the interests of School faculty and programs are clearly
understood by the Rector, the other Deans, and other officers of the
University.

e Evaluates and co-ordinates requests by faculty members for office
accommodation and other facility needs, and/or facilities pertaining to the
conduct of instruction, with the appropriate University authorities.

e Enhances student recruitment and diversity, in collaboration with the Office
of Admission.

e Leads and directs School’'s fund raising programs, and initiates and/or
facilitates the development of external relationships that are beneficial to the
School.

o Facilitates the faculty members of the School to organize the various
standing and ad hoc committees and to adopt appropriate Bylaws for the
School’s effective and efficient governance, according to the University’'s
policies, constitution and Bylaws.

e Conducts and coordinates the assessment, design and development of
educational programs/curricula within the School in collaboration with the
Chairperson(s) of Department(s).

e Ensures that the School's educational programs support, promote and
enhance the mission, purpose and philosophy of the University.

e Prepares the School’s new educational programs.
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e Prepares the School’s educational programs in the appropriate format to be
submitted for internal and external quality assurance.

b. Research/Scholarly Activity

e Ensures that faculty members enjoy academic freedom and exercise
academic responsibility.

e Promotes and assesses scholarly activity, professional service, and excellent
teaching among the faculty.

e Provides encouragement and support for intra-School and inter-School
research and teaching initiatives.

o Works closely with the Chairperson(s) of Department(s) to encourage faculty
members to prepare research and/or other proposals and to submit grant
applications for outside funding.

c. Faculty and Staff

e Conducts faculty needs analysis that is consistent with and supports the
implementation of program development plans.

e Evaluates the performance of the Chairperson(s) of the Department(s) in
the School. Reviews the annual evaluations of faculty members within the
School.

e Assesses and ensures the effectiveness of all faculty members in the
continuous quality and content improvement and development of the
School’s educational programs that respond to community needs, prepare
students for success, and meet the requirements of the accrediting bodies.

e Oversees the preparation of class schedules and the allocation of faculty
teaching load.

e Makes comments and recommendations on recommendations for
appointment of Chairperson(s) of Department(s), for granting faculty
permanent status, and for promotion of faculty members.

e Participates, when appropriate, in recruitment and staff selection in his/her
School, within the ‘University’ hiring guidelines.
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e Serves as liaison with the Director of Human Resources and oversees the
development of staff in the School.

¢ Articulates the University policies and procedures to faculty members of the
School.

e Organizes elections and makes recommendations on appointments of
Chairperson(s) of Department(s) and of Program Coordinator(s), in
accordance with policies and procedures of the University.

e Sends letters of renewal or non-renewal of contract to probationary faculty,
and iffwhen necessary warning letters to faculty members who violate
contractual obligations.

e Hears/processes faculty grievances and disciplinary cases, which are
pursued beyond the level of Departmental Chairperson(s), and cooperates in

grievance procedures/resolution.

e Approves recommendations for leaves of absence for attending conferences,
sabbatical (when applicable), and other research/instruction-related requests

e pertinent to the School’s program/course/image development, according to
the University’s policies, constitution and Bylaws.

¢ Maintains good working relationships with all faculty and administration in all
academic and non-academic areas, as well as with students.

d. Relations with other Academic Entities
e Encourages collaborative links (in research, joint-programs, etc.) with other
Universities, as well as inter-school, inter-disciplinary links within the

University.

e Serves on various councils and committees as set forth in the ‘University’s’
policy, constitution and Bylaws.

e Represents the School in its working relationship with other
Schools/departments/academic units within the University.

e Represents the School in professional matters external to the University
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e.

f.

setting, i.e, in the relevant to the School University’s relations with
professional bodies and other external constituencies.

Serves as the School’s liaison with relevant governmental regulatory and
accrediting agencies.

Relations with Students

Oversees the work of the students of the School and establishes adequate
procedures to advise students in the selection of courses and programs of
study and on other academic issues.

Maintains good working relationships with students.
Ensures that a system of student records is maintained
Hears/processes student grievances, which are pursued beyond the level of

Departmental Chairperson(s), according to the University’s policies,
procedures, constitution and Bylaws.

Administrative Issues

Holds regular meetings with the School’s Department(s) Chairpersons, as
well as convenes and presides over regular Faculty meetings, to review,
inform and consult with faculty and staff about School and University matters
(administrative, academic policy, and strategic development issues pertinent
to the School), according to the School’s Bylaws.

Oversees the smooth operation of the School's standing and other
committees, and establishes ad hoc committees of the School faculty as
necessary.

3. ELECTION/REPORTING/ACCOUNTABILITY

The Dean of School is elected according to the provisions of the Law on
Private Universities of 2005 (s. 29.(1) — (2)) and the Internal Regulations and
Guidelines on Election Procedures (Annex 15).

The term of service of the Dean of School shall be of three years. The Dean
of School may serve for a maximum of three terms, of which no more than
two can be consecutive.
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When a School consists of only one Department, the Dean of School may
assume also the functions, duties and responsibilities of the Chairperson of
the Department.

The Dean of School is delegated with such authority necessary for the
fulfilment of his/her duties and responsibilities.

In what he/she does, it is expected that the Dean of School shall consult with
the Chairperson(s) of Department(s), the Faculty and the Rector of the
University. The Dean of School is responsible/accountable to the Rector and
the President for the proper functioning of his/her School and the
establishment of goals and plans, and generally for the performance of each
and all of his/her duties.

4. QUALIFICATIONS

A candidate for the position of the Dean of School shall possess the following
qualifications:

A holder of a doctoral degree at the rank of at least Associate Professor
Demonstrable experience in teaching and research/scholarly activity
Excellent interpersonal and communicative skills.

Collegiality and effectiveness in working with faculty, administrators and
students.

Commitment to learning, research and community service.

5. WORK LOAD AND TIME SCHEDULE

The Dean of School is expected to maintain the following time schedule:

15t September (beginning of Monday to Friday: 8:00 a.m. —1:30 p.m.
academic year) — 315t May plus three afternoons 3:00 p.m. — 6:30 p.m.

(to be approved by the Rector)

1st June — 31 August (end of Monday to Friday: 8:00 a.m. - 1:30 p.m.
academic year) plus three afternoons 4:00 p.m. — 7:00 p.m.

(to be approved by the Rector)
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6. TEACHING LOAD

To fulfill his/her duties and responsibilities, the Dean of School shall have a
teaching workload of 3 credit hours per semester (Fall and Spring semesters).

7. COMPENSATION

Annual Stipend
The Dean of School shall receive an annual stipend on top of the regular faculty
salary, decided by the Council

8. DEPUTY DEAN

The Deputy Dean should hold the same qualification as the Dean of the School. In
the Dean’s absence or temporary incompetence, the Deputy Dean assumes all the
powers, duties and responsibilities of the Dean. The Charter's provisions on
qualifications and procedures for the election and appointment of the Dean apply
accordingly to the Deputy Dean. The Deputy Dean is elected at the same time the
Dean is elected.
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CHARTER: ANNEX 13

DEPARTMENTS BYLAWS
ARTICLE I: DEFINITION OF DEPARTMENT MEMBERS

Section 1. Membership

The department consists of all full-time faculty who have been appointed under the
Charter and the Internal Regulations of the ‘University’ and who hold the rank of
professor, associate professor, assistant professor, or lecturer, as well as all full-time
special teaching personnel who likewise have been appointed under the rules of the
‘University’ (and who hold the rank of full-time Instructor or Senior Instructor). The
student constituency of the Department shall be all students who have declared a major
or major preference in an academic program of the Department.

Section 2. Voting Rights

All members eligible to serve on departmental committees have voting rights for all
business and elections of the pertinent committees they serve on. Each eligible member
shall have one vote in Committee meetings and in Departmental business and
elections.

Section 3. Responsibilities

Department members are responsible to the Chairperson of Department for the
exercise of their duties. The responsibilities of the academic members of the
Department are primarily in the areas of teaching, engaging in scholarly activity and
research in their field of expertise, and providing service specifically to the Department
and generally to the School/University as well as to the community.

More specifically department members are responsible among others for the following:

i.  Conduct of the educational program of the Department
i. Evaluation and implementation of modifications to existing programs
iii.  Design and development of new programs
iv.  Academic support for the student body
v.  Full participation in Departmental affairs
vi.  Action according to the Internal Regulations
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ARTICLE ll: OFFICERS OF THE DEPARTMENT

Section 1. Chairperson of Department

The Chairperson of Department is the chief academic and administrative officer of the
Department, and is responsible for the academic operations, the general welfare and
the development of the Department. He/she is the Chair of all Department and
Department Council meetings (unless he/she designates a faculty member to preside).

The Chairperson of Department shall be a faculty member at the rank of Assistant
Professor, with demonstrable experience in teaching and research/scholarly activity,
with appropriate management and communicative skills and with a commitment to
learning, research, and community service.

The Chairperson of Department provides leadership to the departmental members and
support to the students within the Department’s programs/discipline(s), and also
represents the Department in School and University affairs. (The description of the
duties and responsibilities of the Chairperson of Department can be found in Appendix
A).

The Chairperson of Department is an elective post with a two-year term of office. The
Chairperson of Department may serve for a maximum of three terms.

Section 2. Program Coordinator

The term of service of a Program Coordinator shall be for two years with the possibility
of re-appointment. The selection, appointment and duties of the Program Coordinator
(Appendix B) are in accordance with the policies of the ‘University’.

The Program Coordinator assists the Chairperson of Department on matters pertaining
to the academic program(s) that he/she coordinates.

The duties and responsibilities of the program Coordinator are as follows:

e To manage the process of his/her program evaluation by coordinating the
preparation of SAR reports over the three-year rotating SAR cycle;

e To ensure that the faculty teaching on the program is well aware of all aspects
pertaining to updating and further development of the program;

e To organize the timing and agenda of the annual meeting of the Program
Advisory Board;

e To take into consideration the suggestions of the SAR Report and Advisory
Board, student feedback, expert opinion and administration input and initiates
action plans for revision, update and further development of the program;
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e To promote and monitor internationalization of program through the Erasmus
mobility of faculty and students within the program;

e To ensure that the quality of his/her respective educational program(s) is
maintained, by primarily reviewing the course outlines and the examination
papers;

e To review, revise and update course syllabi as necessary, in co-operation with
the pertinent faculty members;

e To ensure that any revisions or program changes enhance academic and
professional recognition of the program;

e To identify needs and make appropriate recommendations on course offerings
and teaching allocations to the Chairperson of the Department;

e To advise students and obtain their feedback on matters pertaining to the
program;

e To carry out other tasks assigned to him/her by the Dean and/or Chairperson of
the Department according to needs arising from the implementation of the
university’s quality assurance program;

e To participate at the School Council, by invitation of the Dean;

e To attend meetings with other coordinators as hold by the Chairperson of the
Department and/or Dean of the School;

e To ensure communication of program’s profile and competitive advantage to all
relevant internal and external stakeholders.

In fulfillment of the above duties and responsibilities the program coordinator will be
assisted by faculty members teaching in the program and the Chairperson of the
pertinent department.

ARTICLE lll: THE COUNCIL OF DEPARTMENT

The Council shall be the primary decision-formulating body of the Department,
exercising governance authority over academic programs and policies allowed by the
rules of the ‘University’.

The Council of Department shall deal with matters as follows:

e Department planning and development;

e Department policy issues;

e Department annual budgets and support/facility requirements;
o Department Faculty development;

e Department Organizational/Structural changes/requirements;
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e The nominating and setting of the terms of reference for the formation of task
forces outside the domain of existing standing committees to research
issues/matters pertinent to the conduct of the Department’s business;

e Issues to be discussed at standing committees, such as design/revision of
academic/curricular programs;

e Issues/Proposals forwarded by other members of the Department for general
discussion;

e The establishment of policies and procedures for hearing student grievances,
which are consistent with the policies of the University.

The decisions/recommendations of the Council of Department are subject to approval
by the Council of School.

Section 1. Membership
The Council of the Department shall consist of the following:

e all full time faculty members;

e one elected representative of the Special Teaching Personnel who is elected by
simple maijority from their own number;

e student representatives who are elected from their own number and in number
that equals 20% of the other members of the Council of Department. The student
representatives are elected by simple majority by the students who are registered
in one of the academic programs of the pertinent department and receive their
academic advising from academic members of the department. The student
members shall not receive papers or be concerned with discussion on
appointments, promotions and matters affecting the personal position of faculty
members or other teaching or non-teaching personnel of the Department or the
admission and academic assessment of individual students. The Chair of the
meeting may decide in any case of doubt whether a matter is one to which this
paragraph applies and his decision shall be final.

Each elected member of the Council (except the student representatives) shall serve a
two-year term and may be re-elected/re-nominated. The student representatives shall
serve an one-year term.

Section 2. Council Meetings

The Department Council shall hold a meeting at least once per semester. Ordinarily at
least one week’s notice shall be given of a forthcoming meeting and an agenda shall be
circulated.
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Meetings may be requested by the Chairperson of Department or by a majority of
Council members. It is expected that meetings shall be arranged so as to accommodate
the attendance of all Council members. A quorum shall consist of two thirds of the
membership. The Chairperson (or other presiding officer designated by the
Chairperson) shall vote on matters only in case his/her vote can affect the result, i.e.,
the presiding officer shall cast the winning vote in case of a tie.

The Chairperson of Department may invite others (whether within or outside of the
College) to attend any scheduled meeting. The exact role of the guest is left to the
Chairperson — but the guest shall not have voting power.

Minutes of the proceedings of the meetings shall be kept and circulated to all members.
At the next meeting the minutes shall be submitted for approval or amendment. A copy
shall also be filed in the Department files.

Decisions reached in Department Council meetings shall be communicated to the Dean for
final approval.

ARTICLE IV: DEPARTMENT MEETINGS

The Department shall meet at least once during each semester. Special meetings may
be called by the Chairperson of Department or upon request of three (3) voting
members of the Department with one week's advance notice.

An agenda and supporting documents for each meeting shall be prepared by the
Chairperson of Department and distributed prior to each meeting. The Chairperson shall
preside over the meeting or, in his/her absence, the Chairperson shall designate a
faculty member to preside.

Meetings of the Department shall be open only to members of the Department unless for
particular meetings guests are invited. At the invitation of any member, people from other
Schools within the College, students, administrators, staff or invited external experts on
issues on the agenda may attend meetings. The Chairperson must be notified in writing of
the invitation of guests at least three days prior to the meeting, and approve the invitation.

A quorum shall consist of 50% of the voting members of the department.
A motion, to become effective, shall require a simple majority vote of the (voting) members. (The

Chairperson shall vote on matters only in case his/her vote can affect the result, i.e., he or
she shall cast the winning vote in case of a tie).
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Proposals raised at any meeting shall be referred to the agenda of the next meeting
unless a two-thirds majority of those present and voting shall determine that the
proposal is of such immediate importance as to suspend the rules or that it is a
continuation of a matter already before the body and not a new topic.

A secretary shall be appointed by the Chairperson of the meeting to provide an accurate
record of the proceedings of each meeting. This record shall be distributed to the
members of the Department after the meeting; and at the next meeting they shall be
submitted for approval or amendment. A copy shall also be filed in the Department files.

ARTICLE V: DEPARTMENT COMMITTEES

Ad hoc Departmental committees, as advisory committees, report to the Department
(through the Chairperson of the Department). The Chairperson of the Department shall
designate membership of committees to appropriate academic members (based on
nominations received), whereas the final composition of the Committees is subject to
final approval of the Department Council. A quorum of the standing or ad hoc committee
consists of two thirds of its members. All decisions reached in standing committees are
subject to approval during Department Council meetings.

The Department, from time to time, may establish various standing or ad hoc
committees, as well as sub committees, which are deemed necessary, aiming to the
smooth operation of the Department.

ARTICLE Vil: DEPARTMENT RESEARCH UNITS/GROUPS

The Department may form research groups aimed at creating opportunities for
organizing linkages between research interests and at promoting effectiveness of
academic performance. In such cases the chairperson appoints coordinators (on an
annual basis) for the smooth operation of the group(s).

ARTICLE Vill: PROMULGATION OF THESE BYLAWS

The Chairperson of Department shall make available these Bylaws to all Program
Coordinators and department members at the beginning of each academic year and
make them available to all other parties upon request.
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ARTICLE IX: AMENDMENTS

Amendments to these Bylaws may be requested by the Chairperson or proposed in
writing by one third of the members of the Council of Department and shall be voted
upon at a meeting. Amendments shall be approved by a two-thirds majority of those
present and voting. Amendments must also be approved by the Council of School, by
the Senate and by the Council and subject to the Charter and the Law on Private
Universities of 2005 (s. 43) before they become effective.
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APPENDIX A

CHAIRPERSON OF DEPARTMENT

1. JOB SUMMARY

The Chairperson of Department reports to the Dean of School. He/she is the chief
academic and administrative officer of an academic Department, and is responsible for
the academic operations, the general welfare and the development of the Department.
He/she provides leadership to the faculty and support to the students within the
Department’s programs/discipline(s), and also represents the Department in School and
University affairs.

2. DUTIES AND RESPONSIBILITIES

In more detail, the key areas of duties and responsibilities of the Chairperson of
Department are as follows:

a. Curricular/Program Development

Plans the curricula of the programs in his/her Department. This includes, but is
not limited to: (1) Designing and developing, in collaboration with program
coordinators and the pertinent faculty members, academic and professional
courses / programs / curricula; (2) Reviewing the curricula of the Department
and recommending / proposing necessary updates/revisions; (3) Promoting,
encouraging and supporting academic excellence in the programs;

Assists in the preparation, upon approval by the appropriate School and
University bodies/officers, of new or revised programs / courses of his/her
Department;

During internal and external QA procedures reviews the programs of his/her
Department and implements required changes;

Prepares the schedule of courses and ensures that a balanced and appropriate
offering of courses at all levels and in the proper sequence is made each
semester so as to safeguard the uninterrupted progress of each program of
study to meet student needs. He/she cooperates with the Dean of School, the
Program Coordinators, with other Chairpersons in the School, and the Registrar
in making teaching assignments / allocations of faculty to each course;
Evaluates transfer record, and evaluates and monitors course prerequisites in
cooperation with Program Coordinators and pertinent faculty members.

b. Faculty Governance/Organization/Development
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Implements (in cooperation with the Dean of School) the policies, guidelines
and standards of the School and the University. He/she ensures that new
faculty members are made aware of these policies, and facilitates for their
smooth adaptation to the environment;
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Participates in the recruitment and selection of faculty members whose
disciplines are essential to the programs of the Department;

Encourages and facilitates faculty development;

Conducts the first-level annual evaluation of the Department’s faculty and
submits recommendations to the Dean of School;

Recommends to the Dean of School faculty appointments, permanency status,
as well as disciplinary actions, according to the University’s policies and the
School’s By-laws;

Hears informal faculty grievances at the Department level and cooperates in
formal grievance procedures.

Planning and Development:

Identifies resource needs (faculty, staff, facilities, other) for his/her Department.
Assists the Dean of School in designing and implementing integrated long-
range plans and programs of the School;

Develops annual Departmental budgets for allocating funds for instruction,
research, and faculty development;

Research/Scholarly Activities

Ensures the quality of teaching and research, while continuing to engage in
his/her own teaching/scholarship activities;

Works closely with faculty to develop proposals for grants, professional leave,
etc.;

Reviews faculty applications for faculty leave for conference participation, etc.
and appropriately allocates budgeted funds;

Seeks to enrich the book, journal and other scholarly collections at the Library
to support planned research, program development, and future growth of the
Department;

Service to the Community

Develops linkages with society in general, and local and academic community
in particular.

Student Affairs
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Seeks to create/foster positive student-faculty relationships in the Department.
He/she deals with student concerns and complaints and takes appropriate
action in accordance with the University’s policies/guidelines;

Supervises academic advising in the Department, and assigns students to
faculty academic advisors;

Counsels students on career planning, continuing education and job placement.
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e Provides orientation for all new students entering the programs of the
Department;

e Ensures that students’ rights are preserved, and is the first contact in the
resolution of disputes between faculty and students according to University’s
policies/rules/regulations.

g. Administrative Duties
The Chairperson's administrative duties include the following:

e Calls and presides over Departmental faculty meetings that take place
according to the Department’s By-laws;

e Maintains records and prepares reports in accordance with the University’s
procedures;

e Ensures the observance of timetables, schedules, calendars of activities /
events / projects of the Department;

¢ Represents the Department in its relations with other University academic
and administrative units;

e Establishes ad hoc committees/task-forces as necessary;

e Ensures that course outlines comply with course syllabi.

h. Other Duties
e Carries out such additional duties as may be assigned by the Dean of School or
as set down by the University’s policies, the University’s Charter and By-laws,
and the School’s and Department’s Bylaws.

3. TERM OF SERVICE/APPOINTMENT/REPORTING/ACCOUNTABILITY

e The Rector, following relevant elections in the Department, appoints the
Chairperson of the Department (See the procedures outlined below at Annex 15).

e The term of service of the Chairperson of Department shall be of two years. The
Chairperson of Department may serve for a maximum of three terms.

e The Chairperson is delegated with such authority necessary for the fulfilment of
his/her duties and responsibilities. In what he/she does, it is expected that the
Chairperson shall consult with the members of his/her Department (program
coordinators, faculty, staff) according to the By-laws of the Department.

e The chairperson is responsible/accountable to the Dean of School for the proper
functioning of the department and the establishment of goals and plans, and
generally for the performance of each and all of his/her duties.
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4. QUALIFICATIONS

The successful candidate for the position of the Chairperson of Department shall
possess the following qualifications:

e A holder of a doctoral degree at the rank of at least Assistant Professor;

e Appropriate management and communicative skills;

¢ Collegiality and effectiveness in working with faculty and students;

e Commitment to learning, research and community service.

5. WORK LOAD AND TIME SCHEDULE
The Department Chairperson is expected to maintain the following time schedule:

15t September (beginning of Monday to Friday: 8:00 a.m. —1:30 p.m.
academic year) — 315t May plus two afternoons 3:00 p.m. — 6:30 p.m.
(to be approved by the Dean of School)

15t June — 31 July Monday to Friday: 8:00 a.m. — 1:30 p.m.
plus two afternoons 4:00 p.m. — 7:00 p.m.
(to be approved by the Dean of School)

1st August — 31 August (end of Summer Vacation
academic year)

6. TEACHING LOAD

To fulfil his/her duties and responsibilities, the Departmental Chairperson shall have a
teaching workload of 6 credit hours per semester (Fall and Spring semesters).

7. COMPENSATION

Annual Stipend
The Chairperson shall receive an annual stipend on top of the regular faculty salary,
decided by the Council.

8. VICE-CHAIRPERSON

The Vice-Chairperson should hold the same qualification as the Chairperson of the
Department. In the Chairperson’s of Department absence or temporary
incompetence, the Vice-Chairperson assumes all the powers, duties and
responsibilities of the Chairperson. The Charter’s provisions on qualifications and
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procedures for the election and appointment of the Chairperson of Department
apply accordingly to the Vice-Chairperson. The Vice-Chairperson is elected at the
same time the Chairperson is elected.
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APPENDIX B
DUTIES AND RESPONSIBILITIES OF THE PROGRAM
COORDINATOR (or CO-COORDINATOR)

. PROFILE
The Program Coordinator assists the Chairperson of Department on matters
pertaining to the academic program(s) that he/she coordinates. The program
coordinator has a key role in the program design, performance and development.
The coordinators and co-coordinators are appointed by the Rector after

suggestions of the Deans of the Schools.

The basic characteristics of the program coordinator profile are summarized as follows:

The Program Coordinator must hold a doctoral degree;

e He/she shall hold the rank of at least Associate Professor (for coordinators
only) and the rank of at least Assistant Professor (for co-coordinators only);

e He/she shall serve a two-year term starting from the 15t of September, with
the possibility of re-appointment.

I. DUTIES AND RESPONSIBILITIES
Duties and responsibilities of the program coordinator include the following:

e To manage the process of his/her program evaluation by coordinating the
preparation of SAR reports over the three-year rotating SAR cycle;

e To ensure that the faculty teaching on the program is well aware of all
aspects pertaining to updating and further development of the program;

e To organize the timing and agenda of the annual meeting of the Program
Advisory Board;

e To take into consideration the suggestions of the SAR Report and Advisory
Board, student feedback, expert opinion and administration input and
initiates action plans for revision, update and further development of the
program;
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e To promote and monitor internationalization of program through the Erasmus
mobility of faculty and students within the program;

e To ensure that the quality of his/her respective educational program(s) is
maintained, by primarily reviewing the course outlines and the examination
papers;

e To review, revise and update course syllabi as necessary, in co-operation
with the pertinent faculty members;

e To ensure that any revisions or program changes enhance academic and
professional recognition of the program;

e To identify needs and make appropriate recommendations on course
offerings and teaching allocations to the Chairperson of the Department;

e To advise students and obtain their feedback on matters pertaining to the
program;

e To carry out other tasks assigned to him/her by the Dean and/or Chairperson
of the Department according to needs arising from the implementation of the
university’s quality assurance program.

e To participate at the School Council, by invitation of the Dean;

e To attend meetings with other coordinators as hold by the Chairperson of the
Department and/or Dean of the School;

e To ensure communication of program’s profile and competitive advantage to
all relevant internal and external stakeholders.

In fulfillment of the above duties and responsibilities the program coordinator will be
assisted by faculty members teaching in the program and the Chairperson of the
pertinent department.
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CHARTER: ANNEX 14

INTERNAL REGULATIONS AND GUIDELINES ON STUDENT
REGISTRY

1. STUDENT REGISTRY

1.1.  The University shall keep a Student Registry according to the Law on Private
Universities of 2005.

1.2. The Student Registry shall comply fully with the Processing of personal data
(protection of individuals) Law 138 (1) 2001 of the Republic of Cyprus.

1.3. The maintenance of Student Registry shall conform to international practices and
regulations.

2. DEFINITION OF TERMS

The various terms as used in these guidelines and regulations are defined below:
2.1. Access shall mean inspection or copying of a student record, in whole or in part.
2.2. Authorized University Personnel shall consist of two groups:

2.2.1. University administrators, faculty members, counsellors and other professionals
who are employed by the University or who are providing services to the student
under an agreement and who are working directly with the student in an
administrative, teaching counselling, and/or diagnostic capacity.

2.2.2. Administrative personnel and clerical personnel, including operators of data
processing equipment, and whose duties require them to have access to student
records for purposes of processing information for the student record. Such
personnel shall have access only to the student record information that is
required for them to perform their duties.

2.3. Eligible Student shall mean any student who is or has been officially registered
for any period at the university, and for whom the university maintains education
records or personally identifiable information.
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2.4. Parent shall mean a student's father or mother, or guardian, or person or agency
legally authorized to act on behalf of the student in place of or in conjunction with
the father, mother, or guardian.

2.5. Release shall mean the oral or written disclosure, in whole or in part, of
information in a student record.

2.6. University Committee shall include a University committee, the University
Council, or any other official body of the University.

2.7. The Student Record shall consist of the transcript, the admission record, and
other materials that contain information directly related to the student including all
information recording and computer file or any other materials regardless of
physical form or characteristics concerning a student that is organized on the
basis of the student's name or in a way that such student may be individually
identified, and that is kept by the University.

2.8. The Admission Record shall consist of all the information in the student record,
which is not contained in the transcript. This information clearly shall be of
importance to the educational process.

2.9. The Transcript shall contain administrative records that constitute the minimum
data necessary to reflect the student's educational progress to operate the
educational system and to abide by international standards and/or the Bologna
processes.

2.10. Third Party shall mean any person or private or public agency, authority, or

organization other than the eligible student, his/her parent, or authorized
University personnel.

3. COLLECTION OF DATA AND CLASSIFICATION OF
INFORMATION

3.1. All information and data contained in or added to the student record shall be
limited to information relevant to the educational needs of the student.

3.2. Student Registry shall include the following classifications and information:

3.2.1. Application and admission data (temporary record) shall include but not limited
to: High school certificate; class rank and test scores; transfer courses and
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grades; solicited and unsolicited correspondence; summary of interviews and/or
recommendation letters.

3.2.2. Transcript and Academic Record data shall include but not limited to: New
student test results; cumulative record of courses; grades and other evaluations;
proficiency, probation, and other related information; fellowship and assistantship
appointment records; irregular attendance reports; honors received; disciplinary
records including sanctions, if any.

4. PRIVACY AND SECURITY OF STUDENT RECORDS

4.1. The University Registrar or his/her designee shall be responsible for the privacy
and security of all student records maintained by the University.

4.2. The University Registrar shall insure that student records are kept physically
secured, that authorized University personnel are informed of the provisions of
these regulations and are educated as to the importance of information privacy
and confidentiality; and that any computerized systems employed are
electronically secure.

5. ACCESS TO STUDENT RECORDS

5.1. Access of Eligible Students and Parents. The eligible student or the parent,
shall have access to the student record. Upon request for access, the entire
student record regardless of the physical location of its parts shall be made
available.

5.1.1. Upon request, copies of any information contained in the student record shall be
furnished to the eligible student or the parent.

5.1.2. The eligible student or the parent shall have the right upon request to meet with
professionally qualified University personnel and to have any of the contents of
the student record interpreted.

5.1.3. The eligible student or the parent may have the student record inspected or
interpreted by a third party of their choice. Such third party shall present specific
written consent of the eligible student or parent, prior to gaining access to the
student record.
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5.2. Access of Authorized University Personnel. Authorized University personnel
shall have access to the student records of students to whom they are providing
services, when such access is required in the performance of their official duties.
The consent of the eligible student or parent shall not be necessary.

5.3. Access of Third Parties. Except for the provisions of these regulations, no third
party shall have access to information in or from a student record without the
specific, informed written consent of the eligible student or the parent. When
granting consent, the eligible student or parent shall have the right to designate
which parts of the student record shall be released to the third party. A copy of
such consent shall be retained by the eligible student or parent and a duplicate
placed in the temporary record. Personally identifiable information from a student
record shall only be released to a third party on the condition that he/she will not
permit any other third party to have access to such information without the written
consent of the eligible student or parent.

5.4  Access of Third Parties without Student’s or Parent’s Consent
Personally identifiable records of students may be released without student’s or
parent’s consent in the following cases:

5.4.1 Upon receipt of a court order or lawfully issued subpoena the University shall
comply, provided that the University makes a reasonable effort to notify the
parent or eligible student of the order or subpoena in advance of compliance.

5.4.2. Upon receipt of a request from government authorities, ministries such as the
Department of Education and Culture, Department of Statistics, the Department
of Immigration and Migration, Accrediting bodies, government officials, and their
authorized agents in connection with the audit, evaluation or enforcement of
European and state education laws, or programs; provided that except when
collection of personally identifiable data is specifically authorized by law, any data
collected by such officials shall be protected so that parties other than such
officials and their authorized agents cannot personally identify such students and
their parents; and such personally identifiable data shall be destroyed when no
longer needed for the audit, evaluation or enforcement of European and state
education laws.

5.4.3. The University may disclose information regarding a student to appropriate
parties in connection with a health or safety emergency if knowledge of the
information is necessary to protect the health or safety of the student or other
individuals. This includes, but is not limited to, disclosures to the local police
authorities.
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6. DESTRUCTION OF STUDENT RECORDS

6.1.  The Academic Record shall be maintained by the University indefinitely.

6.2. The Admission file (temporary record) shall be destroyed not earlier than fifteen
years after the student transfers, graduates, or withdraws from the university
system. Written notice to the eligible student and his/her parent of the
approximate date of destruction of the record and their right to receive the
information in whole or in part, shall be made at the time of such transfer,
graduation, or withdrawal.
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CHARTER: ANNEX 15

INTERNAL REGULATIONS AND GUIDELINES ON ELECTION
PROCEDURES

1. ELECTION OF THE RECTOR AND THE VICE-RECTOR(S)

The Rector, following a decision of the Senate, calls all members of the
Councils of Departments for a special meeting, at least four weeks before

the meeting, in which the Rector and the Vice-Rector(s) are elected. If the
Rector is candidate, the most senior (the longest serving) Faculty Member
holding the rank of Professor is responsible for taking the initiative and
conducting the election procedure. The convocation determines the day and
time frame within which candidacies may be submitted, as well as the
duration of the special meeting.

The candidates, who should hold the rank of Professor, submit their
candidacies at the Rector’s Office.

The Rector or the longest serving Faculty Member holding the rank of
Professor, after consultation with the Vice-Rector of Academic Affairs,
registers and makes public the list of Faculty Members who have the right to
vote according to the relevant provisions of the Internal Regulations and
Guidelines.

Department Council members who are unable to attend the special election
meeting have a right to vote by proxy. Proxies may only validly be appointed

in writing at least 5 working days before the day of the election, in the
approved form which has to be dully completed and signed by the Faculty
member who is indisposed and stamped by the School Administrator. Any
Department Council member, eligible and registered to vote, may act as a
proxy for a maximum of two persons.

The Rector, one of the Vice-Rectors or the longest serving Faculty Member
holding the rank of Professor, takes care of the election of a chair and two
members of the Elections’ Committee that oversees the elections, counts the
votes, reaches decisions on possible objections, and announces the results.

The Rector and the Vice-Rector(s) are elected by secret ballot and by simple
majority. In the case of a tie, the Rector and/or the Vice-Rector(s) arel/is elected
by lot.
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2. ELECTION OF THE DEANS AND THE DEPUTY DEANS OF
SCHOOLS

The Rector, following a decision of the Senate, calls all members of the Councils
of Departments of each School for a special meeting, at least four weeks before
the meeting, in which the Dean and the Deputy Dean are elected. The
convocation determines the day and time frame in which candidacies may be
submitted as well as the duration of the special meeting.

2.1.1 In the case of a newly established School, an acting Dean may be
appointed by the ‘University Council’. The commencement and end of
service will be decided upon the ‘University Council’ and in any case it
cannot exceed a three-year term.

The candidates, who should hold the rank of Professor or Associate Professor in

the pertinent School, submit their candidacies to the School Administrator.

The Rector registers and makes public the list of Faculty Members who have the

right to vote according to the relevant provisions of the Internal Regulations and

Guidelines.

Members of the Councils of Departments of each School who are unable to

attend the special election meeting have a right to vote by proxy. Proxies may

only validly be appointed in writing, at least 5 working days before the Election

Day, in the approved form which has to be dully completed and signed by the

member of the Council of Department who is indisposed and stamped by the

School Administrator. Any member of the Council of Department of each School

eligible and registered to vote may act as a proxy for a maximum of two persons.

The Rector takes care of the election of a chair and two members of the

Elections’” Committee that oversees the elections, counts the votes, reaches

decisions on possible objections, and announces the results.

The Dean and the Deputy Dean are elected by secret ballot and by simple

majority. In the case of a tie, the Dean and/or the Deputy Dean is elected by lot.

If within two months before the expiration of a term, the School is unable to select

a Dean and/or Deputy Dean, a three-member Committee, constituting of the

Rector, the Vice-Rector of Academic Affairs and the Director of Planning and

Development, shall appoint an acting Dean and/or Deputy Dean, for a term not to

exceed three years.

ELECTION OF THE CHAIRPERSONS AND THE VICE-
CHAIRPERSONS OF DEPARTMENTS

The Dean calls all members of the Council of the Department for a special
meeting, at least four weeks before the meeting, in which the Chairperson
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and the Vice-Chairperson of the Department are elected by secret ballot.
During the meeting, a nominating committee must be established, consisting
of two or three full-time members, at the rank of at least Assistant Professor.
The incumbent Chairperson (if any) is not eligible to serve on this committee.
If the Dean is candidate, the most senior (the longest serving) member of the
School at the highest rank is responsible for taking the initiative and
conducting the election procedure. The convocation determines the day and
time frame in which candidacies may be submitted and the duration of the
special meeting.

The Dean or the most senior (the longest serving) member of the School at
the highest rank, after consultation with the Vice-Rector of Academic Affairs,
registers and makes public the list of Members of the Council of the
Department who have the right to vote according to the relevant provisions of
the Internal Regulations and Guidelines.

The Committee shall consult with the Dean of School or the most senior (the
longest serving) member of the School at the highest rank, if the Dean is
candidate, concerning the criteria for the selection of candidates, which
should hold the rank of at least Assistant Professor.

Eligible candidates submit their candidacies to the Election Committee, who
later submits all candidacies to the Department Council members for their
vote.

At a specially convened meeting, the Department Council members shall
elect the Chairperson nominee by secret ballot.

Members of the Council of the Department who are unable to attend the
special election meeting have a right to vote by proxy. Proxies may only
validly be appointed in writing at least 5 working days before the Election
Day, in the approved form which has to be dully completed and signed by
the member of the Council of Department who is indisposed and stamped by
the School Administrator. Any member of the Council of the Department
eligible and registered to vote may act as a proxy for a maximum of two
persons.

The nominee must receive a majority of the votes cast. In the case of a tie,
the Chairperson is elected by lot. The results of the voting shall be forwarded
to the Dean of School or to the person who is responsible for conducting the
election procedure. The report to the Dean or to the person who is
responsible for conducting the election procedure, accompanied by the
ballots and signed by the members of the nominating committee shall
indicate the member nominee and the votes cast for all eligible candidates.
The Dean of School or the person who is responsible for conducting the
election procedure shall forward the departmental election results to the
Rector, who has the authority to make the appointment.
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3.9. If within two months before the expiration of a term, the Department is
unable to select a Chairperson and/or Vice-Chairperson, a three-member
Committee, constituting of the Rector, the Vice-Rector of Academic Affairs
and the Chief Executive Officer/Director, shall appoint an acting Chairperson
and/or Vice-Chairperson, for a term not to exceed two years.

4. ELECTION TIME PERIOD — BEGINNING OF TERMS -
DURATION OF TERMS

4.1. Election Time Period and Beginning of Terms
Elections to the positions of Rector/Vice-Rector(s), Deans/Deputy Deans
and Chairpersons/Vice-Chairpersons of the Departments take place by the
end of June and the respective four, three or two year terms begin on
September 15t of the year in which the elections took place.

4.2. Transitional Provisions

4.2.1. All new provisions will be put into effect as of September 15t, 2015.

4.2.2. The current term of office for the posts of: Rector, Vice-Rector(s) will
have duration, as per stated/defined in the
advertisement/announcement of each post.

4.2.3. The number of terms of office for the posts of: Rector, Vice-Rector(s),
Dean of School, Deputy Dean of School, Chairperson and Vice-
Chairperson will begin to count towards the total number of terms that
can be served, from the following announcement of elections on each
position.

5. ELECTION OF A FACULTY MEMBER AS MEMBER OF
THE COUNCIL

5.1. The Rector, following a decision of the Senate, calls all Faculty members for a
special meeting, at least four weeks before the meeting, in which a Faculty
member is elected as member of the Council.

5.2. The candidates submit their candidacies to the Rector at least two weeks
before the elections. The Rector takes care of the election of a chair and two
members of the Elections’ Committee that oversees the elections, counts the
votes, reaches decisions on possible objections, and announces the results.

5.3. A faculty member is elected as member of the Council by simple majority. In the
case of a tie, the faculty member is elected by lot.
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6. ELECTION OF MEMBERS OF THE NON-TEACHING
(ADMINISTRATIVE) STAFF AS MEMBERS OF THE
COUNCIL

The Director of Human Resources calls all non-teaching (administrative) staff
members for a special meeting, at least four weeks before the meeting, in which
a non-teaching (administrative) staff member is elected as member of the
Council.

The candidates submit their candidacies to the Director of Human Resources, at
least two weeks before the elections.

The Director of Human Resources takes care of the election of a chair and two
members of the Elections’ Committee that oversees the elections, counts the
votes, reaches decisions on possible objections, and announces the results.

A non-teaching (administrative) staff member is elected as member of the
Council by simple majority. In the case of a tie, the non-teaching (administrative)
staff member is elected by lot.

ELECTION OF FACULTY MEMBERS, OF SPECIAL

TEACHING PERSONNEL MEMBERS, AND OF STUDENTS
AS MEMBERS OF THE SENATE

The Dean of School calls all School faculty members, all school Special Teaching
Personnel members, and all School students in good standing for three separate
special meetings, at least four weeks before the meetings, in which the School’s
two Faculty members and one Special Teaching Personnel member are elected
as members of the Senate for a period of two years, and a School's Student is
elected as member of the Senate for a period of one year.

The candidates submit their candidacies to the Dean at least two weeks before
the elections.

The Dean takes care of the election of a chair and two members of the Elections’
Committee that oversees the elections, counts the votes, reaches decisions on
possible objections, and announces the results.

The Faculty members, the Special Teaching Personnel member and the Student
are elected as members of the Senate by simple majority. In the case of a tie,
they are elected by lot.
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8. ELECTION OF FACULTY MEMBERS, OF SPECIAL
TEACHING PERSONNEL MEMBERS, AND OF STUDENTS
AS MEMBERS OF THE SCHOOL COUNCIL AND OF THE

DEPARTMENT COUNCIL

Special Teaching Personnel Members and Students are elected as members of
the School Council and of the Department Council according to the provisions of
the Schools Bylaws (Annex 12) and the Department Bylaws (Annex 13),

8.1.

respectively.
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CHARTER: ANNEX 16
DISTANCE EDUCATION UNIT BYLAWS
PREAMBLE

The Distance Education Unit (in this Charter called ‘DEU’) shall consist of the Rector of
the University, the Vice-Rector(s), the Director of the Unit, all full-time Faculty members,
external associates and specialists, in their respective fields, with experience in
Distance Education, who teach courses in the ‘DEU’; as well as University
Administrators who have direct involvement in the admissions, registration and other
affairs that affect the programs and the conduct of business of the ‘DEU’; and those
students, who are registered in one of the academic programs of the ‘DEU’ and receive
their academic advising from academic members of the ‘DEU’.

The ‘DEU’ has been established for the purpose of offering access to higher education,
provided by the ‘University’, to a broad spectrum of people who are not allowed/able to
attend a conventional (face-to-face) program of study. In this way, the ‘DEU’ responds
to the current and growing needs of society for learning, through alternative education
programs and it promotes equal opportunity in education. Moreover, the ‘DEU’
facilitates supports and promotes research and innovation and strives to promote
intellectual collegiality and community within the ‘DEU’ and the ‘University’ at large, as
well as beyond the academic boundaries of the University.

The following Bylaws, so prepared and approved by the ‘DEU’, comply fully with and
support the Purpose, Mission and Objectives of the ‘University’, as stated in the Charter.
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APPENDIX A

JOB DESCRIPTION FOR THE DIRECTOR OF THE DISTANCE
EDUCATION UNIT

The Director of the Distance Education Unit

a. The Director of the Unit shall be the chief academic and administrative officer of the
Unit. He/she shall moderate all regular and special meetings of the Unit.
b. The Director of the Unit shall be ex officio member of all standing committees that

concern the distance education programs.

The Director of the Distance Education Unit is the chief academic and administrative
officer of the Unit, and is accountable/reports to the Rector. He/she provides leadership
in the Unit in formulating educational policy, and is responsible for the management of
the Unit's resources and staff management. He/she acts as agent of the Unit in
executing Unit's policy, and serves as the medium of communication for all official
business of the Unit with other University authorities and bodies, the students and the
public. The Director of the Unit has ultimate responsibility for the general welfare and
development of the Unit. More specifically, he/she serves as both leader and resource
manager in matters concerning recruitment, development and welfare of distance
learning instructors, program development and quality assurance, long range planning,

Unit's organizational patterns, and policy formulation.

Duties and Responsibilities of the Director of the Distance Education Unit

1. JOB SUMMARY

The Director of Distance Education Unit reports to the Rector. He/she has the overall
responsibility for the Distance Learning Programs, and is responsible for the operations

and coordination, the general welfare and the development of the Programs.
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2. DUTIES AND RESPONSIBILITIES

In more detail, the key areas of duties and responsibilities of the Director of the Distance

Education Unit are as follows:

a. Curricular/Program Development

e Plans the curricula of the Distance Learning Programs. This includes, but is not
limited to:
(1) Oversees the designing and developing of courses in the Distance Learning
Programs, in collaboration with the Faculty representatives of each program and the
pertinent (face-to-face) program coordinators;
(2) Reviewing the curriculum of the Distance Learning Programs and recommending /
proposing necessary updates/revisions;
(3) Promoting, encouraging and supporting academic excellence in the distance
learning programs.
(4) Organizing the training of the academic staff on teaching and learning in Distance
Education.

e Handles the Quality Assurance process and policies for the Distance Learning
Programs.

e Ensures that the schedule of courses is prepared and that a balanced and
appropriate offering of courses at all levels and in the proper sequence is made each
semester so as to safeguard the uninterrupted progress of the programs to meet
student needs. He/she cooperates with the pertinent Faculty representatives of each
distance learning program, the (face-to-face) program coordinators and the Registrar
in making teaching assignments / allocations of faculty to each course.

e Evaluates/monitors transfer of student records.

e Ensures that the Distance Education Programs' admission and other academic
criteria, policies and standards including graduation requirements are observed and
met with every student in the Programs.

b. Faculty and Administrative Staff Governance

- Implements (in cooperation with the Rector) the policies, guidelines and
standards of the University concerning the distance learning programs.
He/she ensures that new academic staff who teach in Distance Learning

Programs are made aware of these policies, and facilitates for their

258

— E.U.C. European University Cyprus




smooth adaptation to the environment.

- Participates in the recruitment and as President of the committees for the
selection of instructors whose disciplines are essential to the Distance
Learning Programs.

- Provides input in online instructors' evaluation. Conducts instructional and
administrative needs analysis that is consistent with and supports the
implementation of program development plans.

- Evaluates the performance of the Administrative Staff of the Unit.

- Assesses and ensures the effectiveness of all Unit members in the
continuous quality and content improvement and development of the Unit's
educational programs that respond to community needs, prepare students
for success, and meet the requirements of the accrediting bodies.

- Oversees the preparation of class schedules and the allocation of
members' teaching load.

- Serves as liaison with the Director of Human Resources and oversees the
development of staff in the Unit.

- Articulates the University policies and procedures to members of the Unit.

- Approves recommendations for leaves of absence of the Administrative
members of the Unit.

- Maintains good working relationships with all Unit members (online
instructors and administrative staff), as well as with the distance learning

students.

c. Planning

¢ Identifies resource needs (faculty, staff, infrastructure, other) for the Distance

Learning Programs in cooperation with the Vice Rector of Academic Affairs.

d. Research/Scholarly Activities

- Ensures that Unit members enjoy academic freedom and exercise
academic responsibility.
- Promotes and assesses scholarly activity, professional service, and

excellent teaching among the instructors.
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- Provides encouragement and support for intra-Unit and inter-Unit research

and teaching initiatives.

e. Service to the Community

Develops linkages with society in general and business community in particular.

Promotes the Distance Learning Programs among and initiates cooperation

agreements pertaining to the Programs with industry and business community.

=h

Relations with other Academic Entities

- Encourages collaborative links (in research, joint-programs, etc.) with other
Universities, as well as inter-disciplinary links within the University.

- Serves on various councils and committees as set forth in the University Charter,
Internal Regulations and By-laws.

- Represents the Unit in its working relationship  with  other
Schools/departments/academic units within the University.

- Represents the Unit in professional matters external to the University setting, i.e.,
in the relevant to the School University's relations with professional bodies and
other external constituencies.

- All the decisions about the Distance Learning Programs will be taken in specific
committees with the participation of the Director of the Unit (President) and the
Faculty Members related to each distance learning program (related through their
specialization). The above-mentioned Faculty members will inform each

Departmental Council about these decisions.
g. Student Affairs

e Seeks to create/foster positive student-faculty relationships in the Distance
Learning Programs. He/she deals with student concerns and complaints and
takes appropriate action in accordance with the University's policies/guidelines.

e Undertakes and supervises academic advising in the Distance Learning
Programs, and assigns students to faculty academic advisors.

e Counsels students on their studies planning, continuing education and job
placement.

¢ Provides orientation for all new students entering the Program.
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h. Administrative Issues

e Holds regular meetings with the academic and administrative members of the Unit,
as well as convenes and presides over regular Unit meetings to review, inform and
consult with academic members and staff about Unit and University matters
(administrative, academic policy, and strategic development issues pertinent to the
Unit), according to the Unit's By-laws.

e Oversees the smooth operation of the Unit's standing and other committees, and
establishes ad hoc committees of the Unit as necessary.

e Maintains good working relationships with administrative officers and entities within

the University.

i. General Issues

e Accepts/undertakes additional responsibilities/functions/duties as may be assigned
by the Rector and the University in general.

e To fulfill the above duties, the Director of the Distance Education Unit shall have a
reduced teaching load (two courses per semester).

¢ In all the above areas it is expected that the Director of the Unit shall consult with the
online instructors and, when appropriate, with the (face-to-face) Program
Coordinators.

e The Director of the Unit is responsible/accountable/reports to the Rector for the
performance of his/her duties and responsibilities.

e All personnel in the Unit are responsible to the Director for the performance of their

duties and responsibilities.
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INTRODUCTION

Within the framework of further contribution to the research community, the mission of
the European University Cyprus (from now on referred to as the University or EUC) is
to develop a pioneering and innovative research infrastructure with the objective of
generating new knowledge. The university focuses on both fundamental and applied
research and wherever possible the commercial application or exploitation of the
research results.

The policy is guided by the following broad objectives:

1) The establishment of an interdisciplinary approach for researchers with attractive
conditions for accessible movement among institutions, disciplines, sectors and
countries, without financial and administrative obstacles.

2) The creation of state of the art research infrastructures, including research centres,
foundations, units and/or laboratories, which are integrated and networked and
accessible to research teams from across the EUC.

3) Introduction of a simple and harmonized regime for intellectual property rights in order
to enhance the efficiency of knowledge transfer, in particular between public research
and industry.

4) Optimization of research programs and priorities, for example by developing joint
principles for the administration of European, national and regional funding programs.

5) The strengthening of international cooperation enabling faculty and other scholars in
the world to participate in various research areas, with special emphasis on developing
multilateral initiatives to address global challenges.

6) The transfer of research-based knowledge to EUC students

Research is conducted by faculty members, research associates/research personnel
and PhD students either on their own or within the framework of external (national,
European, international) and internal funding programs that are launched by the
University.

The Research Policy provides a code of conduct for research and is intended for all
staff, including people with honorary positions, faculty members, special teaching
personnel, scientific collaborators, special scientists, research associates, and students
carrying out research at or on behalf of the University.

All groups mentioned above must familiarize themselves with the Research Policy to
ensure that its provisions are observed.



1.

EUC Research Ethics Policy

1.1Scope and Purpose

1.

The aim of the EUC Research Ethics policy is to promote and encourage a
high quality research and enterprise culture, with the highest possible
standards of integrity and practice. The policy applies to all academic,
contract research and administrative staff, all research students, as well as
undergraduate and masters students who are undertaking research. In short,
the policy applies to all disciplines and research activities within the
University, or sub-contracted on its behalf.

All staff and students are expected to act ethically when engaged in University
business. Any research involving animals, human participants, human tissue
or the collection of data on individuals requires ethical consideration. While
particular attention must be paid to the interests of potentially vulnerable
groups, such as children, the University recognises that it has a duty of care
towards all members of the wider community affected by its activities. The
University also recognises that it has a duty of care to its own staff, and that
this includes the avoidance of harm to those undertaking research.

The University will establish a framework for research ethics governance in
which its Research Ethics Committee will have a central approval, monitoring
and training role. The University will establish a Research Ethics Committee
with representatives from all the Schools. The Research Ethics Committee
will put in place the procedures needed to obtain approval.

It is, however, recognised that it may not always be appropriate or practicable
for ethical approval to be sought from the Research Ethics Committee
especially when it comes to short or undergraduate projects. Normally
undergraduate or taught projects will not require clearance from the Research
Ethics Committee and the matter can be dealt with at School and/or
Department level. However, when active intervention is involved whether
physically invasive or psychologically intrusive the Research Ethics
Committee will need to be consulted. In particular, university staff has an
obligation to ensure that not only their own research but any undergraduate
or masters student research conducted under their supervision is ethically
sound. Where research projects are subject to external approval, the School
or Department responsible must ensure that this approval is sought and
given. Where approval for a project has been given by a Research Ethics
Committee at another university, as may be the case with a collaborative
project, the EUC Research Ethics Committee must be provided with proof of
this.

For some research projects it may be necessary to obtain the approval of the
Cyprus National Bioethics Committee. Researchers should consult directly



with the Cyprus National Bioethics Committee. Contact details and more
information on the approval process <can be found on
http://www.bioethics.gov.cy .

1.2 General Principles

1.

The EUC Research Ethics Policy is based on widely accepted principles and
practices governing research involving human participants. The key elements
are:

Minimal risk of harm to participants and researchers;

Potential for benefit to the society;

Maintenance of the dignity of participants:

Minimal risk of harm to the environment;

Voluntary informed consent by participants, or special safeguards
where this is not possible;

Transparency in declaring funding sources;

Confidentiality of information supplied by research participants and
anonymity of respondents;

Acknowledgement of assistance;

Appropriate publication and dissemination of research results;
Independence and impatrtiality of researchers.

1.3 The Definition of Human-Related Research

1.

All human-related research which includes one or more of the following
require ethical assessment and approval at the appropriate level:

Direct involvement through physically invasive procedures, such as the
taking of blood samples

Direct involvement through non-invasive procedures, such as
laboratory-based experiments, interviews, questionnaires, surveys,
observation

Indirect involvement through access to personal information and/or
tissue

Involvement requiring consent on behalf of others, such as by parents
for a child participant

1.4 Vulnerable Participants

1.

Some participants may be particularly vulnerable to harm and may require
special safeguards for their welfare. In general, it may be inappropriate for
undergraduates to undertake research projects involving such participants.
Particularly vulnerable participants might be:

Infants and children under the age of eighteen

People with physiological and/or psychological impairments and/or
learning difficulties.
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e People in poverty
e Relatives of sick, or recently—deceased, people

1.5 The Legal Framework, the Role of Professional Associations and Research
Councils

1.  All research undertaken under the auspices of EUC must meet statutory
requirements. Of particular relevance is the Bioethics Law (N.150 (1)/2001
and 53 (1)/2010), the Data Protection Law (2001), the Patients Protection Law
(2005), and all those laws that create the legal framework for the Cyprus
National Bioethics Committee.

2. Researchers in particular disciplines should comply with any research ethics
guidelines set out by their professional associations.

3. Research Councils, charitable trusts and other research funding bodies in
most cases require an undertaking from grant applicants that research
proposals involving human participants have been approved by the University
Research Ethics Committee or another appropriate body. Some also require
audited compliance with their guidelines.

2. Good Research Practices / Code of Ethical Conduct in Research

2.1 Code of ethical conduct in research

Scholarly inquiry and the dissemination of knowledge are central functions of the
University. They can be carried out only if faculty and research personnel abide
by certain rules of conduct and accept responsibilities stemming from their
research. And they can only be carried out if faculty and research personnel are
guaranteed certain freedoms. The University expects that faculty and research
personnel will be bound by the following research practices:

All faculty and research personnel are free to choose any research matter, to
receive support from any legitimate source, and to create, analyse and derive their
own findings and conclusions.

Research methods, techniques, and practices should not violate any established
professional ethics, or infringe on health, safety, privacy and other personal rights
of human beings and/or animals.

The above principles define the university’s role with respect to research carried
out on its premises. They are set forth to reinforce, and not diminish each faculty
and research personnel’s personal responsibilities toward their research, and to
assure that each faculty and research personnel’s source of funding and research
applications are consistent with moral and societal conscience.



2.2

2.3

2.4

Openness in research

The University recognizes and supports the need for faculty and research
personnel to protect their own rights, be they academic or intellectual property
rights. Even so, the University encourages all faculty and research personnel to
be as open as possible when discussing their research with other researchers
and the public. This aims at the dissemination of research performed in the
University to enhance the international research community’s knowledge and
understanding.

Integrity

Faculty and research personnel must be honest about their research and in their
review of research coming from other researchers. This applies to all types of
research work, including, but not limited to, analysing data, applying for funding,
and publishing findings. The contributions of all involved parties should be
acknowledged in all published forms of findings.

Faculty and research personnel are liable to the society, their professions, the
University, their students and any funding agency that may fund their research.
For this reason, faculty and research personnel are expected to understand that
any form of plagiarism, deception, fabrication or falsification of research results
are regarded as grave disciplinary offences managed by procedures described in
detail in Section 2.4.

Any real or potential conflict of interest should be reported by faculty and research
personnel to any affected party in a timely manner in all matters concerning
research and peer review. According to the United States National Institute of
Health “Conflict of interest occurs when individuals involved with the conduct,
reporting, oversight, or review of research also have financial or other interests,
from which they can benefit, depending on the results of the research.”
(http://www.nih.gov).

Misconduct in research

Misconduct in research may involve Fabrication, Falsification, or Plagiarism in
proposing, performing, or reviewing research, or in reporting research results. To
prove that there has been misconduct in research, the following conditions must
be met: The performance of said research has significantly deviated from
accepted practices used in the field that the research was performed, and there
was intention in the misconduct by the researcher(s).

Any allegations about misconduct in research will be investigated by the University
thoroughly, through a special committee formed as described in the University
Charter, Annex 11, Article VII.


http://www.nih.gov/

2.5 Wide dissemination of Research Results

3.1

The results of publicly-funded research must be widely disseminated. Wide
dissemination can be achieved through teaching, publication, knowledge
transfer, or other scientific endeavours which enable open access and ensures
availability of knowledge and benefits produced in the framework of research.
The dissemination of publicly-funded research is monitored by the Dean of each
School and pertinent information is submitted to the Vice Rector through the
School Annual Report.

Intellectual Property Policy

Introduction

The EUC is dedicated to teaching, research, and the extension of knowledge to
the public. Faculty, research personnel, and students at the University, hereafter
referred to as "University Employees,"” recognize as two of their major objectives
the production of new knowledge and the dissemination of both old and new
knowledge. Because of these objectives, the need is created to encourage
the production of creative and scholarly works and to develop new and useful
materials, devices, processes, and other inventions, some of which may have
potential for commercialization.

The University acknowledges the need for an Intellectual Property Rights (IPR)
policy, which will promote the University’s reputation as socially relevant, leading
research and teaching organization.

The policy is based on the principles that will govern the ownership rights
emanating from research of and/or materials produced by the EUC’'s members
of staff and students, and to establish objectively fair and equitable criteria for the
transfer of knowledge. The EUC thus aims to provide support services to promote
the creation of Intellectual Property (IP) whilst seeking to maximize the
commercial exploitation of the resulting IPR.

Intellectual Property includes, but is not limited to, patents, registered designs,
registered trademarks and applications and the right to apply for any of the
foregoing, copyright, design rights, topography rights, database rights, brands,
trademarks, utility model rights, rights in the nature of copyright, knowhow, rights
in proprietary and confidential information and any other rights in inventions.

The EUC acknowledges that registration and commercial exploitation of
Intellectual Property is often a long and costly process that is justified once it is
ascertained that there exists a business case for such registration and
exploitation. It is known that in practice, only a small number of works can be
commercially exploited in a viable manner, depending on the nature and
marketability of the work in question.

10



3.2 Definitions

3.3

For the purposes of this Policy:

Creator - “Creator” shall mean, employees of EUC, a student, non-employees
contracted to EUC for contracts and services, or a member of a Visiting Teaching
Staff involved in the production of Disclosable Work.

Disclosable Work — “Disclosable Work” shall mean such work that is novel,
original, and/or important and is likely to bring impact and enhance the Creator’s
reputation. This work is characterized by the IP rights it generates.

Intellectual Property Policy — “IP Policy” is the name of the policy described here
that outlines the regulations of the EUC in regard to disclosure and exploitation
of Intellectual Property Rights (IPR).

Organization — “Organization” for the purpose of this document is the European
University Cyprus (EUC).

Intellectual Property Adjudication Committee — is the name of the committee
established to resolve disputes over interpretation or claims arising out of or
relating to this policy, or dispute as to ownership rights of Intellectual Property
under this policy.

The Office of the Vice Rector for Research and External Affairs — is the office
within the EUC responsible for the development of and enacting this IP Policy
and is the interface between the EUC and the Technology Transfer Facility.

The EUC Research & Innovation Management Board (thereafter EUC — RIMB)
— is the entity within EUC responsible for the management of knowledge transfer
activities and the re-investment of potential revenue in non-economic research
activities.

Technology Transfer Facility — “TTF” for the purpose of this policy, is the relevant
body responsible for Technology Transfer support in Cyprus.

Intellectual Property Regulations

3.3.1 Responsibility

1.

The IP Policy acknowledges that all members of staff and students have
responsibilities with regard to IPR arising from and/or used by them in the course
of their teaching/employment.

The IP Policy also recognises that all members of staff and students require
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3.3.2

3.3.3

support and assistance to help them to meet their responsibilities and this will be
provided by the Office of the Vice Rector for Research and External Affairs and,
subsequently, by the Technology Transfer Facility.

Identification of IP (including duty of confidentiality)

It is expected that identification will take place when employees, students, or
members of staff are involved in creating and developing IP. Much of the IP which
will be created by the EUC’s employees may be anticipated prior to its creation
depending on the nature of the project in question and outputs and results that
are expected to be generated. Examples of such outputs which are likely to have
potential IP rights arising include (but are not limited to):

= Inventions (whether or not patentable);
< Methodologies;
Software;
e Databases;
< Educational/training materials and tools;
= Modelling tools;
= Solutions to technical problems; and
= Design/artistic products.

A Summary of the main classes of IPR is listed below:
Patent

A registered patent provides a time-defined (up to 20 years) geographically
defined monopoly right to exploit a new commercially valuable invention or
process. The basis of the permission to exploit is that the invention's working is
disclosed, although patenting is not possible if there has been ANY prior
disclosure of the invention. Patents are governed by Cyprus Law or EU Law such
as the New Patent Law of Cyprus (Law No. 16(1)/1998).

Copyright

This time-limited right (which varies between 25 and 70 years according to the
material) arises automatically on the physical creation (not the idea) of software,
original literary, dramatic, artistic or musical work, and in recorded (e.g. film) or
published (e.g. layout) derivations. Use of the © mark and owner's name and
date is the internationally recognized way of alerting the public to the copyright
ownership but the protection (the right to preventing unauthorized copying) exists
regardless. Copyright is governed by the Copyright Law, 59/76.

Copyright may be assigned to a third party, but until that point or until a license
is agreed it remains the property of the Creator, unless s/he creates the work ‘in
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the course of his/her employment’, in which case it is the property of the
employer.

Moral rights

All European countries recognize an author’'s moral rights. In Cyprus, there are
two moral rights: the right of paternity and the right of integrity. These rights relate
to the reputation or standing of the creator in the eyes of fellow human beings.
To infringe a moral right involves denigrating or harming the author’s reputation.
The right of integrity means the creator has the right to object to derogatory
treatment of his/her work. Basically, this means changing it in a way that affects
the nature of the work without permission. Moral rights can be waived (i.e. the
author chooses not to exercise the rights) or they can be bequeathed. They
cannot be assigned.

Performing rights

Creators of copyright works have the right to protect the physical form in which
those works are created — words on the page, pigment on a canvas, or the clay
or metal of a sculpture. Performers such as teachers, actors, musicians and
dancers also enjoy protection of their performance, especially when recorded on
film, video, tape, CD, or in other form.

Performing rights may affect the multimedia elements of online courseware, as
well as the Creator’s copyright in the material itself.

Database Right

This time-limited (15 years) right arises without registration to protect the
compilers of non-original information from losing the benefit of their work through
unauthorized copying or re-use.

Industrial Designs

There is automatic time-limited (15 years) protection (the right to prevent
unauthorized copying) for unregistered designs, provided authorship can be
proved, under the Legal Protection of Industrial Designs and Models Law
4(1)/2002 This design right covers “the appearance of the whole or a part of a
product resulting from the features of, in particular, the lines, contours, colors,
shape, texture and/or materials of the product itself and/or its ornamentation” on
condition of novelty of the design.
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3.34

On registration under Legal Protection of Industrial Designs and Models Law, the
designer of the new pattern or shape which has aesthetic appeal (can be 2 or 3
dimensional) acquires a monopoly right of commercialization for a maximum of
25 years from the filing of the application, divided into 5 periods of 5 years.

An unregistered community design (UCD) gives its owner the right to prevent
unauthorized copying of their design throughout the European Union. It is not a
monopoly right and lasts for 3 years from the date on which the design was first
made available to the public within the Community.

Domain Names

Registering a domain name for Internet use gives a right to use the domain name
typically for a period of two years, registered with bodies like ICANN
internationally and the University of Cyprus in Cyprus. Owners of trademarks can
have established rights to domain names.

Trade Marks

Registering a trade mark under the Cyprus Trade Marks Law, Chapter 268, gives
a monopoly right for the use of graphically distinct trading identification signs.
Unregistered trade marks have some protection through court actions against
"passing off" (piracy), provided that their use has not lapsed for a period of 5
years. Cyprus legislation is fully harmonized with EU Standards applicable in
trade mark protection.

EUC’s members of staff and students undertake to keep confidential and not
disclose any confidential information, data, materials, knowhow, trade secrets or
any other IP, to any unauthorised third party and shall also undertake to keep
such information secure and strictly confidential both during the course of
research activity, be it of an Academic or Collaborative/Contract nature, and also
on and following completion thereof.

Any breach of this confidentiality and non-disclosure obligation constitutes a
serious breach and may lead to disciplinary action and does not prejudice the
rights of the EUC to file any action for damages or any other rights available at
law.

Coverage of the Regulations
Whom does this IP Policy apply to?

e Employees:
By persons employed by the EUC in the course of their employment.
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e Students:

By student members in the course of or incidentally to their studies at
EUC.

e Non-employees contracted to the EUC:

By persons engaged by EUC under contracts for services during the
course of or incidentally to that engagement.

2. Sabbatical, Seconded, Visiting Academics and others:
By other persons engaged in study or research in the University who, as a

condition of their being granted access to the EUC's premises or facilities, have
agreed in writing that this Part shall apply to them.

3. Participation of the EUC members of staff/femployees and or students in
Collaborative and/or Contracted Research.

The preparation and negotiation of any IP agreements or contracts involving the
allocation of rights in and to IP will be undertaken by a competent person
authorized for this purpose by the EUC-RIMB.

Issues that will be addressed in such agreements include, but will not always be
limited to:

= ownership of Foreground IP;

= licences to Foreground IP for uses outside the project;

= ownership of Background IP;

e licences to use Background IP in the project or activity in question and in
relation to the use of the Foreground IP arising from such project or activity;

= allocation of rights to use or commercialise IP arising from any such project
or activity and the sharing of revenues; and

e publications arising from the relevant project or activity and the rights arising
from such projects or activities.

The terms of such agreements may be subject to negotiation.

3.3.5 Exceptions to the Regulations

1. Unless specifically commissioned, typically the EUC will NOT claim ownership of
copyright in certain types of Disclosable Work described in this policy as “Creator

Copyright Works™:

o artistic works;

o text and artwork for publication in books;
o articles written for publication in journals;
o papers to be presented at conferences;
o theses and dissertations;
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3.3.6

3.3.7

1.

o oral presentations at conferences;
o posters for presentation at conferences; and
o musical scores.

Where IP has been generated under the exception clause of this regulation, the
EUC may assign the copyright to the Creator.

Students — undergraduate and/or postgraduate.

Disclosure of IP

All persons bound by these Regulations are required to make reasonably prompt
written disclosure to the EUC’s Office of the Vice Rector for Research and
External Affairs at the outset of the work or as soon as they become aware of it
(by completion of the Invention Disclosure Form, the information required for
which is provided in Appendix B):

e any IP of potential commercial value arising from their work;

e the ownership by a third party of any IP referred to or used for their work;

e any use to be made of existing EUC IP during their work;

e any IP which they themselves own which is proposed to be used by the

EUC.

Creators shall keep all Disclosable Work confidential and avoid disclosing this
prematurely and without consent;
Only disclose any Disclosable Work and the IP relating to it in accordance with
the EUC’s policy and instructions;
Seek EUC'’s consent to any publication of information relating to any Disclosable
Work;
Creators must NOT:
I. apply for patents or other protection in relation to the Disclosable Work; and

il. use any Disclosable Work for their own personal and/or business purposes

and/or on their own account.

Ownership of IP

Ownership of IP created by an individual who is an employee is generally
determined by considering:

e Who created the IP?

e Was the IP created in the course of the Creator’'s employment?

e Are there any contractual conditions that affect ownership?

Assignment of ownership rights
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Generally, the Creator of IP is its legal owner. From the EUC’s point of view, the
most important exception to this is the general rule that IP is owned by a person's
employer where the IP is created as part of, or through the auspices of, the
person's employment.

The EUC claims ownership of all the Intellectual Property specified in section 2.2,
which is devised, made or created by those specified in section 3 and under the
exceptions to the regulations in Section 4. It also includes but is not limited to the
following:

I. Any work generated by computer hardware/software owned/operated by

the EUC.

il. Any work generated that is patentable or non-patentable.
iii. Any work generated with the aid of the EUC’s resources and facilities

including but not limited to films, videos, field and laboratory notebooks,
multimedia works, photographs, typographic arrangements.

iv. Any work that is registered and any unregistered designs, plant varieties

and topographies.

V. Any University commissioned work generated. Commissioned work is

Vi.
Vil.

viii.

defined as work which the EUC has specifically employed or requested
the person concerned to produce, whether in return of special payment or
not and whether solely for the University or as part of a consortium.
Know-how and information related to the above

Any work generated as a result of the teaching process including but not
limited to teaching materials, methodologies and course outlines.

Material produced for the purposes of the design, content and delivery of
an EUC course or other teaching on behalf of the school, whether used at
the school’s premises or used in relation to a distance learning and/or e-
learning project. This type of material includes slides, examination
papers, guestions, case studies, and assignments (“course materials”).

iX. Material for projects specifically commissioned by the EUC
X. All administrative materials and official EUC documents, e.g. software,

Xi.

finance records, administration reports, results and data.
Study guides created by an Instructor for the University

3.3.8 Modus Operandi for Commercial Exploitation of the IPR

1.

2.

The EUC-RIMB handles the commercial exploitation of any results obtained
under research conducted at EUC (unless this entitlement is relinquished). The
Office of the Vice Rector of Research and External Affairs has the responsibility
for the administration of Disclosures and will work with the TTF of Cyprus, which
has responsibility for commercialisation of Disclosures. As guidance to the
commercialisation process, the EUC/TTF will follow a standard process,
graphically presented in Appendix A.

The Creator/s shall notify the Office of the Vice Rector for Research and External
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Affairs of all IP which might be commercially exploitable and of any associated
materials, including research results, as early as possible in the research project.
This notification shall be effected by means of an Invention Disclosure Form
(contents as noted in Appendix B). In case of doubt as to whether research is
commercially exploitable or otherwise, the Creator/s undertake/s to seek the
advice of Cyprus Central TTF.

The Office of the Vice Rector for Research and External Affairs shall immediately
acknowledge receipt of the Disclosure Form. In consultation with the TTF and
the Creator/s, shall decide whether the EUC-RIMB and the TTF has an interest
to protect and exploit the relevant IPR.

The TTF shall communicate the decision in writing to the Office of the Vice
Rector and the Creator/s by not later than three months from the date of receipt
of the Invention Disclosure Form. If the EUC-RIMB and TTF decide to protect
and exploit the IPR, it is understood that:
e the Creator/s shall collaborate with the EUC and the TTF, to develop an
action plan for the protection and commercial exploitation of the IP;
e the TTF in collaboration with the Creator/s shall ensure that third party
rights are not infringed in any way through the process; and
e the EUC/TTF shall seek to protect the right of the Creator/s to use the said
IP for strictly non-commercial purposes.

Should the EUC and TTF decide that there is no interest in protecting and
exploiting the relevant IPR, or should it fail to inform the Creator/s about its
decision within the stipulated time, the EUC-RIMB may assign all EUC rights, title
and interest in such IP to the Creator/s concerned, whilst the EUC retains the
right to use the said IP in whichever manifestation for strictly non-commercial
purposes.

The Creator/s SHALL NOT enter into any sponsorships or commercial
agreements with third parties related to their research at EUC without prior written
authorisation by the Office of the Vice Rector for Research and External Affairs.
This said, it is understood that consent shall generally be granted to the Creator/s
for such requests as long as the IPRs of the EUC are safeguarded; otherwise the
claims on IPR expected by the third party must be agreed upon explicitly upfront.

3.3.9 IPR protection

1.

Some forms of IP require active steps to be taken to obtain protection (e.qg.:
patents, registered trademarks and registered designs). Other forms of IP rights
are protected on creation (e.g. Copyright, EU Database Rights) but still require
appropriate management in order to maximise the protection available. Best
practices in patent protection require that all materials made publicly available by
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any employees, members of staff and/or students should include a copyright
notice.

2. Any decisions relating to the registration of any IP rights such as making an
application for a patent or a registered trade mark or a registered design (including
any decisions to continue or discontinue any such application) should be made in
consultation with the Office of the Vice Rector for Research and External Affairs
and the TTF. The IP registration process can be very expensive and IP protection
costs should not be incurred without appropriate consideration of how such costs
will be recovered.

3.3.10 Revenue Sharing Mechanism

The EUC’s employees and students can benefit from the Revenue Sharing
Scheme if their work generates income. The scheme is presented in Appendix C.
Note that such revenue to be shared is typically calculated after deduction of all
costs incurred by the EUC and TTF in developing, protecting, exploiting, and
marketing the Disclosable Work and the Intellectual Property it contains.

3.3.11 Leaving the EUC

Cessation of employment, under normal circumstances, will not affect an
individual’'s right to receive a share of revenue. Exceptions to this rule include:
cessation of employment due to disciplinary actions.

3.3.12 Applications to use the EUC’s IP

1. The EUC may be willing to consider requests from its staff and/or students for a
licence to use specific IP, owned by EUC for their use although the terms and
decision to grant any such licences is a decision wholly made by the EUC.

2. Applications for such licence should be made in writing to the Office of the Vice

Rector for Research and External Affairs.

3.3.13 Breach of the Regulations

1. Breach of the regulations listed in this Policy may be a disciplinary matter for the
EUC'’s staff and students under the normal procedures.

2. The EUC shall consider all avenues available to it, including legal action if

necessary, in respect to persons bound by these regulations who acted in breach
of them.
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3.3.14 Discretion to assign/license back

1. If the EUC-RIMB does not wish to pursue the commercialisation of any Intellectual
Property or does not wish to maintain an interest in the IPR, it has the right to assign
such IPR rights to the Creator/s of the IPR by entering into an agreement to enable
the IP to be used by the Creators. This will generally only be granted where there
is clear evidence that the IP provides no other benefit to the EUC and is not related
to other IP, which the EUC has an interest in.

However, the EUC-RIMB shall not assign its IP if it considers that the
commercialisation of the IP could potentially bring harm to the name of the EUC.
Decisions regarding potential harm will be taken by the Research Ethics Committee
of EUC.

2. Requests for any transfer of rights from the EUC to another party with rights should
be made in the first instance to the Vice Rector for Research and External Affairs.

3.3.15 Amendments to the Regulations

These Regulations may be amended by the Senate of the EUC on the
recommendation of the Vice Rector for Research and External Affairs.

3.3.16 Death

In the event of a researcher's death, the entitlement shall continue for the benefit
of his or her estate.

3.3.17 Disputes

1. Any gquestion of interpretation or claim arising out of or relating to this policy, or
dispute as to ownership rights of intellectual property under this policy, will
be settled by submitting to the EUC's Intellectual Property Adjudication
Committee a letter setting forth the grievance or issue to be resolved. The
committee will review the matter and then advise the parties of its decision within
60 days of submission of the letter.

2. The Intellectual Property Adjudication Committee will consist of a chair who
is a member of the tenured faculty, at the rank of either a Professor or an Associate
Professor, one member of the faculty from each School, at the rank of either
Assistant Professor or Associate Professor or Professor, an individual from the EUC
with knowledge of Intellectual Property and experience in commercialisation of
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Intellectual Property, and two other members representing, respectively, the EUC
administration, and the student body. The chair will be appointed by the Vice Rector
for Research and External Affairs, with the advice and consent of the Senate
Research Committee, and the remaining members of the committee will be
appointed: the faculty members, each by their School's Council, the
administration representative by the University Council or its designee, and the
student representative by the Student Union.

The committee will use the guidelines set forth in this policy to decide upon
a fair resolution of any dispute.

3. Any disputes regarding the revenue distribution from the exploitation of Disclosable
Works will be dealt with in accordance with the EUC’s normal member of staff or
student dispute procedures as outlined in the contractual terms of conditions.

4. The Parties shall attempt to settle any claim, dispute or controversy arising in
connection with this Policy, including without limitation any controversy regarding
the interpretation of this Policy, through consultation and negotiation in good faith
and spirit of mutual cooperation. Where such claims or disputes cannot be settled
amicably, they may be taken to court.

5. This Agreement shall be governed by, and construed in accordance with the laws
of Cyprus.

4. Offices, Committees and Centres for Research

4.1 Vice Rector for Research and External Affairs

The Vice Rector for Research and External Affairs (from now on referred to as the
Vice Rector) is the person responsible for representing the University on research
matters and enhancing activities related to research within the University.
Moreover the Vice Rector facilitates and supports, when asked by faculty or
research members, all research activities, including the implementation of
research projects, the organization of scientific conferences and the establishment
of research units/labs. In addition, the Vice Rector is responsible for the smooth
implementation of the University’s Research Policy.

4.2 Senate Research Committee
The administration of the research activity is facilitated by the Senate Research
Committee of the University. The Committee composition is prescribed in the
University Charter and the Committee is accountable to the Senate of the
University.

4.3 Research Foundations and Centres
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4.4

4.5

5.

5.1

Research is carried out in university departments, research foundations, and
centers. The Senate suggests to the University Council the formation of new
foundations and research centers or the discontinuation of existing ones, if
necessary.

The University Council approves the establishment of these foundations and
research centres. Separate regulations are issued for the establishment of
University research centres. Detailed description of the mission, area of
specialization, and operation of each foundation or research centre is given in a
separate document.

Research Office

Detailed description of the mission, area of specialization, and operation of the
Research Office is given in a separate document. The job description for the Head
of Research Office is presented in Appendix E.

EUC Research & Innovation Management Board

The Board is appointed by the EUC Senate and is composed by the Vice Rector
of Research and External Affairs, the Head of the EUC Research Office, and a
senior member of the faculty with an established research and funding securing
record. The Board decides independently on research activities and research
projects and reports to the Senate.

Rules Governing External Research Programmes

Suggested procedure for submitting and implementing a funded research
project

The following rules apply for externally funded research projects:

5.1.1 Submission of research proposals:

Faculty and research personnel that are interested in submitting a proposal or
participate in a proposal for ANY kind of externally funded research project
(commercial, consultancy, RPF, European etc) should consult and get the
approval of the EUC Research Office. The formal procedures developed by the
Research Office pertaining to the development of a research proposal and to
participation in a research project should be followed in all cases. Given that in
all research and consulting application forms a budget also needs to be prepared,
the budget will be developed in collaboration with the EUC Research Office,
sharing their expertise with the faculty and research personnel and advising
them accordingly about the cost models and cost categories used in each case.
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This procedure should make sure that the proposal satisfies all the necessary
criteria of the particular research call.

The final approval for financial and administrative issues of proposals or projects
will be signed by the legal representative of EUC.

5.1.2 Project implementation

The formal procedures developed by the Research Office pertaining to the
administration of a research project should be followed in all cases.

In the case where a project is awarded, a copy of the contract and all the original
receipts, invoices, contracts and other accounting documents regarding
expenses of the project will be maintained by the EUC Research Office without
any additional remuneration or personnel costs added to the budget of a project.
The researcher/s involved in an externally funded project are responsible for
submitting all receipts, invoices, contracts and other accounting documents
relevant to their project to this department. No payment will be processed before
the submission of the aforementioned documents to the Research Office.

Timesheets should be kept for all projects. These will be used as the basis for
calculating the money to be paid to researchers for all types of projects. The EUC
Research Office will assist researchers to calculate the hourly and daily rate for
each staff member.

The researcher must also inform the Chief Financial Officer of the University,
through the EUC Research Office, in order to create a separate ledger (account)
in the University's Accounts Department. After completion of the project, the
Accounts Department will keep the file on record for 5 years or more if needed
by the contractual agreement.

The EUC Research Office should keep a file with all the details concerning the
project. The file must be made available to the Senate Research Committee
upon request.

5.1.3 Financial issues concerning externally funded research projects

All incoming funds for the execution of a project are deposited in a separate
account (ledger) of the University and all necessary expenses with their receipts
relating to the project are signed by the Vice Rector for Research and External
Affairs,.

The time spent by faculty and research personnel on national, European or
international research projects is, with rare exceptions, an eligible cost for
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inclusion in a project budget at a level which reflects the time to be spent by
faculty and research personnel on the project and the employer’s cost. These
are real project costs and their inclusion in project budgets is strongly required.

Salary payments to faculty and research personnel will be paid out regularly by
the Accounts department upon the project coordinator’s request to the Research
Office and provided that the allocated amount for the previous period has been
received from the funding agency and all reporting requirements for the previous
period to the funding agency have been met.

In cases of delay in receiving the predetermined instalment, the University will
grant to the researcher the required funds (not  his/her
compensation/remuneration but costs such as equipment, consumables,
traveling) to initiate the research, provided that a copy of the contract and all
necessary documentation had been submitted to the Research Office.

Employment of additional temporary staff, budgeted for completion of the
research project, will be the responsibility of the project coordinator. The
remuneration for temporary staff will depend on the corresponding budget of the
project and the possible allocation of funds for this purpose.

Subcontracting activities within the framework of a research project will be the
responsibility of the project coordinator. These activities should be in alignment
with the corresponding budget of the project, the grant rules, and the EUC
subcontracting policy.

In the case where a faculty or research personnel fails to complete a research
project due to failure to meet his/her contractual obligations, or if it is clear that
there was an intention of misconduct and there are financial damages laid upon
the University relating to this event, the faculty or research personnel is liable to
pay these damages. This will not be applied in cases such as health problem,
etc, where there is clearly not an intention of misconduct.

5.1.4 University research fund

All funds allocated for research from externally-funded research projects, the
University as well as funds offered for research purposes from third parties will
be deposited in the University Research Fund. Recommendations for the
allocation of funds are made by the EUC Research & Innovation Management
Board and are subject to the final approval of the Senate. These funds can be
used to finance solely non-economic research activities such as:

@) Participation of academic researchers in conferences, seminars, and

meetings to co-ordinate activities, which are needed for submission of
external programmes.
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(b)  The administration costs associated with providing support services to
academic researchers.

(c) Organisation of training seminars for the faculty and research personnel
of the University; these seminars shall be organized if and only will
help/assist and/or facilitate researchers to enhance and further develop
their knowledge in subjects related to their research fields and help them
design and implement research projects.

(d) Purchase of software, hardware and equipment that are needed by faculty
and research personnel for research projects.

(e) The funding for the University’s Internal Research Awards

)] The funding of PhD scholarships

(9) Development of Infrastructure related to the research activity of the
University.

(h) Funding of the activities of the Research Office of the University

0] Open Access Publication Fees

0) Any other activities pertaining to the wide dissemination of research-
generated outputs

6. Rules Governing Internal Research Awards

The University’s “Internal Research Awards” (IRA) are launched on an annual
basis by the Senate Research Committee, are announced by the Vice Rector for
Research & External Affairs and financed by the University Research Fund and
external sponsors as described in Section 5.1.4 above.

6.1 Purpose

IRAs are awarded to EUC faculty in order to pursue research and other creative
work. IRAs provide support for exploratory research projects which might result
in proposals submitted for external funding or in creative work that is likely to
enhance the recognition of the faculty and research personnel and the University
at large. IRAs may be used for funding travel, equipment, supplies, PhD student
assistants’ scholarships, student assistants, research assistants and other
expenses. Funding for this programme comes from the University Research
Fund.

6.2 Eligibility for the awards
All full-time faculty members of the University who have the rank of Assistant
Professor or higher are eligible to apply for the awards. Specific eligibility criteria

may apply for each type of award.

6.3 Application Procedure
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The Vice Rector for Research and External Affairs initiates the selection process
by issuing a call for proposals. The deadline for the submission of proposals will
be announced. Application materials will be available from the office of the Vice
Rector for Research and External Affairs and the proposals will be submitted
electronically to the office of the Vice Rector.

6.4 Selection and Evaluation Procedure

The selection is made by an ad-hoc sub-committee of the Senate Research
Committee.

For the evaluation, the following criteria are applicable:
Research Activity 40%

e Quality of the results of the Applicant’s research activity and their importance at
an international level.

e Publications of the Applicant’s research results in distinguished scientific journals
and presentations in high impact international conferences.

e Evidence of the use and exploitation of the results of the research activity for the
improvement of the quality of life in Cyprus and the wider European area or/and
the possibility of commercial exploitation, introduction in the international market
and patent registration.

Curriculum Vitae 40%
e Qualifications and achievements of the Applicant.
Future Research 20%

e Suggested framework of activity for the continuation of the applicants’ work in the
next 2-3 years.

The selection committee may request an external review of each nomination if it is
deemed necessary.

7. Teaching Hours Reduction for Research Purposes

The University rewards members of staff who excel in research by awarding them
Teaching Hours Reduction (THR). A THR may be awarded if the member of staff
fulfils the conditions in one or more of the three schemes outlined below.

A member of staff may be awarded a THR under more than one of the schemes
described below if he/she is eligible. The minimum teaching per semester can be
reduced down to 6 hours per week based on the accumulated research load
reduction hours. An exemption may be considered for Deans and Chairs.
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All allocations of THR under the three schemes outlined below will be made after a
recommendation of an ad-hoc committee chaired by the Vice Rector for Research
and External Affairs. The committee will take into account scheduling constraints
and other considerations for the sustainable development of research activity at the
university. The committee will meet at an appropriate time in each semester in order
to make the THR allocations in time for the preparation of the schedule of classes
for the next semester.

7.1 Award of a THR for participation in research projects

Members of staff are eligible to apply for a Teaching Hours Reduction (THR)
when conducting funded research for the full duration and until the completion of
relevant funded projects. Should their application meets with success, funded
project coordinators are entitled to a three-hour teaching reduction per semester
for the whole duration of the project, whereas research partners are eligible for a
THR equivalent to at least one third of the duration of the project.

Based on the policy of the University with regard to THR requests, Faculty,
research and Other Teaching Personnel (OTP) members are expected to submit
a written request to the Chairperson of his/her Department before the beginning
of the academic year/semester. The Chairperson will process the THR request
by way of making a relevant recommendation to the Dean of School. The Dean
will then forward his/her recommendation to the Vice Rector for final approval.
After the deadline expires, applications for teaching hours reduction will not be
accepted.

The deadlines for submitting a request for teaching load reduction per semester
are the following:

For the Fall Semester: 1st of May
For the Spring Semester: 31st of October

If a research proposal was awarded a grant after the special case of approval of
a research/grant proposal (i.e. RPF, EU etc) while an academic year is in
progress, a THR request should be submitted and be approved prior to the
beginning of the next semester, during which the teaching load reduction will be
applied. The research project should commence at least one month before the
beginning of the next semester for the THR to be awarded.

7.2 Award of a THR for writing a book

A three-hour teaching reduction per semester will be awarded for the purpose of
writing a book upon submission of a publishing contract by a reputable publisher.
A total of two THR allocations (maximum 6 credits) will be made under the
scheme for each book contract. The same deadlines and application procedure
apply as in the scheme described in section 7.1.
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7.3

8.

8.1

8.2

Award of a THR by accumulation of points

A third scheme for the award of a THR takes into account the research activity of
members of staff and the points they have accumulated according to the tables
given in Appendix D. A THR of 3 hours per week is awarded to faculty members
once they accumulate 100 (one hundred) points and the same number of points
are automatically deducted from his/her accumulated total. Points accumulated
over time but not utilized by a member of staff will simply remain at his/her
disposal.

Note that members of staff may consider the year 2016 as the starting point for
calculating points accumulated through research. The calculation of points will
be valid after it has been approved by the Dean of the School and the Vice Rector
for Research and External Affairs.

New faculty members can also get THRs under this scheme from the first
semester of their employment. The points accumulated from their publications in
the five (5) years prior to their appointment will be taken into account.

Equipment Acquired through Internal and External Funding

Equipment acquired through University funds

All equipment that has been acquired through funds that come directly through the
university’s funds (internal research grants, university research funds) will belong
solely to the University and will be used by the faculty and research personnel’s
affiliated department or lab, according to the affiliation used by said faculty and
research personnel in the funded research proposal and/or project. The faculty and
research member is entitled to use the equipment throughout the duration of the
funded project and this remains within the research unit/laboratory once the project
is completed, or within the faculty member's department, under his/her direct
supervision if s/he does not belong to a unit / lab. Any required maintenance of the
equipment should be undertaken by the University.

Equipment purchased through external funding

Equipment (software and hardware) is often provided in full or partly in the budget
of externally funded projects to enable the faculty and research member to carry
out research effectively. This kind of equipment (computers, projectors, software
programmes, fax and printing machines, etc.) remains property of the University for
the exclusive use for research related activities and remains in the faculty or
research personnel’'s research unit/laboratory or when this is not applicable in
his/her department, under his/her supervision. The faculty member is entitled to use
the equipment throughout the duration of the externally funded project. When
faculty or research personnel who have had externally funded research projects

28



leave the University, the status of any equipment purchased remains a property of
the unit/lab or department that the faculty or research personnel belonged.

Any required maintenance of the equipment should again be undertaken by the
University.

The EUC Research Office is committed to working with faculty or research personnel
to develop proposals for research and teaching equipment. Equipment grants
usually require an institutional match, and faculty or research members are advised
to consult with the EUC Research Office and the Director of MIS early in the process
about this matter. The MIS should be able to help faculty or research personnel to
identify the best hardware and software products and estimate costs for proposal
budgets.

8.3 Provision of computing equipment by MIS

The MIS department supplies desktop office computers, computer teaching labs,
copy and printing machines and other types of equipment needed for research
(software and hardware). The Director of the MIS department is responsible for
keeping the University’s inventory records and adjust these in the case of equipment
purchases or wearing out of equipment (being fully depreciated).

9. Policy on Research Staff

9.1 Introduction

Academic Research Staff are EUC contract employees hired to work on EUC research
activities as defined below. As EUC employees, Academic Research Staff are subject
to all policies and procedures related to EUC employment, and receive all benefits
implied by the employment law.

9.2 Definitions of Roles
The following positions for research staff are being described in the following sections:

Research Associate
Research Fellow

Senior Research Fellow
Honorary Research Staff

9.2.1 Job Description for the Position of Research Associate

9.2.1.1 Overall Role
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For researchers who are educated to first degree level (and Master’s degree) and who
possess sufficient breadth or depth of knowledge in the discipline of research methods
and techniques to work within their own area. Role holders who gain their doctorate
during the course of employment will normally be recommended for promotion to
Research Fellow, if this is appropriate for the duties and responsibilities of the post.

As a team member of the Research Laboratory/Programme the Research Associate will
contribute quality research outputs and conceptual support to projects. With the
guidance of the supervisor/programme leader, and within the bounds of the Research
Laboratory/Programme mandate, the Research Associate will:

9.2.1.2 Key Responsibilities

e Conceptualize and conduct short-term experiments and research activities in
support of broad-based/longitudinal research projects, ensuring consistency with
established methodological approaches and models, adherence to project
timelines, and completeness of documentation;

e Conduct studies of related literature and research to support the design and
implementation of projects and development of reports, ensuring conceptual
relevance, comprehensiveness, and currency of information;

= Write and publish articles in peer-reviewed journals that highlight findings from
research and experimental activities ensuring consistency with the highest
standards of academic publication and showcasing the Centre’s/Programme’s
scientific leadership;

< Communicate to Programme/Project team developments/progress and results of
research activities ensuring that relevant information and issues in the
implementation of projects/experiments are captured in as comprehensive and
timely manner as possible;

« Develop collaborative links with core scientific personnel in related programme
areas to gain exposure to, and build knowledge on experimental/research
activities and approaches, in order to subsequently improve conceptual
development and implementation of existing programmes;

= Utilize appropriate and current techniques/protocols in experimental laboratory
management to ensure integrity and security of experimental process,
comprehensive documentation, and replicability of experimental procedures;

e Design and organize databases along project frameworks and experimental
research design that support overall research management, including the
monitoring and evaluation of project inputs, actions, and outcomes, as well as the
subsequent integration of these databases to other databanks;

« I|dentify areas of improvement within the research structure using integrated
management approaches in pursuit of capacity building/strengthening and the
preservation of scientific rigor in research studies.

e To contribute to the design of a range of experiments/fieldwork/research
methodologies in relation to the specific project that they are working on
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e To set up and run experiments/fieldwork in consultation with the Principal
Investigator, ensuring that the experiments/fieldwork are appropriately supervised
and supported. To record, analyse and write up the results of these
experiments/fieldwork.

e To prepare and present findings of research activity to colleagues for review
purposes.

e To contribute to the drafting and submitting of papers to appropriate peer
reviewed journals.

= To prepare progress reports on research for funding bodies when required.

= To contribute to the preparation and drafting of research bids and proposals.

e To contribute to the overall activities of the research team and department as
required.

= To analyze and interpret the results of their own research

9.2.1.3 Skills and Qualifications

Education: Level Bachelor and/or Master’s in the Programme Area

Experience and SkKills:

Basic research skills and knowledge of research techniques

Ability to analyse and write up data

Ability to present and communicate research results effectively to a range of audiences

9.2.1.4 EUC Pertaining Benefits

Researchers will have access to facilities which are necessary and appropriate for the
performance of their duties.

- Desk, Telephone line and PC

- MS Office, SPSS, Email and Printing Rights

- Business Cards with the University Emblem and the Research Laboratory they belong
to

- Full access to the library

All researchers must receive the same forms of employment documentation as other
academic-related staff of the University:

- a formal contract signed by the relevant appointing authority;

- written confirmation of any changes in the terms of employment;

- job description or the generic description of the role and, where appropriate, a list of
expected research goals;

- further to the completion of the contract, researchers are responsible for returning in
good condition all the equipment as well as business cards that have been provided to
them.
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9.2.2 Job Description for the Position of Research Fellow

9.2.2.1 Overall Role

A Research Fellow is a researcher with some research experience and who has typically
been awarded a doctoral degree. A Research Fellow will often have supervisory
responsibilities for more junior researchers and will often lead a team of researchers to
achieve a research project’'s aims. They will initiate, develop, design and be responsible
for the delivery of a programme of high quality research and may have full authority over
several phases of project work.

9.2.2.2 Key Responsibilities

= Design, Conceptualize and conduct short-term experiments and research activities
in support of broad-based/longitudinal research projects, ensuring consistency with
established methodological approaches and models, adherence to project timelines,
and completeness of documentation;

e Supervise and Conduct studies of related literature and research to support the
design and implementation of projects and development of reports, ensuring
conceptual relevance, comprehensiveness, and currency of information;

e Write and publish articles in peer-reviewed journals that highlight findings from
research and experimental activities ensuring consistency with the highest
standards of academic publication and showcasing the Centre’s/Programme’s
scientific leadership;

e Take the lead within the team and communicate to Programme/Project team
developments/progress and results of research activities ensuring that relevant
information and issues in the implementation of projects/experiments are captured
in as comprehensive and timely manner as possible;

= Develop collaborative links with core scientific personnel in related programme areas
to gain exposure to, and build knowledge on experimental/research activities and
approaches, in order to subsequently improve conceptual development and
implementation of existing programmes;

« Utilize appropriate and current techniques/protocols in experimental laboratory
management to ensure integrity and security of experimental process,
comprehensive documentation, and replicability of experimental procedures;

e Design and organize databases along project frameworks and experimental
research design that support overall research management, including the monitoring
and evaluation of project inputs, actions, and outcomes, as well as the subsequent
integration of these databases to other databanks;

» I|dentify areas of improvement within the research structure using integrated
management approaches in pursuit of capacity building/strengthening and the
preservation of scientific rigor in research studies.

= Develop research objectives, projects and proposals.

e Conduct individual or collaborative research projects.

« |dentify sources of funding and contribute to the process of securing funds.
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= Act as principal investigator on research projects.

e Manage and lead a team of researchers to achieve the aims of a research project.

e OQOversee and appropriately supervise and support the research activities
(experiments, fieldwork etc.) of a research programme/project.

= Ensure that research results are recorded, analysed and written up in a timely
fashion.

e Manage research grants in accordance with EUC Financial Regulations and the
conditions of the funding body (e.g. EU, RPF etc.)

e Prepare and present findings of research activity to colleagues for review purposes.

= Submit papers to relevant peer reviewed journals and attend and present findings at
relevant conferences.

* Prepare progress reports on research for funding bodies when required

= Participate in and develop external networks, for example to identify sources of
funding or to build relationships for future research activities

9.2.2.3 Skills and Qualifications

Education: Level PhD in the Programme Area

Experience: at least 1-3 years relevant experience.

The candidate must possess sufficient specialist knowledge in the specific discipline to
develop research programmes and methodologies.

9.2.2.4 EUC Pertaining Benefits

Researchers will have access to facilities which are necessary and appropriate for the

performance of their duties.

- Desk, Telephone line and PC

- MS Office, SPSS, Email and Printing Rights

- Business Cards with the University Emblem and the Research Laboratory they belong

to

- Full access to the library

All researchers must receive the same forms of employment documentation as other

academic-related staff of the University:

« aformal contract signed by the relevant appointing authority;

= written confirmation of any changes in the terms of employment;

= job description or the generic description of the role and, where appropriate, a list of
expected research goals;

= further to the completion of the contract, researchers are responsible for returning in
good condition all the equipment as well as business cards that have been provided
to them

9.2.3. Job Description for the Position of Senior Research Fellow
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9.2.3.1 Overall Role

A Senior Research Fellow is an experienced researcher holding a leadership role in a
research group/centre/institute. Post-holders are expected to undertake the role of
Principal Investigator on major research projects, exhibit a strong reputation for
independent research, and provide academic leadership. They are also expected to
support the management activity of the relevant School/Research Centre, and
contribute to the delivery of the School’'s/ Centre’s/Laboratory’s research strategy.

9.2.3.2 Key Responsibilities

e Supervise postgraduate research students

e Contribute to the development of research strategies for the relevant
School/Centre/Laboratory.

e Define research objectives and questions

Develop proposals for research projects which will make a significant impact by

leading to an increase in knowledge and understanding

Actively seek research funding and secure it as far as it is reasonably possible

Generate new research approaches

Review and synthesise the outcomes of research studies

Interpret findings obtained from research projects and develop new insights

Contribute generally to the development of thought and practice in the field

Provide academic leadership to those working within research areas - for example,

by co-ordinating the work of others to ensure that research projects are delivered

effectively and to time

e Contribute to the development of teams and individuals through the appraisal system
and providing advice on personal development

e Act as line manager (e.g. of research teams)

e Act as a personal mentor to peers and colleagues

e Provide advice on issues such as ensuring the appropriate balance of research
projects, appointment of researchers and other performance related issues

e |dentify opportunities for strategic development of new projects or other areas of
research activity and contribute to the development of such ideas

9.2.3.3 Skills and Qualifications

Education: Level PhD in the Programme Area

Experience: at least 7-10 years relevant experience. Significant post-qualification
research experience with a track record of high-quality publications.

Experience of successful supervision of students

Experience in a leadership role in a Research Group/Centre or Laboratory
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9.2.3.4 EUC Pertaining Benefits

Researchers will have access to facilities which are necessary and appropriate for the

performance of their duties.

- Desk, Telephone line and PC

- MS Office, SPSS, Email and Printing Rights

- Business Cards with the University Emblem and the Research Laboratory they belong

to

- Full access to the library

All researchers must receive the same forms of employment documentation as other

academic-related staff of the University:

« aformal contract signed by the relevant appointing authority;

= written confirmation of any changes in the terms of employment;

= job description or the generic description of the role and, where appropriate, a list of
expected research goals;

= further to the completion of the contract, researchers are responsible for returning in
good condition all the equipment as well as business cards that have been provided
to them

9.3 Procedures for Appointment

9.3.1 Selection and Search Procedures

As a general rule, an appointment to the Academic Research Staff requires a search for
a suitable candidate. Searches are initiated with a written vacancy announcement, such
as in relevant professional journals or other publications.

The text for the announcement should be sent to the Office of the Vice Rector of
Research and External Affairs and the Office of the Director of Human Resources,
clearly describing the terms of employment, length of employment, identity and duration
of funding sources contributing to his or her salary and line manager (the person the
researcher will be reporting to). The text should be advertised for a reasonable amount
of time. A copy of a current CV, a cover letter and at least one recommendation should
be sought for. A short list of the potential candidates will be created based on merit and
the top part of the list will be called for a structured interview with the line manager. At
the end of the procedure, the line manager will report back to the Office of the Vice
Rector of Research and External Affairs and the Office of the Director of Human
Resources, the name(s) of the proposed Researcher.

9.3.2 Criteria for the Appointment to Rank of Research Associate

Minimum qualifications as described in Section 9.2.1.
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9.3.3 Criteria and Procedures for the Promotion to the Rank of Research Fellow

A Research Associate may, during the course of his/her appointment obtain, his/her
PhD. In such cases, the employee (provided that he/she fulfils the work experience as
described in Section 9.2.2) is promoted to the rank of Research Fellow. If the funding
source that sponsors the program the researcher is assigned to accounts for a pay rise
this is immediately applied.

9.4 Honorary Research Staff

The work of Research Centres is enhanced by the involvement and collaboration in the
Research Centres’ activities of personnel who are not employees of the University. To
recognise the association, EUC may confer an honorary title to such individuals during
the period of their association. An honorary title may not be conferred on an employee
of EUC.

The title to be conferred will depend on the level of distinction and qualification of the
candidate. Applications should come from the Dean of the School with:
e a copy of the person’s CV
e a citation that should include:
0 a description of contributions to teaching
0 research being undertaken with academic staff as evidenced by joint
publications/research projects and research grants or contracts being held
jointly or a significant involvement in industry/academic joint activities
within the College
o rationale for offering the association
o the start date and end date of the association

Honorary titles are intended to recognise ongoing attachments and are awarded for a
fixed term, normally up to three years in the first instance. No monetary honorarium is
associated with the offer.

The honorary research titles that can be awarded are:
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9.4.1 Honorary Principal Research Fellow

Will have made an outstanding contribution to teaching and research

9.4.2 Honorary Senior Research Fellow

Extensive research experience required, the quality of which is determined by refereed
publications, invitations to speak at conferences, hold an established national reputation
and a known or developing international reputation. Have the ability to attract significant
external research funding. Will usually lead a team of other research staff, possibly
drawn from several disciplines

9.4.3 Honorary Research Fellow

Proven ability of high quality research, evidenced by authorship of a range of
publications. Capable of attracting external research funding. May be required to
undertake project management and/or supervise teams and other research staff;
expected to provide expert advice and guidance to others

9.4.4 Honorary Research Associate

Required to produce independent original research and to take initiatives in planning of
research.

9.5 Intellectual Property Rights

All IP generated throughout the employment of an Academic Research Staff Member
belongs to EUC. In such cases that the Researcher is employed in a project that assigns
explicit IP rights (e.g. an EU funded project) then the rules as set out by the funding
agency are followed.

Honorary Research Staff may be required to assign the rights to any IP they create in
the course of their academic activities to EUC. EUC may have obligations to
organisations which are funding the research (e.g. an EU funded project) in question
which it will not be able to honour without such an assignment of rights being in place.
For the purposes of IP rights associates are treated as if they were EUC Employees.

9.6 Involvement of Research Staff
Wherever possible, Academic Research staff should be encouraged to take part in
university decision making processes, for example by inclusion in relevant departmental

committees. Where appropriate, researchers should be included at University level, for
example as representatives in working groups and staff consultation exercises.
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Appendix A:

A Technology Transfer Process Map —to be completed when the TTF has been

established.

Research &
Discovery

Invention
Disclosure

Office of VR
Research

Technology Transfer
facility

Due Diligence &
Commercial
Assessment

If NO release IP
to Researchers

Distribution
of licencing
income

U
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Appendix B:

Invention Disclosure Guidelines

Invention Disclosure Form - Example

An Invention Disclosure Form (IDF) is designed to determine the basic facts relating to
an invention, design, or copyright material. It is a way of capturing an invention and
establishing who the inventors are, what the invention is, who is funding it, what the
anticipated product/ market is and initiate Intellectual Property (IP) due diligence.
Information on the following aspects of an invention should be included in an Invention
Disclosure Form.

1.

Descriptive Title of the Invention.

2. Who was involved? Please specify for each individual who contributed, invented or

13.

authored (if software):
a. Their names and if any are foreign nationals;
b. Who their employer is; are any contracts or arrangements in place?

c. What they contributed to the development of the technology (e.g. came up with
the original idea; designed experiments; carried out experimental work; wrote
code)

Detail of your invention:

a. What do you think your invention is?

b. What will your invention be used for?

c. What are the advantages of your invention and how does it improve on the
present situation?

d. What is new about your invention?

e. How and why does it work? What is the science behind the invention

f. Are there any other uses of the invention?

Interest from external organisations and their details.

Information on published literature (including patents) relevant to your invention?

When and where the invention was first conceived?

What are your future plans for developing the technology?

Who have you told about the invention, when and where?

When did you first describe the invention in writing or electronically?
Publications, abstracts, conferences to date.

. Publication and conference plans.
. Funding information (comprehensive), e.g. including third party support, Material

Sales or Transfers, patient consents.

For inventions that include software, please provide the following additional
information.

Application name and version number.
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14. For source code developed by the researchers identified in question 2 above,
include: source files used, programming languages, development tools, copyright
protection in source code.

15. For new versions, include: source files changed, added or removed since the
previous version, documentation required for others to use, if the source files have
been distributed outside the university, and in what form, and are the source files
available as a web-download — inc. URL and terms under which the download is
available.

16.For other source files or libraries that are required to build the software application
(external software), list the following: all external software required to use the
application; who owns that software, how was the software obtained, license terms
or FOSS — name of the license.
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Appendix C:

Suggested Revenue Sharing Scheme

The EUC will share royalty income with employees and/or students involved in

producing Disclosable Work whose exploitation generates revenue. Payments are

overseen by the EUC-RIMB, but the EUC will normally share royalty income in

accordance with the table below. This may be either as a lump sum or as royalty income

over a period of time.

Table C1
Net Revenue | Allocated | Allocated to the Allocated to the Allocated
to the EUC Research | Creator’/s School | to Support
Creator/s Fund Budget the TTF
100% 50% 20% 20% 10%

41



Appendix D

D1. Points accumulation from Research

Table D1 details the evaluation categories which will be used for the calculation of
research points allocated to EUC researchers. The table has been constructed taking
into account the following:

1. The points awarded are based on the evaluation of research
accomplishments, not on the estimation / calculation of hours spent during
the implementation of a research activity.

2. A research accomplishment is any research-related activity which
strengthens the research portfolio and enhances the research esteem of
a researcher in particular, and the EUC in general

3. It is apparent that specific research accomplishments cannot be evaluated
in a similar manner across the range of research disciplines. Therefore,
the following table is implicitly “averaging” the weight of these
accomplishments, so that the scheme can be operational and fair.

4. The term “national”, when used in association with a conference, refers to
one which is local in nature (i.e. only researchers from Cypriot Universities
and other Cypriot research establishments participated in it).

5. The term “international”, when used in association with a conference,
refers to one which is international in nature (i.e. researchers from
Universities and other research establishments from at least two countries
participated in it).

6. The term “national”, when used in association with a publication refers to
one published by a Cypriot university or other Cypriot academic publishing
house.

7. The term “international”, when used in association with a publication refers

to one published by an international university or other international
academic publishing house.

Where a publication of any type (conference, journal, book chapter, monograph,
textbook, book, or other) concerns two or more authors, the following points’ calculation
rules will apply: For cases up to (and including) two (2) authors, full points are awarded
to the author in consideration. For each additional co-author (three (3) authors or more),
a deduction of 2 points will be implemented on the full points’ allocation for the category
considered. The minimum points that an author will be awarded cannot be smaller than
50% of the full points’ allocation for the category considered.
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Table D1

Points | Conferences Journals Books Research Projects Other*

5 1. Presentation of poster 1. Unsuccessful submission of Member of
/ article in national funded research proposal in scientific /
conference (refereed) national / international conference
2. Presentation as organization (research partner) organizing
invited keynote speaker committee
(refereed national (national /
conference) international)

10 1. Presentation of 1. Publication of | Publication of | 1. Unsuccessful submission of General
refereed poster / article | refereed journal | refereed funded research proposal in Chair or
in international article (journal book chapter | national organisation (project Program
conference (refereed) notin ISI/ (national) coordinator) Chair of
2. Presentation as Scopus / ACM / refereed
invited keynote speaker | IEEE/etc.) national
(refereed international 2. Editor of conference
conference) refereed journal
3. Editor of national special issue
conference proceedings | (journal notin ISI
(refereed) / Scopus / ACM /

IEEE/etc.)

15 1. Editor of international Publication of | 1. Unsuccessful submission of General
conference proceedings refereed funded research proposal in Chair or
(refereed) book chapter | international organization (project | Program

(international) | coordinator) Chair of
refereed
international
conference
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Table D1 (continues)

refereed journal
article (journal in
ISI/ Scopus /
ACM / IEEE/etc.)

Points | Conferences Journals Book Research Projects Other*
Chapters /
Editors
20 1. Editor of Editor of
refereed journal | refereed
special issue book / book
(ournal in ISI'/ series
Scopus /ACM /
IEEE/etc.)
25 1. Publication of

* For these categories only 50% of the points will be accumulated
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D2. Points accumulation from Research / Department of Arts
Due to the nature of the research conducted in the Department of Arts, Table D2 has
been produced to address the research output of the Department. For all other research
outputs such as journal papers, conferences, books, etc. the European University Cyprus’
“Points’ accumulation” table given in section D1 must be followed.

Table D2
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Points

Other

Performance /Exhibition (Artist

Creative works

Workshop/Seminars/Festiva

Is
/Competitions/
Broadcasts/Residencies
Music Graphic Music Graphic
Design/Visual Arts Design/Visual
Arts
5 A0l A02 AO03 A04
Performance - | Participation in Composition for e National Performance
National level local group up to 4 musicians or Broadcast of a
(partial exhibition composition/arrangem
performance) ent
e Adjudication of
Competition
e Invited workshop / art
lecture in national
conference/festival
10 AO5 A06 A07 A08 A09
Performance - | Participation in Composition Publication e International
International international group | from 5-10 design Performance or
level (partial exhibition musicians (national/internati Broadcast of a
performance) onal) - booklets composition/arrangem
covers ent
Part of e Competition Finalist
ensemble e Invited workshop / art
studio lecture in international
recording/ less conference/festival
than 3 tracks e Invited Artist
(Workshop)
15 Al10 All Al2 Al3 Al4A
Performance - | Editor of exhibition | Composition for Publication e Competition Winner
National level catalogue 10 musicians and | design e Invited Artist (Festival —
(entire concert) | (national/internatio | above (international) - duration more than
Performance nal) books and three days)
with Large exhibition Al4B
Ensemble catalogues Chair of international
arts/music festival
Part of
ensemble
studio
recording/
more than 3
tracks
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20 Al5 Al6 Al7 Al8 Al19
Performer — Participation in Composition for Commissioned Participation in funded
International national solo Symphonic work by international residency
level (entire exhibition Orchestra government/mus
concert) / eum/
other cultural
Solo studio institution
Recording
(CD) less than
3 tracks
25 A20 A21 A22 A23
Solo studio Participation in Publication of a Project: Curation
Recording international solo composition of national /
(CD) more than | exhibition (Score/CD) by an | international
3 tracks International exhibition

Music Publishing
House
/Recording
company
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Appendix E

JOB DESCRIPTION FOR THE HEAD OF EUC RESEARCH OFFICE
Head of EUC Research Office

The Head of EUC Research Office is the chief administrative officer of the Office and is
accountable/ reports to the Vice Rector of Research and External Affairs. He/she is ex
officio member of the Senate Research Committee and a member of the EUC — Research
& Innovation Management Board. He/she provides leadership in the services provided by
the Office to the research community of the University and is responsible for the overall
management of the Office’s resources and staff. He/she acts as agent of the Office in
executing the EUC Research Administration procedures, and serves as the medium of
communication for all official business of the Research Office with other University
authorities and bodies and the public. The Head of Research Office has ultimate
responsibility for the general operation and development of the Office.

Duties and Responsibilities of the Head of Research Office
1. JOB SUMMARY

The Head of Research Office reports to the Vice Rector of Research and External Affairs.
He/she has the overall responsibility for the smooth and effective functioning of the
Research Office, and is responsible for the coordination and the development of the
Office’s operations.

2. DUTIES AND RESPONSIBILITIES
The key areas of duties and responsibilities of the Head of Research Office are as follows:
a. Contribution to Academic Excellence

e Promotes, encourages and supports academic excellence through the
University’s participation in funded research projects and other research
activities.

e Contributes to the achievement of goals pertaining to research within the
university as set by the Vice Rector of Research and External Affairs

e Provides ongoing support to the Vice Rector of Research and External Affairs
for the implementation of the University’s Research Policy and improvement of
research outputs and performance.

e Implements, in cooperation with the Vice Rector of Research and External
Affairs, the procedures of the University (Research Administration Procedures)
concerning the submission of proposals and the administration of projects
funded by national, European and international funding agencies and other
bodies. Ensures that new academic staff are made aware of these procedures
and facilitates for their smooth adaptation to the environment.
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Overviews the operations of the Research Office as follows:

I.  Monitoring of national, European, and international funding opportunities
and dissemination to faculty and researchers

II. Administrative support provided during the submission of research
proposals and during the management of a wide range of research
projects

lll. Organization of presentations and training sessions for the EUC faculty,
other teaching personnel, and researchers affiliated with the University

IV. Organization of outreach events aiming at the wide dissemination of
research outputs produced by the University (e.g. Research Days)

V. Contribution to University Quality Assurance processes

Accepts/undertakes additional responsibilities/functions/duties as may be

assigned by the Vice Rector of Research and External Affairs and the

University in general.

Internal processes, procedures and controls

Assumes responsibility for the department’s overall performance and ensures
that tasks are executed effectively and on time according to the relevant
policies

Reviews and recommends changes for the adaptation or improvement of
existing institutional policies and procedures related to research.

Prepares relevant reports and/or documents for quality control purposes and
alignment with the directives of funding organizations

Safeguards personal and other confidential information and acts as the GDPR
Data Protection Officer of the Research Office

Relations with other Academic Entities

Serves as an ex officio member of the Senate Research Committee and the
EUC — Research & Innovation Management Board.

Represents the Office in its working relationship with other Schools,
departments, academic units within the University.

Participates in all decisions about the operation of the Research Office
Serves on various committees as set forth in Internal Regulations

Encourages inter-disciplinary links within the University, as well as
collaborative links in research activities with other Universities and research
organizations

Represents the University in professional matters external to the University
setting, i.e. relevant to the University's relations with research stakeholders,
funding agencies, and partner institutions.

Staff Governance

Oversees and makes decisions on the allocation of the Research Office’s
personnel’s tasks
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Assesses and ensures the effectiveness of all personnel in a continuous quality
improvement

Serves as liaison with the Director of Human Resources and oversees the
development of staff in the Research Office

Articulates the University policies and procedures to the Office’s personnel and
ensures that all involved parties have the same level of understanding of the
Office’s policies and procedures, and offers relevant support as needed
Maintains good working relationships with the Office’s personnel

Holds regular meetings with the Office’s personnel to review, inform and
consult on administrative and strategic development issues pertinent to the
Office

Identifies resource needs (staff, infrastructure, other) for the Research Office in
cooperation with the Vice Rector of Research and External Affairs.
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APPENDIX XI - Internal Regulation on Sabbatical Leave

(—y | European
C? ‘ University Cyprus

INTERNAL REGULATION ON

SABBATICAL LEAVE

73 Senate Decision: 22 May 2020

Policy on Sabbatical Leave

1. Purpose

The objective of a Sabbatical Leave is to increase a faculty’s value to the
University and thereby improve and enrich its programs. Such leave is not
regarded as a reward for service or as a vacation or rest period occurring
automatically at stated intervals. Sabbatical leaves are granted for planned
travelstudy, formal education, research, writing of papers, monographs and
books or other experience of academic value.

A Sabbatical Leave, as distinguished from a terminal leave, a leave without
compensation, or a leave for reasons of health, is defined at EUC as a leave
for encouraging faculty members to engage in scholarly research and
international networking that will increase their scholarly achievement or their
capacity for service to the University internationalization policy. A Sabbatical
Leave is not granted for taking regular academic or other employment with a
financial advantage elsewhere.

2. Terms

A Sabbatical Leave is granted to a faculty member, beginning September 1, for
the usual teaching terms (i.e., September to June complete) of one academic
year (two semesters). However, as an alternative, a faculty member who has
qualified for a full year of Sabbatical Leave may apply for such sabbatical to be
divided into two terms falling within a six-year period, each such term
representing one semester.

The cost of replacing a faculty member during Sabbatical Leave is to be kept
as low as possible by arrangements such as rotating courses, employing part-
time academic staff, and making internal adjustments in the academic
Departments concerned. In all cases, the relevant School must give the final
approval for the implementation of the Sabbatical Leave in a particular
semester so that the smooth operation of the academic programs offered by
the School is not affected by severe staff shortage.

3. Procedure for Granting a Sabbatical Leave
Application for a Sabbatical Leave should be made by the faculty member and
submitted to the Department Chairperson no later than December 1, preceding
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the academic year in which the leave will be carried out. The faculty member
should submit the completed application form which will include a plan of
activities during the Sabbatical Leave. Letters of acceptance from the
institutions which will host the faculty member during his/her leave should also
be attached.

The Department Chairperson must forward the application with an
accompanying recommendation to the appropriate Dean by the following
December 15. The recommendation shall include a statement of the proposed
method of handling the normal duties of the faculty member while on leave.

The Dean must forward each application and the accompanying
recommendation of the Department Chairperson, together with the Dean’s own
recommendation, to the Office of the Rector by January 15.

The Office of the Rector will forward all applications to the Chair of the Ad-hoc
Committee which will evaluate the proposals. The Ad-hoc Committee will
consist of the Vice-Rector of Research & External Affairs (chair), the Vice-
Rector of Academic Affairs and the Director of Human Resources. The
evaluation procedure for the awards is described in the following section.

4. Evaluation Procedure for the Sabbatical Awards

The Committee will decide each year the number of new sabbatical awards
which will be made to the whole University. This will not be less than 3% of EUC
faculty in the current academic year.

The Committee will determine the number of new sabbatical awards which will
be made to each School in the current academic year. To do this, the
Committee will consider the proportion of sabbatical leave awards which have
been made to faculty members of each School of the University in the last three
years including the current academic year. The Committee will ensure that with
the new awards this proportion for each School does not deviate by more than
20% from its proportion of faculty members. Deviations exceeding 20% from
these proportions may be allowed in the first three years of the implementation
of the policy (starting academic year: 2020-21).

Once the number of new sabbatical awards to each School is determined, the
Committee will select the applicant(s) from each School who have the highest
number of points as calculated with the scheme described in Appendix A
(below).

Applicants will be notified about the outcome of their application by March 15.

5. Sabbatical Leave and Sponsored Research

A faculty member is entitled to supplement the salary provided by the University
during the period of leave with funding provided by an institutional, national or
international source for academic activities.

6. Eligibility

Eligibility for a Sabbatical Leave is limited to full-time faculty members who have
achieved tenure rights and who have completed six years of full-time service
as faculty at European University Cyprus. In general, at least six years must
elapse between consecutive sabbaticals.



At the end of a sabbatical leave, the faculty member should forward to the
Department Chairperson and the Dean copies of a report on activities
undertaken during the period of the leave.

Chairs of Departments, Deans of Schools, Vice-Rectors and the Rector are not
eligible for a sabbatical leave award during their term of office.



Appendix A
Point calculation system for Sabbatical Awards

This Appendix describes the point calculation system which will be used for
selecting the candidates in each School which will be awarded a Sabbatical
Leave (see section 4).

The point calculation system awards points by considering the research activity
of faculty in the past 5 years.

e Scopus document in the past 5 years: 30 points

e Scopus citations to documents published in the past 5 years: 2 points
per citation

e Successful research proposals—National:

Principal investigator (PI)
of the whole proposal

Local Coordinator of the
proposal

Participant in the
proposal

50 points

20 points

10 points

e Successful research proposals—European Union

Principal investigator (PI)

Local Coordinator of the

Participant in the

of the whole proposal proposal proposal

100 points 40 points 20 points

Example: A faculty member published 3 Scopus papers in the past 5 years
which have 10, 1, 3 Scopus citations respectively. He/she submitted one
national proposal as a Pl. What are his/her total points?

The total points are calculated as follows:
Papers: 3*30=90pts

Citations: (10+1+3)*2=28pts
Proposals: 50=50pts

Total points 90+28+50=168pts



APPENDIX XllI - Internal Regulation on EUC's Annual Award for Excellence in Research

<> European
& | University Cyprus

INTERNAL REGULATION ON

EUC’s ANNUAL AWARDS FOR EXCELLENCE IN RESEARCH

70th Senate Decision: 13 December 2019

1. Introduction

This document outlines a proposal for Research Awards to European University Cyprus
faculty who distinguish themselves in their research activity. The awards aim to reward
research excellence and nurture a research culture at the University.

The following awards will be made on an annual basis:

“‘EUC Research Award — Young Researcher”
“‘EUC Research Award — Distinguished Researcher”

Both the “EUC Research Award — Young Researcher” and the “EUC Research Award —
Distinguished Researcher” are awarded, in rotation, in the following thematic areas:

e Life Sciences

e Physical Sciences & Engineering

e Social Sciences, Arts & Humanities

The first award for “Young Researcher” will be made in Life Sciences and the first award for
“Distinguished Researcher” will be made in Social Sciences, Arts & Humanities.

2. EUC Research Award — Young Researcher

2.1 Nomination
The nominated researchers for the “EUC Research Award — Young Researcher” will have
a maximum of seven (7) years of experience since the completion of their PhD and up to
the announcement date of the Call. Extensions are possible under certain circumstances for
career breaks for maternity or paternity leave, military service or documented sick leave.

The researchers should be nominated by another faculty member and be aware of the
nomination at the time of submission. There is no restriction on the number of young
researchers a person may nominate for the Award.

Nominations should be submitted to the Office of the Vice Rector of Research & External
Affairs by email by the 28" of February every year, 13:00 at the latest.

The nominations should be submitted in English using the relevant submission form
(attached), which is available by the Office of the Vice Rector of Research & External Affairs.

1
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2.2Selection

The selection will be made by an ad-hoc sub-committee of the Senate Research Committee.
For the evaluation, the following criteria are applicable:

Research Activity 40%

e Quality of the results of the Young Researcher's research activity and their
importance at an international level.

e Publications of the Young Researcher’s research results in distinguished scientific
journals and presentations in high impact international conferences.

e Evidence of the use and exploitation of the results of the research activity for the
improvement of the quality of life in Cyprus and the wider European area or/and the
possibility of commercial exploitation, introduction in the international market and
patent registration.

Curriculum Vitae 40%
¢ Qualifications and achievements of the Young Researcher.

Future Research 20%
e Suggested framework of activity for the continuation of the Young Researcher’s work
in the next 2-3 years.

The selection committee may request an external review of each nomination if it is deemed
necessary.

In case the level of nominated researchers is seen as unsatisfactory, the committee
maintains the right not to grant the Award.

3. EUC Research Award — Distinguished Researcher

3.1 Nomination
The “EUC Research Award — Distinguished Researcher” is granted to excellent scientists
with extensive research experience, who have demonstrated significant and internationally
recognized research results. The Award aims to appraise and promote the work and
personality of these distinguished scientists who honour European University Cyprus
through their high-quality research and its impact.

The nominated researchers for the “EUC Research Award — Distinguished Researcher”
must hold a PhD and have a minimum of seven (7) years of research experience since the
completion of their PhD and up to the announcement date of the Call.

The researchers should be nominated by another faculty member and be aware of the
nomination at the time of submission. There is no restriction on the number of researchers
a person may nominate for the Award.

Nominations should be submitted to the Office of the Vice Rector of Research & External
Affairs by email by the 28" of February every year, 13:00 at the latest.



The nominations should be submitted in English using the relevant nomination form
(attached), which is available by the Office of the Vice Rector of Research and External
Affairs.

3.2 Selection
The selection will be made by an ad-hoc sub-committee of the Senate Research Committee.
For the evaluation, the following criteria are applicable:

Research Activity

e Quality of the most important research results of the nominee, with emphasis on the
last five (5) years, their importance and impact at an international level.

e Evidence of the use and exploitation of the results of the research activity for the
improvement of the quality of life in Cyprus and the wider European area or/and the
possibility of commercial exploitation, introduction in the international market and
patent registration, as well as publications in distinguished international scientific
journals, books, chapters in books or monographs and presentations in high impact
international conferences.

Overall Career

e Awards and honorary distinctions, member of scientific boards and academies.
e Important collaborations with distinguished researchers/entities abroad.

Leadership skills
e Leadership skills and ability to inspire the next generation of researchers.

The selection committee may request an external review of each nomination if it is deemed
necessary.

In case the level of nominated researchers is seen as unsatisfactory, the committee
maintains the right not to grant the Award.

4. Funding

The winners of both awards will receive a minimum of 1000 euros.
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EUROPEAN UNIVERSITY CYPRUS
NOMINATION FORM

FOR YOUNG RESEARCHER CANDIDACIES

GENERAL PROFILE OF THE NOMINATION

COMPETITION RESEARCH AWARD — YOUNG RESEARCHER 2020
CALL IDENTIFIER AWARD-YR/202. /...
NAME OF NOMINEE
VAZARTE A= 1. LIFE SCIENCES []
2. PHYSICAL SCIENCES & ENGINEERING []
3. SOCIAL SCIENCES AND HUMANITIES []

PART A:

PROFILE OF NOMINATOR

Surname

Name

Position

School

Telephone Mobile

E-mail Fax

DECLARATION OF NOMINATOR

l, the undersigned, hereby declare that, to the best of my knowledge, all the information included
in this form is true. | also confirm that | have informed the nominee for the submission of this
nomination.

Signature of Nominator:

Date:




PROFILE OF NOMINATED YOUNG RESEARCHER (NOMINEE)

Surname

Name

Nationality

Date of Birth

Position

School

Telephone Mobile

E-mail Fax

Other
Affiliations

Doctoral Studies

Name of
Institution

PhD Thesis title
or field

Date of PhD / /
Award DD / MM / YYYY

PART B:

RATIONALE FOR THE NOMINATION (max. 2 pages)

Briefly describe the reason for the submission of this nomination. Why does the Young Researcher
deserve the award? Why is the researcher’s work considered to be promising? Describe the skills
and qualifications of the nominee, the main milestones and achievements in his/her career during
his/her Doctorate/Post Doctorate studies or during his/her employment in the area of research, as
well as the added value and benefit of the nominee’s work and its significance in the economic,
social and technological development of Cyprus, Europe or/and the world.
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EUROPEAN UNIVERSITY CYPRUS
NOMINATION FORM
FOR DISTINGUISHED RESEARCHER CANDIDACIES

GENERAL PROFILE OF THE NOMINATION

COMPETITION RESEARCH AWARD — DISTINGUISHED RESEARCHER 2020
CALL IDENTIFIER AWARD-DR/202.../....

NAME OF NOMINEE

THEMATIC AREA SOCIAL SCIENCES AND HUMANITIES

PART A

PROFILE OF NOMINATOR

Surname

Name

Position

School

Telephone Mobile

E-mail Fax

DECLARATION OF NOMINATOR

l, the undersigned, hereby declare that, to the best of my knowledge, all the information included
in this form is true. | also confirm that | have informed the nominee for the submission of this
nomination.

Signature of Nominator:

Date:




PROFILE OF NOMINATED DISTINGUISHED RESEARCHER (NOMINEE)

Surname

Name

Position

School

Telephone Mobile

E-mail Fax

Other
Affiliations

Doctoral Studies

Name of
Institution

PhD Thesis title
or field

Date of PhD / /
Award DD / MM / YYYY

PART B:

RATIONALE FOR THE NOMINATION (max. 2 pages)
Briefly describe the reason for the submission of this nomination. Why does the researcher deserve
the award? Why is the researcher considered to be distinguished? Describe the skills and
qualifications of the nominee, the main milestones and achievements in his/her career (with specific
reference to the last five years), as well as the added value and benefit of the nominee’s work and
its significance in the economic, social and technological development of Cyprus, Europe or/and
the world.



















APPENDIX XIV; Policy for the award of scholarships to PhD students for publishing a
Scopus paper

Introduction

European University Cyprus awards scholarships to PhD students who have presented a paper to
a Scopus Conference or published a paper in a Journal indexed by Scopus. These conferences and
journals can be found at the Scopus website https://www.scopus.com/sources. The scholarships
are in the form of a tuition fee exemption. The policy is implemented by the Office of the Vice
Rector of Research & External Affairs.

Rules for the awards

The following rules will apply for the awards:

1. Each PhD student is entitled to only one award during his or her studies.

2. Studentsthat receive this award should be in good standing and proceed normally with their
PhD studies.

3. The scholarship will be paid as a tuition exemption of 500 euros, for one of the semesters
after the acceptance of a publication or the presentation of the paper at a conference.

4. The PhD student must be the first, but not necessarily the only author, of the paper.

5. The application for the scholarship must be submitted within a year of the acceptance of the
paper (this applies to both conference and journal papers). The scholarship cannot be awarded
to students with other scholarships or awards from the University.

6. All applications will be reviewed and approved twice a year by the Senate Research
Committee.

7. For the award of the scholarship for a conference paper students need to submit

The application form given in the Appendix

Proof of official acceptance of the paper in the conference

Proof of registration at the conference

Final paper as it appears in the proceedings

Proof that the conference is in Scopus from the Scopus official website

JENE S


https://www.scopus.com/sources
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|APPENDIX XVIII - Plan of the

T
100

Order: Euroy

Control voltage
Rated speed
Motor

24V DC
0,1m/s
2L V, 0,5 kW

Index

Datum

ing

Datum

 25.06.12

1:25

ATS Stairlifts

CYPRUS

LE 5841

www.lehner-lifttechnik.at

Lehner Lifttechnik GmbH

A - 4724 Neukirchen am Walde, Salling 8,

Tel.: +43.7278.3514-11 / Fax: -12, E-mail: office.lehner@gmx.at
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APPENDIX XIX - Quotation of the Platform

A.T.S. Stairlifts Ltd

...... we provide access for all.

Lehner Platform Lift Offer

Customer

European University Cyprus

1. TERMS OF OFFER

1a. STRATOS Platform Lift Indoor Use.
Fully operated platform with Safety bottom.
Internal Left hand drive.

Call button upstairs and downstairs.

Platform joystick control with audio alarm button.

Platform and carriage hot galvanized and coated sizes: 700x750, 750x850.
Fully automatic operation of platform.

Load capacity: 250kg speed: 0.06m/sec.

240V/50HZ power supply.

Variable speed regulation up to 0.06m/s

RAL PAINT Pillar mounted for INDOOR Installation with 1 curves 90 decree.

Rail Steel with powder coating.

INFORMATION IN THE STRATOS BROCHURE.

Warranty for 24 months. Delivery 16/18 weeks, after drawing confirms.

OPTIONAL STAINLESS STEEL RAIL VERSION

2. OFFER AMOUNT

The Platform Lifts is offered at the price of: 12900 euro

V.A.T for Platform Lifts is 5%: 645 euro Total amount: 13545 euro.
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A.T.S. Stairlifts Ltd
...... we provide access for all.

3. PAYMENT TERMS AS FOLLOW.

1st Advance payment (upon signing) 60%: 8127 euro.
2nd Payment upon completion of installation 40%: 5418 euro.
The customer is responsible to provide the power supply.

All goods remain the property of ATS Stairlifts Ltd until payment is received in full.

CUSTOIMET SigNAtUTE....ccveerersrsessessessesssssssssssssssessssssssssssssssssssssssssssssssssssssssssssssssssesses

ATS Stairlifts Ltd Signature.
Christodoulos ANAstasiou...........ccccceeeerminnncsenesssrss e s sesnns
General Manager

A.T.S. STAIRLIFTS LTD
Webb: www.atsstairlifts.com

......... WE PROVIDE ACCESS FOR ALL.


http://www.atsstairlifts.com/

A.T.S. Stairlifts Ltd

...... we provide access for all.

LEHNER
W L IFTTECHNIK o

A.T.S. STAIRLIFTS LTD

Webb: www.atsstairlifts.com

......... WE PROVIDE ACCESS.


http://www.atsstairlifts.com/
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