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PREFACE

The Open University of Tanzania (OUT) is one of Zama’s public universities offering
courses at certificate, diploma, degree and podigite levels. Education at OUT is
offered through different modes of delivery; theselude distance mode of delivery,
evening classes mode of delivery, executive classede of delivery, and delivery
through MOODLE platform. In some cases a combomaf two or more of these
modes of delivery may be used in delivery of aipakar program, such combining
modes of delivery is famously known as blended moti@eliver. These modes of
delivery are facilitated by various means of comioation including information and
communication technologies (ICTs) (such as videa dgeleconferences); postal
correspondences, face to face sessions, as weldis and television broadcasting.
However, whatever the mode of delivery, quality tnlbs assured in all teaching and
learning activities to meet customers’ expectatioMhile quality is a description of
freedom from defect, value for money, and fithesspurpose of a particular product or
service, quality assurance refers to the continygoasess and effort made to achieve set
standards of goodness. However, standards of gesdwlves with time and, therefore,
periodic reviews and updating of programs is imguairtfor quality control. That means
that in order for quality to be realized in a givprogram all inputs, processes and
outputs must be periodically reviewed to determitnether or not they still meet defined
guality standards.

Distance learning permit education to be receivedthdents that are otherwise unable
to take advantage of traditional classrooms singstiyjmunder open and distance learning
students are separated from instructors by distdfeece in open and distance learning,
students are expected to be more pro-active iroerpl the frontiers of knowledge in an
independent way.

This policy document contains statements and sfiegentended to ensure quality and
affordable education for the Open University of Zama. The policy document was
initially approved at the'8meeting of the OUT Council of2June 2008, published and
circulated and has now (2016) been reviewed inrotdeaccommodate new quality
requirements for education and training and to sllb@ quality education standards of
the Tanzania Commission for Universities, the hieiversity Council for East Africa,
and similar quality requirements and standardsgibnal and international levels.

The implementation framework for this policy is t@ned within this document from

chapter four onwards where the document providesbest practices in achieving and
sustaining defined quality standards in all operatiof the university. The policy will be

reviewed every five years to reflect and accomn®deamerging demands and
developments.

Professor Elifas T. Bisanda
(Vice Chancellor)

DAR ES SALAAM

March, 2016
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EXECUTIVE SUMMARY

This document presents a revised quality assurpntiey of the Open University of
Tanzania (OUT) covering institutional environmenhda infrastructure, facilities,
programme design, course outlines, students’ adonisystem, course delivery modes,
students’ assessment system and staffing.

Chapter One introduces the university’'s legal frawon, historical background, and
modes of operation in comparison to campus-basegensities. In order to remain in
step with quality requirements in higher education general, the OUT remains
committed to ensuring and promoting linkages antalooration with other higher
learning institutions and related organizationsnational, regional and international
levels. Chapter two presents the broad frameworthefpolicy issues with a focus on
situational analysis and objective(s). For eachedbje indicated there is a policy
statement and expected standards and strateqaebigve the defined standards.

Chapter three addresses the main quality issuesevditiational analysis, objectives,
policy statements and strategies for each areauality assurance are presented. The
latter are further sub-divided into sub activitgssfollows;
1. Admission i) Admission procedure

i) Verification of entry requirements

1)) Transferability of students across programraed institutions

2. Delivery i) Course outline and coverage
1)) Course delivery system
i) Student support services
iv) Plagiarism as an academic vice
V) University almanac and timetabling of events
Vi) Staff-student consultation and counseling

3. Assessment i) Setting and moderation of exarmoinst
i) Printing and photocopying of examination paper
1)) Packing, transportation and distribution o&eninations

V) Invigilation process
V) Marking, moderation of marked scripts, recordaryl release of
results
Vi) Examinations rules, regulations and procedures
V) Progression towards graduation
4. Staffing ) Staff adequacy and competence
1)) Human resource selection, recruitment and agpkent

1)) Staff training and development

iv) Staff performance appraisal and evaluation
V) Incentives package

Vi) Research and Consultancy

V) Staff succession plan

5. Infrastructure i) Buildings, facilities andbvk space
i) Communication system
iii) Library services
iv) Transport services V)
vi) ICT services



Chapter four is about the implementation of thidigyo The chapter presents its
organizational structure indicating channels of pamication. The chapter further

outlines the composition of the QACC and its resipecterms of references.

Furthermore chapter four presents 21 componen@¥Aa best practices in teaching and
learning. Operational procedures of each policatsyyy are well described in chapter
five; essentially each policy strategy is provideih it specific operational procedures
that need to be abided to. Finally, chapter sixsgmés approaches to monitoring and
evaluation of all core activities of the universifjhe Directorate of Quality Assurance
and Control is obliged to ensure that all core fioms of the university are being

undertaken in the manner that they are up to theagd standards.

Dr Magreth S. Bushesha
Director, Quality Assurence and Control
DAR ES SALAAM

March 2016
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CHAPTER ONE
INTRODUCTION

1.1 Background

The Open University of Tanzania (OUT) is a Governmestitution established
primarily to provide higher education through Omerd Distance Learning (ODL). The
University was established by the Open UniversityTanzania Act No. 17 of 1992
which was repealed by the Universities Act, No.f72005 to give way to the Open
University of Tanzania Charter of 2007. The growthithe University is hinged on the
potential of open and distance learning (ODL) amaluse of ICTs as dominating means
of addressing the challenges of limited educatiot l@arning opportunities in existing
conventional higher education institutions. OUTesleducation to individuals wherever
they are by enabling them to pursue courses aldadbeir jobs and without interfering
family obligations. The institution educates botld people with multiple social and
career obligations and young adults who are in roasés entirely dedicated to studying.

At the commencement of the University in 1994, ¢heere only two Faculties; namely
Faculty of Education (FED) and Faculty of Arts d@akcial Sciences (FASS). Two more
Faculties, the Faculty of Law (FLAW) and Faculty 8ftience, Technology and
Environmental Studies (FSTES) were established9851 The Faculty of Business
Management came into being in 2002. Since therUtieersity continued to grow and
to date, in addition to the five faculties, the \arsity has two institutes namely the
Institute of Continuing Education (ICE) and thetitude of Education Management and
Technology (IEMT) offering different non degree grams. The university plans to offer
even more courses in strategic areas to meet maekes and expectations.

Partnership and collaboration is central and sirateor any higher learning institution.
The OUT has several links with internal and extewrganizations, association, and
institutions of higher learning. There are linkgtwsuch organs as the Commonwealth of
Learning (COL), United Nations Educational, Scienaed Cultural organization
(UNESCO), Association of Commonwealth Universit{e€U), Association of African
Universities (AAU), Southern African Regional Unrgéies Association (SARUA),
African Council for Distance Education (ACDE), ahder-University Council of East
Africa (IUCEA).

The University also shares healthy links with otbiaiversities including but not limited
to the University of Dar es Salaam (UDSM), Sokduhaversity of Agriculture (SUA),
Southern New Hampshire University, Indira Gandhitibdeal Open University, Open
University of UK, University of South Africa (UNISA Egerton University, African
Virtual University (AVU), Makerere University, arkimbabwe Open University (ZOU).
The University is also associated with professidmadies which include the National
Board of Accountants and Auditors (NBAA), Natiorbard of Material Management
(NBMM), Law School, and Tanzania Chamber of Comraghadustries and Agriculture
(TCCIA). This network of collaboration helps the Dlib gain experiences, share ideas
and innovations and to benchmark and compare oquaidns.

1.2 University Vision and Mission

Thevision of the Open University of Tanzania is;
“To be a leading world-class University in the idety of affordable quality
education through open and distance learning, dimknowledge generation and
application”.



The vision of OUT is expected to be achieved thhotig following institutionamission
statement;

“To continuously provide affordable quality open danmlistance education,
research and public services for sustainable semimomic development of
Tanzania in particular and the rest of Africa”.

1.3 Justification
The establishment of this policy is in line withetbountry Vision 2015 objectives that

include ensuring high quality livelihood, peacebdlity and unit, good governance, a
well educated and learning society and a competigeonomy capable of producing
sustainable growth and shared benefits. It is althegsame lines that the Tanzania
Commission for Universities (TCU) is mandated tonmmr quality education at that
level. This policy, therefore, addresses qualisués in education to meet the objectives
of the vision 2025; the policy is largely guided BY U specifications for higher
education.

Open and Distance Learning (ODL) is a set of teagland learning approaches that can
overcome spatial and temporal separation betweenagurs and learners. Due to its
different program delivery modes, over the yeapgmand distance learning has also
been referred to as correspondences studies, aongireducation, distance teaching,
self-instructions, technology-mediated learningstributed learning, etc. By using this

flexible arrangements and openness, OUT offerbdisé alternative for those who cannot
join campus-based universities due to inadequaiacity therein, high fees or stringent

entry requirements.

ODL is prone to challenges which are likely to ceompise quality much more than in
campus-based universities. The challenges canotetad along the input, process and
output continuums. Input challenges include inadégunformation on target audience,
relevance of courses, and suitability of teachind karning resources and management
of study spaces. There may be process based aedlench as high staff- student ratios,
absence or inadequate formative and summative sassats, as well as possible
inadequacy or delayed production and distributibrstady materials. There are also
output-based challenges such as lack of robust anésth to determine inactive students
and inadequate monitoring and deficiencies in trexal education system.

There is therefore, a need for a clear policy tmguinow best to achieve assured quality
in teaching and learning (management and logisticisisive) for eventual achievement

of the University Vision and Mission. In additida Teaching and learning, Research,
Publications and Consultancy also need to be sidujg¢o quality assurance and control.
This policy however, squares mainly on teaching Eadning quality assurance since

issues to do with Research, Publication and comstcyt quality are covered separately in
a comprehensive Research, Publication and consyl{aslicy.



CHAPTER TWO
KEY CONCEPTS IN QUALITY ASSURANCE AND CONTROL

2.1 Policy

Policy is defined as a decision made by a publketécted person or designated body in
public interest. Depending on the size of an orzion, a policy, as a management tool,
may be a single statement or big document madd apjectives, policy statements and
strategies to achieve defined objectives. Howenemy policies are necessitated by a
need to solve existing or emerging challenges mingeachievement of the objectives of
an organization. The most common cycle of policyrfolation follows the path of the
organization’s business namely; Desired ObjectiMaeputs, Processes, outputs and
Monitoring and Evaluation.

An analysis of existing situation in an organizatinay show the challenges or hurdles to
reaching desired objectives. Statement or decisitiended to remove the problem are
referred to as the policy statements. Each poliatesent will need its specific
implementation strategies which in turn have chesivities to ensure achievement of the
organizational business objectives.

2.2 Quality and Quality Assurance Defined

Quiality is a concept with many attributes. Quality in thadicy refers to the goodness of
a product or service, the level to which a custormeatisfied and fithess for purpose at
minimum cost. Many factors influence quality innex of inputs, processes and outputs.

Learners’ health condition, parental support, safd conducive learning environment,
curricular and teaching and learning resourcevaalefor acquisition of knowledge and
skills, suitable teaching methods and appropregening outcomes.

Quality assurance is commonly defined as a collegbrocess by which the University
as an academic institution ensures that the stdadaf the educational process is
maintained to the quality levels it has set its@fiality assurance can be defiresithe
steps taken by an institution or organization targatee to customers and the general
public about the level of goodness, usefulness,peatitiveness, value for money and
fithess for purpose of a product or service. Théadwal Council for Higher Education of
Uganda (NCHE) defines quality assurance as the amesim put in place to guarantee
that education is ‘fit for purpose,’ i.e., good.gty higher education institution must have
appropriate and effective internal structures arethmnisms for monitoring its quality
control procedures to ensure quality” (NCHE, 20@g4 is the means through which an
institution confirms that conditions are in place students to achieve standards set by
the institution” (NCHE, 2006). The Commission foigHer Education of Kenya (CHE),
defines quality assurance as; “the means by whichnstitution can guarantee that the
standards and quality of its educational provisiaresbeing maintained and or enhanced.

Quality assurance in distance learning refers ® rieans by which the providing
institutions set their program goals and measuwsglt® against those goals. The process
involves periodically reviewing academic contemisgagogic techniques, resources, and
support services to assure students’ academic\arhent (Phipps et al. 1998). Quality
assurance needs atrengthened system of accountability as precanrditifor
improvement.

Indicators of quality include:
1. Courses that meet appropriate academic and profedstandards,



2. course objectives which are appropriate to meetthmeent, emerging and future
professional and customer needs

3. appropriate and effective means of course delivery

4. presence of efforts to continually improve thed#n for purpose of courses

In order to assure quality an institution must have
1. A clear mission and goals/objectives
2. The mission and goals are widely communicated amterstood throughout the
organization,
3. Clearly defined quality targets and standards
4. Strong communication networks.

Higher Education Institutions have the duty to pdevan environment within which
guality is everyone’s responsibility. Periodic imal self assessment of the efforts made
to achieve an institutions mission and objectivean important pre-requisite to quality
assurance.

2.3 Quiality Control — Defined

“Quality Assurance” is sometimes, but erroneouaslgp referred to as “Quality Control’
or “Quality Audit”. Quality Control is a system set of procedures which check whether
institutional inputs and outputs meet a predefigedlity threshold as determined by
external reviewers or peers. Quality Audit is artieexal assessment of whether the
guality assurance and quality control processesgpeopriate and indeed working.

24 Quality Assurance Challenges at the Open Unikagty of Tanzania

The OUT is facing a number of challenges relatequality assurance and control of its
inputs, processes and output such as servicesraddages. The screening of applicants
aspiring to join various programmes may not befiectve as expected. Only those with
required minimum entry qualifications should beest#d and approved by Senate for
admission. All qualified instructors also need ®dxposed to teaching skills appropriate
to distance learning modes.

Effort must be made to build staff capacity to wniroposals and conduct research and
consultancy. The publication and disseminationesiearch findings help to expose the
quality of the products of a university.

As far as administration of examinations is conedrrthe invigilation processes need to
be strengthened by observing set examinations raled regulations including

appointment of credible invigilators. In additiorgegular reviews of existing study
materials should be undertaken from time to timeluiding posting them in the e-

learning management system such as Moodle as asnoéanaintaining and improving

quality.

The Quality Assurance and Control Policy of the ©@péniversity of Tanzania is
developed along a broad framework comprising:

a) Background information, historical perspectivesttid OUT, institutional vision
and mission

b) Statements of institutional aims, goals and obyesti

c) Situation analysis of specific areas including peais, potentials and challenges

d) Main strategies to achieve the defined objectivad ¢he role of the key
stakeholders.



CHAPTER THREE

QUALITY ASSURANCE AND CONTROL POLICY STATEMENTS AND
STRATEGIES

3.1 Introduction

In an open and distance education institution like Open University of Tanzania

(OUT), there are complex issues that require polieynes to guide and regulate all
operations including inter alia management of reses; teaching, research and
consultancy, risk identification and mitigationndincial and other support services,
customer care altogether to comprise total qualityality assurance policies provide
landmarks for accountability to students, employpesents, taxpayers, government and
the academic community. In the context of the OldUality issues stand out as

identification marks of the institutional crediltyli This Quality Assurance policy is

confined to issues related to students admissionrse design and delivery, staffing,

infrastructure, as well as students and staff assest.

3.2 Admissions

Admission is among the key inputs of any universfyimission entails advertising
programmes, inviting and receiving applications ddmission, selection of applications
meeting the pre-determined entry requirements turses offered and enrolment of
those who meet set minimum entry qualificationsid®nts will be admitted as per the
Tanzania Commission for Universities (TCU) direesy

3.21 Admissions procedures

3.21.1 Situational Analysis

The Admission process for new students begins geahby advertising the programmes
through mass media and internet. Application foshall be available on-line but also
applicants may collect such forms from the offioésegional centers. Once applications
received, a selection committee shall apply sdera in proposing to the University
Senate, a list of applicants qualified for admissidames of those selected shall be made
public after approval by the Tanzania CommissiorJoiversities as required by the
Universities Act, 2005.

The OUT is committed to providing flexible, highality teaching and student centred
professional services. Student enrolment at the @BS grown and continues to grow
and meet the quality challenges related to admisdfothe admission process is not
closely regulated it could lead to enrolment ofdstuits who do not have the capacity to
undertake university studies. Therefore, the asiimis process should be robust in all its
aspects and there should be regular reviews aratingof the admissions regulations.

3.2.1.2 Objective

i) Establish and operationalize an inclusive, robusd anerit based admission
process.

i) Advertise and reach out to attract potential sttslédrom within and outside
Tanzania.

Policy Statement;
P 1: Provision of access to university educatiorafaide spectrum of candidates.



Strategies;
i. Establish flexible and inclusive entry requiremts.
ii. Provide admission by gender balance and persotin special needs

iii. Consider applicants with minimum learning exgnces in addition to
extensive professional experience and providetbegfifoundation courses.

iv. Use explicit criteria for fair selection.

P2: Having in place a well publicized and infornaatiprogrammes advertisement
system

Strategies;
I. Specify delivery formats for the programs
ii. Indicate courses levels, duration of programsagdit points to be achieved.

iii. Specify programme admission requirements such ess fstructure and
registration procedures.

Iv. Describe social and support facilities which thevarsity offers.

P 3: Having in place a smooth, transparent anddtjeapplication procedure

Strategies;
i. Decentralize application processes to Regionaégeh
ii. Make provisions for online application.

iii. Ensure that all staff in the admission section wedl trained and informed on
relevant issues and interact with clients in paitel helpful manner,

iv. Regularly review and monitor all matters concerradgission to the university
v. Provide admission to suit aspirations of qualifyapgplicants

P 4: Ensuring a balanced enrolment.
i. Seek to enroll number of students commensuratestmurces available.

ii. Admit students who have the potential to succeed l@nefit from the OUT
learning experience.

3.2.2 Verification of Admission Documents
3.2.2.1 Situational Analysis

The increasing demand for well trained labour faynehe job market has and continues
to call for higher qualifications. This has led #acreasing incidences of forging

certificates and other testimonials in order tongaimission into university programmes,
hence the need to ensure admission of only appdicanth authenticated entry

qualifications.

3.2.2.2 Objective

Ensure that selected applicants have the pre-iezj@satry qualification to undertake
university studies.

Policy Statement;
P 5:To have an efficient, accurate, secure and effeapplicants’ entry qualifications
verification process in place.



Strategies;

i. Establish robust procedure for screening applioatim every check point of the
admission process.

ii. Consult Examinations authorities and professiomalids to audit qualifications of
selected students

iii. Conduct regular auditing of admitted students.

3.2.3 Transferability of Students

3.2.3.1 Situational Analysis

Transferability is a term used to describe the tador students to transfer credits earned
in one University to another University. The Openivgrsity or Tanzania has been
admitting students from other Universities withindaoutside the country. In addition,
from their own aspirations, students sometimesepref move from one programme to
another. This requires verification of the conegrrstudent’s admission status in the
former institution and appropriate weighting of ttredits being transferred. All credit
transfers must adhere to TCU guidelines.

3.2.3.2 Objective

Ensure authentication of entry qualification fol a@ew students including those
transferring from other higher learning institutoend faculties.

Policy Statement;

P 6:A robust and effective system of credit transfeadmitting qualified students from
other universities and between Faculties at OUT

Strategies;
i. Provide clear specification of minimum admissioguieements for every
academic unit
il. Weigh and assess course content coverage of ingstudents before admission
into OUT programmes.

iii. Provide clear guidelines on the issue of transferedits.

3.3 Course Delivery

3.3.1 Delivery Systems/Media

3.3.1.1 Situational analysis

At the OUT, courses are delivered through a meofieonventional and blended online
learning, print material posted on the internetdturdents’ access, face to face sessions,
seminars, ICTs, radio, and television broadcastsdehts’ proactive initiatives and
responsibility is crucial for them in seeking, exqhg, and expanding their frontiers of
knowledge through independent, interactive and emijve problem solving reading and
reflections.

The demand is growing for quality study materiadsneet the increasing students’
enrolment hence, the need to address the demaednis of developing adequate study
materials, posting them in e-learning system sweiMaodle and providing quality and
adequate student support services such as fa@eap éducational technology, working
student centres and library services. A lot ofalewment and changes have taken place
that call for major review and quality assuranceegfsting and up- coming study
materials, curricular, and improvement of studestgiport services.



3.3.1.2 Objective

I. Improved and strengthened delivery System/Medi& gharantee quality of
education

il. Effective and quality teaching and learning delveystem

Policy Statement;

P 7: Promote ODL through a range of modes of dgfiincluding face to face contact
hours, video conferencing, MOODLE platform, andresponce through emails
and other means of Information communications.

Strategies;

i) Undertake capacity building to enhance and sugpertise of contemporary media
of course delivery

i) Putin place infrastructure that will enhance ampp®rt teaching and learning
through the open and distance learning applicaifd@Ts and blended learning

P 8: Ensure availability of up to date relevant auelity study materials to meet the
increasing student enrolment and relevant to ceufered.

Strategies;
I. Strengthen the editorial section
il. Promote and inculcate staff culture of writing studaterials
iii. Conduct training in preparation of study materials
iv. Outsource and commission authors to develop stuatgnmals
v. Prepare and disseminate hard and soft copies bfduglity study materials and
other course related learning resources
vi. Post study materials in e-Ims moodle.
vii. Regularly review and update study materials teotféxisting and emerging trends
in education and market tracer studies
viii. Maintain records of developments that necessitatiew and revision of study
materials.
iXx. Improve student support services
x. Ensure wide availability of adequate stock of alldy materials in all regional
colleges and study centres
xi. Ensure wide availability of digitized study matésia

3.3.2 Curriculum Development and Review

3.3.2.1 Situational Analysis

For a curriculum to be relevant and credible, iedseto be consistently reviewed and
updated to meet the rigor and breadth of the progra. OUT programmes ensure
quality by adhering to TCU guidelines. Before an@yv or revised program is launched,
it is subjected to TCU review for suitability ofgme, depth, breadth and relevance. All
new and reviewed programmes are accessible thrineghCU Prgoramme Management
System (PMS).

3.3.2.2 Objective

i) Development of academic curricula, programmes,cmnuases that respond to
and address market demands and emerging issues.



i) Balancing course contents with the requisite cowsight by unit and lecture
hours in line with TCU guidelines.

Policy Statement;
P 9: Review curricula to address existing and emgrgsues

Strategies;

i) Develop new courses to address existing and enteiggnes

i) Review existing courses to address existing andgntgissues.

i) Involve stakeholders in course design though sratedies

iv) Establish credible organs for course approval for ward application for
accreditation.

v) Submit, in time, new and reviewed programmes annisas to QA Agencies through
intend organs for accreditation

vi) Promoting new courses

vii) Carry out regular academic audit of the curriculd atudy materials

viii) Use feedback from students, staff, employers aheratakeholders to assess

ixX) The quality of courses, teaching and learning @cts/

P 10: Ensure that course contents balance couligbtvesd the requisite lecture hours.

Strategies;
i) Provide clear basis for determining course weighttj.
i) Provide course content that reflects course weight

3.3.3 Course Package

3.3.3.1 Situational Analysis

A course package refers to the core learning nadsetihat a new student is entitled to at
the commencement of an academic year. A completeseopackage at the OUT

constitutes courses outline, course objectivesrseostudy materials and instructor
information. While the Open University of Tanzanises staff developed study

materials, reference books from both public andi titanaries in OUT Regional centres

greatly supplement the study materials in additmrother learning resources students
may access through electronic media. ICT is alsneans of accessing electronically
communicated resources from tutors through e-lagr€Ds, Video Cassettes and Audio
Cassettes. All these are necessary supplemesiiscdyp materials.

While some students may receive the package indinige commencement of academic
year, other may receive none until almost towahgsnhiddle of the year. Others get an
incomplete package up to the end of the respectoaelemic year. Delivery of the
course packages to students, if not properly ormgahimay add to delay in procuring the
same among students. Even where students get etansgits of course packages in time,
the same may end up being irrelevant or inadeqioatéack of rigorous review and
revisions. Course packages at OUT must be subjeotgeriodic reviews for quality
assurance.

3.3.3.2 Objective
Establish an improved and sustainable system aestusupport that supplements
provision of course packages.



Policy Statement;

P 11: The University shall enhance timely provisod complete course packages in both
print and electronic form

Strategies;

i)  Timely provision to students, of prospectus, counsines, course objectives,
instructor’s information and study materials.

i)  Provide complete course packages to students abthenencement of each
academic year

iii) Provide updated list of relevant references foheamirse

iv)  Ensure that production of course packages correspth the number of
students in each course

v)  Gradually digitize the course packages.

3.3.4 Student support Service

3.3.4.1 Situational Analysis

Student support services are imperative in open disthnce learning. At the OUT,

student support services include face to face @esseducational technology services
offered in regional centers, tutorial sessions Hoiry services. Study materials and
field and laboratory practical sessions, teachimgctice, moot courts and special
projects, are some of the core student supporicestv If improved, students support
services may help in promoting mastery of courseklearning processes in general.

3.3.4.2 Objective
Enhancing availability of quality student suppat\sces.

Policy Statement;

P 12: The OUT shall put in place an effective systd student support services in order
to supplement provision of course packages.

Strategies;

i) Provide information about the essence of studeppat services

i) Improve and strengthen student support servicds asiface to face session,
practical sessions, library and mini librariesegional centres, students study
centres, tutorial letters, student marked scriptbiaternet connectivity.

iii) Provide students with tutorial letters.

Iv) Expand and upgrade all learning facilities.

v) Conduct regular assessment of library needs

vi) Promote and facilitate establishment of studerdystentres

vii) Increase accessibility to electronic journals.

3.3.5 Plagiarism

3.3.5.1 Situational Analysis

Plagiarism is an act of appropriating the litereoynposition of another person or parts of

passages of such writings, or the ideas or languafyhe same, and producing them as a
product of one’s mind without acknowledging therseu It is a serious academic offence
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for which the OUT must develop and provide meangrohibit and discourage its
occurrence among writers of course materials amdesis.

The growing number of student enrolment and denfi@anschcreased production of study
materials seem to force academic staff into the wat plagiarism in meeting student
demands for reading materials.

3.3.5.20Dbjective
Development of structured system that forestaldgiprism, infringement of copyrights
laws and other forms of cheating among staff andesits.

Policy Statement;
P 13: Enhancing awareness and knowledge by stydsta and course materials
developers about all forms of intellectual propergts

Strategies;
i) To develop institutional intellectual property mylito ensure protection of
creative work
i) To promote awareness of copyright and intellecpuaperty rights in general to
staff and authors of study materials.

P 14: Development of study materials that are fire® plagiarism.

Strategies;

1) To identify instances that among to plagiarism afidngement of copyrights.

i) Organize and execute training of staff and courgéers on copyright issues and
plagiarism

iii) To establish system that detects plagiarism aner dtinms of cheatings

Iv) To take appropriate steps against authors/staffavedound to infringe copyrights.

v) Share experiences with other universities on comfpatiagiarism and other forms
of cheating.

P 15: Institutionalizing system that shall revelgoarism in staff and students’ course
work papers and research projects/papers.

Strategies;

i) To establish a system that detects plagiarism ahdrdorms of cheating by
students with appropriate punitive actions to ioaté in students the culture of
acknowledging sources used in their work.

i) To improve the examination regulations to deal vpidgiarism and other forms of
cheating.

iii) To ensure that all staff and students are awacglzgrcrime act.

3.3.6 Timed Delivery of courses and learning resoaes

3.3.6.1 Situation Analysis

Timing is an important discipline building compohef teaching and learning processes.
Each aspect within the processes of teaching arditeg has to be done with a timetable
and deadline. Timeframes within which coursesraneand examinations are completed
should be realistic. Tests and examinations masinhrket and commented upon and
returned to students in good time. Increasing remof students translates into
increased staff workload and makes it difficult fime staff to mark, in time and
extensively comment on students’ scripts, recoedntiarks, release results and return the
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marked scripts to students. On the part of studéet® may be problems of adhering to
time table for course registration, submission objgrt work and registration for
examinations and timed tests. There are many a&spsring students to meet set
deadlines for different tasks. There are also cage=e staff members have not been
able to accomplish their tasks within set timelir@s account of heavy work load.
Basing on this state of affairs the following nebdse been identified:

I. Institutionalization of coursework submission

ii. Effective system of student’s registration for exaations.

iii. Prompt release and communication of feedback astadsults to students.

iv. Enhanced and effective communications between nhetsity management, staff

and students

3.3.6.20bjectives

To ensure institutionalization of coursework sulsiugs, effective system of students’
registration for examinations, prompt release amohraunication of feedback and test
results to students and realistic and accurate tahkng for effective course teaching,
learning and student assessment.

Policy Statement;
P 16: Setting academic timetable that allows effedeaching and learning processes.

Strategies;
i) Involvement students in setting the time table.
iii) Adherence to set deadlines
iv) Comprehensive time table to reflect all academiiviéies at the commencement
of each academic year.

P 17: Setting academic timetable that allows effedeaching and learning processes.

Strategies;
i) Involvement students in setting the time table.
i) Adherence to set deadlines
i) Comprehensive time table to reflect all academiividies at the commencement
of each academic year.

P 18: Increasing proficiency in accessing, and campating task feedback to students

Strategies;

i) Provide students with their task results and ofbedback in good time
i) provide prompt and adequate information relatestudents’ courses

P 19: Standardizing procedures for submitting aesigasks within set deadlines

Strategies;

i) ensure all study guidelines are given to studemtsd orientation
i) proper receipt recording and custody of studeltt'stand examination scripts
iii) to ensure proper and confidential handling of staderipts
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P 20: Computerizing the recording and releaseunfesits’ academic information within
deadlines.

Strategies;

i) Ensure that each academic staff is able to usgzaidicourse delivery, including
lectures, tuition, recording and releasing results

i) Enable students to access digitised informatioouttin induction

iii) Ensure robust system of recording and realisinglt®$o student’ to students’
induction

iv) Ensure robust system of recording and releasingtset® students’ test and
exams
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CHAPTER THREE
QUALITY ASSURANCE AND CONTROL POLICY STATEMENTS AND
STRATEGIES

3.1 Introduction

In an open and distance education institution like Open University of Tanzania

(OUT), there are complex issues that require polieynes to guide and regulate all
operations including inter alia management of reses; teaching, research and
consultancy, risk identification and mitigationndincial and other support services,
customer care altogether to comprise total qualiiyality assurance policies provide
landmarks for accountability to students, employpesents, taxpayers, government and
the academic community. In the context of the OlUality issues stand out as

identification marks of the institutional crediltyli This Quality Assurance policy is

confined to issues related to students admissionrse design and delivery, staffing,

infrastructure, as well as students and staff assest.

3.2 Admissions

Admission is among the key inputs of any universfygimission entails advertising
programmes, inviting and receiving applications ddmission, selection of applications
meeting the pre-determined entry requirements turses offered and enrolment of
those who meet set minimum entry qualificationsid®nts will be admitted as per the
Tanzania Commission for Universities (TCU) direesy

3.2.1 Admissions procedures

3.2.1.1 Situational Analysis

The Admission process for new students begins geahby advertising the programmes
through mass media and internet. Application foshall be available on-line but also
applicants may collect such forms from the offioésegional centers. Once applications
received, a selection committee shall apply sdera in proposing to the University
Senate, a list of applicants qualified for admissidames of those selected shall be made
public after approval by the Tanzania CommissiorJoiversities as required by the
Universities Act, 2005.

The OUT is committed to providing flexible, highality teaching and student centred
professional services. Student enrolment at the @BS grown and continues to grow
and meet the quality challenges related to admisdiothe admission process is not
closely regulated it could lead to enrolment ofdstuits who do not have the capacity to
undertake university studies. Therefore, the asimis process should be robust in all its
aspects and there should be regular reviews aratingdf the admissions regulations.

3.2.1.2 Objective
iii) Establish and operationalize an inclusive, robusd anerit based admission
process.

iv) Advertise and reach out to attract potential sttldrom within and outside
Tanzania.

Policy Statement
P 21: Provision of access to university education foridenspectrum of candidates

Strategies;
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i. Establish flexible and inclusive entry requirartse

ii. Provide admission by gender balance and peraathsspecial needs

ii. Consider applicants with minimum learning experesna addition to extensive
professional experience and provide befitting fatih courses.

lii. Use explicit criteria for fair selection.

3.2.2  Verification of Admission Documents

3.2.2.1 Situational Analysis

The increasing demand for well trained labour faynehe job market has and continues
to call for higher qualifications. This has led iacreasing incidences of forging
certificates and other testimonials in order tongadmission into university programmes,
hence the need to ensure admission of only appdicanith authenticated entry
gualifications.

3.2.2.2 Objective
Ensure that selected applicants have the pre-iieg@stry qualification to undertake
university studies.

Policy Statement;

P 13: To have an efficient, accurate, secure afedtafe applicants’ entry qualifications
verification process in place.

Strategies;

i) Establish robust procedure for screening applioatim every check point of the
admission process.

i) Consult Examinations authorities and professiomalids to audit qualifications of
selected students

iii) Conduct regular auditing of admitted students.

3.2.3 Transferability of Students

3.2.3.1 Situational Analysis

Transferability is a term used to describe the tador students to transfer credits earned
in one University to another University. The Openivgrsity or Tanzania has been

admitting students from other Universities withindaoutside the country. In addition,

from their own aspirations, students sometimesepref move from one programme to

another. This requires verification of the conegrrstudent’s admission status in the
former institution and appropriate weighting of ttredits being transferred. All credit

transfers must adhere to TCU guidelines.

3.2.3.2 Objective
Ensure authentication of entry qualification fol a@ew students including those
transferring from other higher learning institutsoend faculties.

Policy Statement;
P 14: A robust and effective system of credit transferadmitting qualified students
from other universities and between Faculties aTOU

Strategies;

i) Provide clear specification of minimum admissiogquieements for every
academic unit
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i) Weigh and assess course content coverage of ingastudents before admission
into OUT programmes.
iii) Provide clear guidelines on the issue of transferedits.

3.3 Course Delivery

3.3.1 Delivery Systems/Media

3.3.1.1 Situational Analysis

At the OUT, courses are delivered through a meofieonventional and blended online
learning, print material posted on the internetdturdents’ access, face to face sessions,
seminars, ICTs, radio, and television broadcastsdehts’ proactive initiatives and
responsibility is crucial for them in seeking, exqhg, and expanding their frontiers of
knowledge through independent, interactive and emijve problem solving reading and
reflections.

The demand is growing for quality study materiadsnmeet the increasing students’
enrolment hence, the need to address the demaedms of developing adequate study
materials, posting them in e-learning system sweiMaodle and providing quality and
adequate student support services such as fa@eap éducational technology, working
student centres and library services. A lot ofed@gment and changes have taken place
that call for major review and quality assuranceeafsting and up- coming study
materials, curricular, and improvement of studestgport services.

3.3.1.2 Objective
iii. Improved and strengthened delivery System/Medid thearantee quality of
education
iv. Effective and quality teaching and learning dejveystem

Policy Statement;

P 15: Promote ODL through a range of modes of delivecjuiding face to face contact
hours, video conferencing, MOODLE platform, andresponce through emails and
other means of Information communications.

Strategies;
i) Undertake capacity building to enhance and sughpertise of contemporary
media of course delivery
i) Putin place infrastructure that will enhance amplpg®rt teaching and learning
through the open and distance learning applicaifd@Ts and blended learning

P 16: Ensure availability of up to date relevard goality study materials to meet the
increasing student enrolment and relevant to ceuwfered.

Strategies;

I.  Strengthen the editorial section

ii.  Promote and inculcate staff culture of writing stunlaterials

lii.  Conduct training in preparation of study materials

iv. Outsource and commission authors to develop stuatgnmals

v. Prepare and disseminate hard and soft copies bfduglity study materials
and other course related learning resources

vi. Post study materials in e-lms moodle.

vii. Regularly review and update study materials teptfexisting and emerging
trends in education and market tracer studies
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viii. Maintain records of developments that necessitatew and revision of
study materials.

iXx. Improve student support services

X.  Ensure wide availability of adequate stock of alldy materials in all regional
colleges and study centres

xi.  Ensure wide availability of digitized study matdsia

P 17: Provision of access to university educatmrafwide spectrum of candidates

Strategies;
i. Establish flexible and inclusive entry requirements
ii. Provide admission by gender balance and persohsspécial needs
iii. Consider applicants with minimum learning experena addition to extensive
professional experience and provide befitting fatih courses.
iv. Use explicit criteria for fair selection.

P 18: Having in place a well publicized and infotivea programmes advertisement
system

Strategies;
I.  Specify delivery formats for the programs
ii.  Indicate courses levels, duration of programs aaditpoints to be achieved.
iii.  Specify programme admission requirements such as fstructure and
registration procedures.
Iv.  Describe social and support facilities which thevarsity offers.

P 19: Having in place a smooth, transparent aeddty application procedure

Strategies;
vi. Decentralize application processes to Regionaégeh
vii. Make provisions for online application.
viii. Ensure that all staff in the admission sectionwed trained and informed on
relevant issues and interact with clients in paitel helpful manner.
ix. Regularly review and monitor all matters concerradgnission to the university
X. Provide admission to suit aspirations of qualifyapgplicants

P 20: Ensuring a balanced enrolment.

Strategies;
i)  Seek to enroll number of students commensuratestmurces available.
i)  Admit students who have the potential to succeedt! lmemefit from the OUT
learning experience.

3.3.2 Curriculum Development and Review
3.3.2.1 Situational Analysis

For a curriculum to be relevant and credible, iedseto be consistently reviewed and
updated to meet the rigor and breadth of the progra. OUT programmes ensure
quality by adhering to TCU guidelines. Before am@yv or revised program is launched,
it is subjected to TCU review for suitability ofgme, depth, breadth and relevance. All
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new and reviewed programmes are accessible thiibveghCU Prgoramme Management
System (PMS).

3.3.2.2 Objective
iii) Development of academic curricula, programmes,cnuases that respond to
and address market demands and emerging issues.
iv) Balancing course contents with the requisite cowsight by unit and lecture
hours in line with TCU guidelines.

Policy Statement;
P 21: Review curricula to address existing and gingrissues.

Strategies;

) Develop new courses to address existing argtging issues

i)  Review existing courses to address existing and@ngeissues.

iii) Involve stakeholders in course design though sratedies

iv) Establish credible organs for course approval foward application for
accreditation.

v)  Submit, in time, new and reviewed programmes anuises to QA Agencies
through intend organs for accreditation

vi) Promoting new courses

vii) Carry out regular academic audit of the curriculd atudy materials

viii) Use feedback from students, staff, employers aheratakeholders to assess

iX)  The quality of courses, teaching and learning écs/

P 22: Ensure that course contents balance coulgbtvesnd the requisite lecture hours.

Strategies:
i) Provide clear basis for determining course weightt].
i) Provide course content that reflects course weight

3.3.3 Course Package

3.3.3.1 Situational Analysis

A course package refers to the core learning nadgetfiat a new student is entitled to at
the commencement of an academic year. A completeseopackage at the OUT

constitutes courses outline, course objectivesrseostudy materials and instructor
information. While the Open University of Tanzanuses staff developed study

materials, reference books from both public andi titimaries in OUT Regional centres

greatly supplement the study materials in additmrother learning resources students
may access through electronic media. ICT is alsneans of accessing electronically
communicated resources from tutors through e-lagr€Ds, Video Cassettes and Audio
Cassettes. All these are necessary supplemesitiscyp materials.

While some students may receive the package indinttee commencement of academic
year, other may receive none until almost towahgsmiddle of the year. Others get an
incomplete package up to the end of the respectba@lemic year. Delivery of the

course packages to students, if not properly ormgahimay add to delay in procuring the
same among students. Even where students get etangglts of course packages in time,
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the same may end up being irrelevant or inadeqioatéack of rigorous review and
revisions. Course packages at OUT must be subjdotgeriodic reviews for quality
assurance.

3.3.3.2 Objective

Establish an improved and sustainable system alestusupport that supplements
provision of course packages.

Policy Statement;

P 23: The University shall enhance timely provistd complete course packages in both
print and electronic form.

Strategies;
i) Timely provision to students, of prospectus, counsiines, course
objectives, instructor’s information and study nniatis.
i) Provide complete course packages to students abthenencement of each

academic year

iii) Provide updated list of relevant references foheamirse

iv) Ensure that production of course packages correspth the number of
students in each course

V) Gradually digitize the course packages.

3.3.4 Student support Service

3.3.4.1 Situational Analysis

Student support services are imperative in open disthnce learning. At the OUT,

student support services include face to face @esseducational technology services
offered in regional centers, tutorial sessions Hniry services. Study materials and
field and laboratory practical sessions, teachimgctice, moot courts and special
projects, are some of the core student supporicestv If improved, students support
services may help in promoting mastery of courseklearning processes in general.

3.3.4.2 Objective
Enhancing availability of quality student suppat\sces.

Policy Statement;

P 24: The OUT shall put in place an effective systé student support services in order
to supplement provision of course packages.

Strategies;
i) Provide information about the essence of studgmp@t services
i) Improve and strengthen student support servicds asiface to face session,

practical sessions, library and mini librariesegional centres, students study
centres, tutorial letters, student marked scriptsiaternet connectivity.

i) Provide students with tutorial letters.

iv) Expand and upgrade all learning facilities.

V) Conduct regular assessment of library needs

Vi) Promote and facilitate establishment of studerdysaentres

vii)  Increase accessibility to electronic journals.
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3.3.5 Plagiarism

3.3.5.1 Situational Analysis

Plagiarism is an act of appropriating the litereoynposition of another person or parts of
passages of such writings, or the ideas or languafyihe same, and producing them as a
product of one’s mind without acknowledging therseu It is a serious academic offence
for which the OUT must develop and provide meangrwohibit and discourage its
occurrence among writers of course materials amtesits.

The growing number of student enrolment and denfi@anshcreased production of study
materials seem to force academic staff into the vt plagiarism in meeting student
demands for reading materials.

3.3.5.20Dbjective
Development of structured system that forestaldgjiprism, infringement of copyrights
laws and other forms of cheating among staff andestts.

Policy Statement;

P 25: Enhancing awareness and knowledge by stydgatsand course materials
developers about all forms of intellectual propergts

Strategies;
)] To develop institutional intellectual property pylito ensure protection of
creative work
i) To promote awareness of copyright and intelleghwaperty rights in general
to staff and authors of study materials.

P 26: Development of study materials that are fire® plagiarism

Strategies;
To identify instances that of plagiarism and imigment of copyrights.
i) Organize and execute training of staff and counsterg on copyright issues and
plagiarism
i) establish system that detects plagiarism and dbiners of cheatings
lii) Take appropriate steps against authors/staff wadoand to infringe copyrights.
iv) Share experiences with other universities on comgpaiagiarism and other forms
of cheating.

P 27: Institutionalizing system that shall revelgoarism in staff and students’ course
work papers and research projects/papers.

Strategies;

i)  To establish a system that detects plagiarism #m&t forms of cheating by
students with appropriate punitive actions to inate in students the culture of
acknowledging sources used in their work.

i)  To improve the examination regulations to deal itigiarism and other forms
of cheating.

iii)  To ensure that all staff and students are awacglmrcrime act.
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3.3.6 Timed Delivery of courses and learning resoaes
3.3.6.1 Situation Analysis
Timing is an important discipline building compoheh teaching and learning processes.
Each aspect within the processes of teaching arditeg has to be done with a timetable
and deadline. Timeframes within which coursesraneand examinations are completed
should be realistic. Tests and examinations masinhrket and commented upon and
returned to students in good time. Increasing remof students translates into
increased staff workload and makes it difficult fitve staff to mark, in time and
extensively comment on students’ scripts, recoedntiarks, release results and return the
marked scripts to students. On the part of studéet® may be problems of adhering to
time table for course registration, submission objgrt work and registration for
examinations and timed tests. There are many a&spsring students to meet set
deadlines for different tasks. There are also cagee staff members have not been
able to accomplish their tasks within set timelir@s account of heavy work load.
Basing on this state of affairs the following nebdse been identified:
v. Institutionalization of coursework submission
vi. Effective system of student’s registration for exaations.
vii. Prompt release and communication of feedback astddsults to students.
viii. Enhanced and effective communications between rihersity management,
staff and students

3.3.6.30Dbjectives

To ensure institutionalization of coursework sulsiugs, effective system of students’
registration for examinations, prompt release amochraunication of feedback and test
results to students and realistic and accurate tahkng for effective course teaching,
learning and student assessment.

Policy Statement;
P 28: Setting academic timetable that allows effedeaching and learning processes.

Strategies;
i)  Involvement students in setting the time table.
iii)  Adherence to set deadlines
iv) Comprehensive time table to reflect all academiivities at the
commencement of each academic year.
P 29: increasing proficiency in accessing, and camoating task feedback to students

Strategies;
i) Provide students with their task results and ofieedback in good time
i) provide prompt and adequate information relatestudents’ courses

P 30: Standardizing procedures for submitting aesigasks within set deadlines.

Strategies;
1)  ensure all study guidelines are given to studemtsg orientation
i)  proper recipt recording and custody of studentt'stand examination scripts
lii)  to ensure proper and confidential handling of staderipts

Strategies;
i) Ensure that each academic staff is able to usgzsigicourse delivery,
including lectures, tuition, recording and relegsiasults
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i) Enable students to access digitised informatioouttin induction

iii) Ensure robust system of recording and realisinglt®o student’ to students’
induction

iv) Ensure robust system of recording and releasingtset® students’ test and
exams

3.3.7 Student Consultation

3.3.7.1 Situational Analysis

More often than not, students do consult staff &mademic guidance and course
clarification. These consultations range from adstrative to academic issues which
could not be addressed during regular Face to sessons. The capacity at the regional
centres in terms of staff relevant to the acadgmrogramme is still wanting.

3.3.7.20bjectives

i) Avalilability of competent and adequate staff fonsoltation at all regional
centers
i) Effective online system of staff-student interaatio

Policy Statement;
P 31: Ensuring all academic units have staff alaleléo students for consultation

Strategies;
i)  Prove timetable of staff availability for consuitat at the regional centers
i) Provide mechanism of reporting on staff-studenbrsaltation
i) Ensure effective and adequate supervision to stadenheir field practicals
and research work.

P 32: Ensuring staff student-interact on line

Strategies;
1)  Enable staff and students to interact on line
i) Provide a computerized system for staff studemtraution.

3.3.8 Student Assessment

Student assessment implies measuring and weighiegektent to which planned
teaching and learning have been attained. Assessnagnbe through assignment, Timed
Tests and Examinations. It covers several prosessea continuum beginning with
setting, moderating, printing and photocopying; kaming and transportation;
invigilation; marking and grading; recording angegpval of results. Quality assurance is
imperative at each such assessment process. Adespadt professional competencies
and skills as well as the setting of practical times and meeting them are measures that
cut across each assessment process. There ai@cspaality assurance measures,
checks and balances to ensure relevance, assesseguiations, security and
confidentiality. There is a need to have clear gings and responsibilities that ensure
guality control in student assessment.

3.3.8.1 Setting Assessments

3.3.8.1.2 Situational Analysis

Assessment starts with setting of tests or examimauestions. Delay of any of activity
pertaining will have an adverse effect on the enéissessment process, including the
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ultimate release of results. Disproportional ceucsverage, irrelevant questions and
lack of adherence to ODL modes of delivery are €aske contention. Lack of due

examinations confidentiality and security may resul leakages and possible
cancellation of examinations and financial as \aslhuality waste.

3.3.8.1.3 Objective
Ensure timely setting, moderation and submissionqoélity assessment tests and
examinations.

Policy Statement;

P 33: Ensuring timely setting and moderation dliqy and relevant, tests and
examinations Comprehensive Timetable of all assessactivities made
available well in advance, to both staff and staden

Strategies;
i) Questions observe relevance and appropriate cavefagpurse content
i) Provide for internal and external moderation ottedits examination
i) Ensure adherence to ethical assessment principtsding confidentiality and
security

3.3.8.2 Printing and Photocopying of question paper

3.3.8.2.1Situational Analysis

Timely and secure printing, especially of tests amdminations is crucial in student
assessment. Printing of large volumes of examinafg@apers requires a robust
arrangement of staff and resources. Handling @memation materials at OUT s
confided only to responsible and for this caseDRirectorate of Examinations Syndicate
(DES) only. Photocopying of question papers durgx@mination sessions is highly
discouraged.

3.3.8.2.2 Objective
Securely and timely printing and photocopying st$eand examination papers.

Policy Statement

P 34: Production of multiple copies of tests axaneination papers well planned to
ensure confidentially, adequacy.

Strategies;
I.  Enable smooth processing of term papers, testexerdination papers by

providing sufficient materials and equipment

ii.  Printing and photocopying strictly handled by DES

iii.  All materials, tools and equipment vetted to mbetrequired security and
confidentiality

iv.  Tests and examination papers commensurate withuimer of examinees for
each session

3.3.8.3 Packing, Transporting and Distribution

3.3.8.3.1 Situational Analysis

In addition to being part of the student assessntenn papers are part drivers of the
learning process. To be effective, questions fomtgapers for courses should be
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provided well in advance. Security must be ensuwdten transporting test and
examination papers to examination centres. Atdtage staff other than those from DES
may also be involved but they must prior be vetigdhe Deputy Vice Chancellor for
Academic Affairs.

Delay or complete lack of question papers is nateptable. Improper labelling and
mixing of number of expected examinees may resuth gross inconveniences and
sometime cancellation of an entire paper. Meartsaokport should be secure and fast to
ensure examinations are at each centre on timenéoo early nor too late.

3.3.8.3.2 Objective
All question papers for tests and examinationsighbe made available at examination
centres on time, secure and in adequacy.

Policy Statement;
P 35: Enforce security during packing, transporéing distributing tests and
examinations.

Strategies;
1) Transport facilities should be secure and reliable.
i) Packing, transporting and distributing of tests ardmination should be under
strict supervision.
iii) Regional centres should be the drop and pick poingdl tests and
examinations.

P 36: Timely provision question papers for all valet examinations at the
commencement of each academic year

Strategies;
i)  Use all means available to provide students withgagd term papers in good
time.

3.3.8.4 Invigilating, Collecting and Sorting

3.3.8.4.1 Situational Analysis

Invigilation is a crucial part in the administratiaof Examinations and Tests. Student
identity and eligibility to sit a test and examioat after payment of due fees should be
unequivocally proven. It should be understood thest is one of the very few instances
where the teacher and student meet. Setting eleamination regulations and ensuring
conducive examination environment are necessarygopditions towards curbing
examination irregularities which mostly lead to anessary waste of resources.

3.3.8.4.2 Objective
Timely, vigilant and effective invigilation, colldon sorting, and distribution of student
examination/test scripts for marking and grading.

Policy Statement

P 37: Ensure timely, effective, efficient and secuwvigilation at each examination
centre.

Strategies;

1)  Provide robust invigilation.
i)  Provide conducive examinations environment.
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lii) Handle cases of alleged examination irregulara@sording to set
regulations.

3.3.8.5 Marking, Moderation, Recording and releasef Results

3.3.8.5.1 Situational Analysis

Marking grading students’ work is one of the besraies through which institutions,

instructors and learners may gauge their perforemand improve the quality of work. In

ODL, students depend on marked scripts with apptgprcomments to enhance the
learning process. At the OUT, there have been nest of delays on marking and
grading of students’ scripts. Proper and objectivarking of tests in needs unique
professionalism in ODL course design and delivery.

All higher education institutions strive to produgeaduates who are competitive in the
labour markets. The institutions also strive to emb international human rights

including providing fair and just education condiits. On such grounds, the OUT strives
for fairness in marking and grading students’ exation scripts. Assured adherence to
these conditions is guaranteed through externahmedion of students’ marked scripts.

The OUTis, and should not be exceptional in thahiist subject its students’ marked

scripts to external examination.

Since, marked tests are expected to provide tegcdmmments in ODL, timely feedback
of such activities is and should be one of the d¢aretions of all instructors in ODL.
However, there have been long turn-round timedeon papers, and tests ensuing from
unreliable transportation systems, limited techgmal support, too many students’
scripts to mark and grade; and limited instructorsandle these related tasks.

Feedback is a necessary means of encouraging suitheassessment process. After
marking and grading it is imperative that studeggsback assessment results in order to
know their performance. There have been instandedetayed communication of
students’ assessment results for various reasons.

As a matter of quality assurance, all the indicaa@d potential shortfalls should be
addressed accordingly.

3.3.8.5.2 Objectives
To ensure timely, appropriate and fair marking,ording and release of assessment
results also effective and timely external moderabf students’ marked scripts.

Policy Statement
P 39: Put in place an effective system for faieasment

Strateqgy;
i) Institute and facilitate efficient mechanism of reaating of questions, marking,
assessment results
P 40: Use ICT to record and communicate studenésks and grades in good time
Strategies;

i) Institute a robust student records informationeys(SARIS) in place and
operational
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i)  Ensure staff and students are conversant with RIS
P 41:. Ensure prompt feedback of all assessments

Strategy;
i) Provide mechanism for timely feedback for abk@ssments

3.3.8.6 Examination Regulations and procedures

3.3.8.6.1 Situational Analysis

Examination regulations and procedures are detamsnof quality management and
administration of examinations. At the OUT, thdrave been instances of students
contravening examinations / tests regulations andealures. Such contraventions must
be controlled though normal management systemstioefr assure quality.

3.3.8.6.2 Objective
Institute examination regulations to monitor andteol the conduct of examinations.

Policy Statement;
P 42:Put in palace up to date examination regulations

Strategies;
i. Develop regularly review examination regulations
ii. Clear process of handling examination irregulagifrem the examination room
to appeals stage.

3.3.8.7 Progress towards Graduation

3.3.8.7.1 Situational Analysis

Learning is a process characterized by identifistdges or levels from the day a student
enrolls for an academic programme to the day oflgmton. There are pre-requisite
gualifications a student is required to have ireotd move from one stage of a course to
the next. The ultimate course completion rendessudent eligible for graduation. A
student cannot be allowed to take the next leveh @ourse before passing the level
before. These levels and the associated prerésgpiisiust be explicit and known to the
student for smooth progression towards graduatiéor all levels, the entry and exit
points and procedures must be clear. Assuranceéhedet requirements is a quality
requirement.

Fast progress through courses and timely complatioprogrammes is one of the
attraction students aspire to in enrolling and @egsang in a programme. The situation at
the OUT indicates that there have been cases whdargs have been late in completing
their programmes because of their ignorance optbeequisite processes of ODL.

3.3.8.7.2 Objective
Clear progression and exit points with robust pdoices at each point.

Policy Statement;

P 43: Institute explicit levels and exit pointsaithprogrammes, from non-degree to Post-
graduate levels.
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Strategy;
i) Each programme shall specify levels of completiot sequirements of
progression

P 44: The exit procedures for each level should&éknown and enforces.

Strategies;
i.  Pass marks for course work, and final examinatstradl be well established
ii.  Assessment of outcome shall be well establishesk BaFail
iii. Fate of the assessment outcome shall be well edtedl Continue or
Supplement or Repeat course or Discontinue fromhiesu
iv.  The exit procedures shall be accommodative and lséavell proven to be
smoothly working in ODL system.

3.3.8.8 Open Educational Resources (OER)

3.3.8.8.1 Situational Analysis

There is a wide and rapid increase of productiod ase of OERs in academia
worldwide. However, stakeholders are debating bether the quality of such OERs are
of up to the required standards. On the other hstateholders realize and acknowledge
a number of benefits that can be taped from OERsabrwhich is their contribution to
dissemination of knowledge especially to disadvgediagroups that could otherwise not
afford knowledge from other sources, also the pdged by such OERSs on increasing
leaners autonomy. Already OUT produces and usaeiableaOERs.- For that case, as an
institution, OUT needs guidelines on how it carximaze on benefits realized in OERs
without compromising quality.

3.3.8.8.2 Objective
Institute an OER policy and operational procedures.

Policy Statement

P 45: Have and abide to a system that shall sysieatig check whether OER creation,
development and production; OERSs integration ard as well as hosting and
dissemination of OERs meet specified requiremegitstandards for OUT materials to
go OER.

Strategies;
I. Set limit on levels of use of OER per academic work
il Provide guidance to where shall OUT materials apps®ER
iii. Identify infrastructure support required for deymteent of OER e.g. ICT
V. Address issues related to licensing of OER material
V. Define percentage (amount) of OUT materials t@gdR

Vi. Define OER developers
Vii. Assist instructors add value to instructional enials.
31. Staffing

3.4.1 Staff Adequacy and Competence

Human resources constitute the single most imporigout for any organisation’s

competitiveness. Human resource management foausestrategic interventions of

acquiring the requisite number of staff with thepested qualifications, their proper
utilization, development and retention in the oigation. The profile of human

resources at the OUT is analyzed in terms of tloeilegories such as academic,
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administrative/technical, location, age and quadifions, core competencies, motivation
and resource management policies in order to galuge to promote quality in all
aspects of the university functions.

In this policy, “staff” includes all full time emplees on permanent on permanent or
contract terms, part timers, cooperating tutordereal examiners and examinations
moderators. OUT staff members are competent if jusgess the expected knowledge,
skills attitudes and experiences to adequatelyoperftheir tasks as per OUT job
descriptions and specifications. Adequate staff maesufficient humbers of staff in
relation to the number students to be served. @rthe core functions of the OUT is
teaching. Hence, the staff — student ratio is @sged in terms of number of instructors
in relation to the number of active students. Adstmtive and Technical staff form and
the number of active students. Administrative &rdhnical staff form an important part
in the quality of OUT services and outcomes.

3.4.1.1 Situational Analysis

The execution of duties in any organization reb@sthe competence, experience and
commitment of its staff. Proper management of humesource generally enables an
organization to achieve its mission, goals and alyes. Human resources therefore,
play a significant role in promoting quality asswra. Staff induction in quality
indicators and their general performance make aifgignt impact on the process and
output aspects of quality in ODL delivery. The OWdperates in different Regional
colleges throughout the country as well as Cootdigacentres in OUT presence outside
Tanzania, currently Kenya, Rwanda, Namibia, Ugaadd Malawi. The number of
admitted students has continued to increase wh#enumber of employees remains
lower in relation to OUT expansion. Hence, thdfstudent ratio does not match the
expansion. The average staff: student ratio for Oldi the period 2002 — 2006, basing
on the number of staff and students, was aroun@. If6is considers active students
only. A better ratio that reflects efficiency neetb be defined and instituted. The
optimal ratio varies between institutions, depegdon the level of technology and
number of facilities in the learning environmenEven so, all institutions stand to be
guided by the guidelines of the TCU considering dingque environment of open and
distance learning institutions with better learnfagilities and advanced technologies can
manage a high staff: student ratio without impaimguality standards.

On average, every student will sit for 2 tests, and annual examination each year, all
of which have to be marked by the subject instmsctBasing on the work load formula
and taking into account the ODL working environmenproposed staff: student ratio of
1:50 in normal delivery and 12: 30 during invigitett is considered reasonable, assuming
that the instructor is solely occupied with thagigsment.

3.4.1.2 Objective
i) Recruit competent and qualified staff
i) Maintain appropriate staff: student ratio.

Policy Statement;
P 46: Proper recruitment of competent and adeatate

Strategies;
I.) Recruit competent staff
i) Maintaining appropriate staff students ratio
iv) Establish academic staff workloads against the rurabstudents handled.
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3.4.2 Human Resource Allocation and Utilization

3.4.2.1 Situational Analysis

Proper allocation and utilization of human resouscessential for effective performance
in any organization. Improper allocation of hunmower may lead to inefficiency and
ineffectiveness. Duties allocated should matcHifigetion, experience and aptitude of
the staff concerned. The OUT regional centres tmout the country and in

coordinating Centres outside Tanzania need to aaeli faculties, Directories and
Institutes at headquarters in matters of staffing.

3.4.2.2 Objective
To ensure efficient deployment and proper util@atof staff at the head office and in all
the regional centers and coordinating centres @eiffanzania.

Policy Statement;

P 47: Ensure proper allocation and utilization winan power at the head quarter and in
the regional coordinating centers

Strategies;
Deploy human resources based on needs, competpraddications and experience

3.4.3 Training and Development

3.4.3.1 Situational Analysis

Plans for further training and development are msaein any organization irrespective
of the qualifications staff possesses at entrytpolrovision should be made for staff to
attend short and long courses, induction seminatscanferences. Academic, Technical
and Administrative staff of an academic institutiolust be developed to demonstrate
competence | the application of innovative teachlagrning and assessment strategies.
In this way, quality can be assured in all the carel important function of the
institution.

3.4.3.2 Objective
Provide opportunity for staff training and develagamat various levels.

Policy Statement

P 48: OUT shall endeavor to train and developntpleyees in their areas of speciation

Strategies;
i) Conduct frequent Training needs assessmentiar ¢o form the basis for various
training programmes.

3.4.4 Staff Performance Evaluation

3.4.4.1Situational Analysis

Regular evaluation of staff and their annual penfance review is an important exercise
that receives a lot of attention in organizatiofailure to carry out this function may

encourage inefficiency and the organisation maytéaachieve its mission or objectives

with the deserving efficiency and effectiveness.
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3.4.4.2 Objective
Regular staff performance review and appraisal lshchearacterize every institution.

Policy Statement

P 49: Performance appraisal shall be compulsorglf@mployees as the basis of
promotion, deployment, training and career develepm

Strategies;
I) Conduct periodic (mid — year and annual performavaduation of all staff.

3.4.5 Incentives Package

3.4.5.1 Situational Analysis

The incentives system shall be applied fairly fostdff. Staff motivation and incentive
schemes help an organization to achieve its olgsxtiln order to retain employees,
measures should be taken to prevent staff from mgowut searching for greener
pastures.

3.4.5.2 Objective
Introduce conducive and rewarding remuneration agek for all categories if staff.

Policy Statement;

P 50:The OUT shall implement sustainable incentives pgeko attract and retain
competent staff.

Strategies;
Develop an attractive incentives scheme capabdgticting, motivating and retaining
competent staff.

3.4.6 Research and Consultancy

3.4.6.1 Situational Analysis

Research and consultancy activities are among dhe fanctions of any high learning
institution. They are vital for advancement in eardevelopment, income generation and
service to humanity.

3.4.6.2 Objective
Institute approved research and consultancy painyplan.

Policy Statement

P 51: The OUT shall provide conducive environmentstaff to carry out research and
consultancy services

Strategies;

Train staff in research and consultancy

i) Research to be part of core staff performance reouént

i) Ensure the OUT offers community services in forncafsultancies.
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3.4.7 Staff Succession

3.4.7.1 Situational Analysis

Succession planning is vital in any visionary oigation. Managers realize the
importance of succession planning. Vacant posts tiu retirements, termination,
expiration of contracts or any other reason shoeldilled in good time in order to avoid
disruptions of organizational activities.

3.4.7.2 Objective
Ensure institutionalization of staff developmentl@uccession planning.
Policy Statement

P 52: The University shall have in place a sustdaataff succession plan

Strategy:
Prepare and regularly review staff succession plan.

3.5 Infrastructure

3.5.1 Buildings, Working Space and Facilities

3.5.1.1 Situational Analysis

The effectiveness of any programme management dspempon availability of
infrastructure. Suitable and sufficient venuesusthdoe available for smooth running of
all the activities. The National Open UniversitiyT@anzania lacks enough office space
especially in the Regional Colleges. With expamgibthe University in terms of student
population, staff and work facilities, the univéysneeds to expand its infrastructure, so
as to match the increasing population and needs.is lonly then that smooth
operationalization of the University’'s planned wities may be attained without
compromising the quality of programmes. Lack oa@p may be attained without
compromising the quality of Programmes. Lack ofcepéor special activities such as
examinations, laboratories and libraries at the iéteg colleges interfere with the
university’'s commitment to offer quality educatifor increasing number of learners in
ODL from all social — economic and cultural backgrds.

3.5.1.2 Objective

Ensure availability of infrastructure to enable lgyadelivery of education and smooth
running of all course programmes.

Policy Statement;

P 53: Put in place effective adequate infrastrgcammmensurate to the university
population Maximum utilization of available offiepace while ensuring quality
delivery of programmes.

Strategies;
i.  Ensure availability of suitable and sufficient amell equipped venues
Suitable and sufficient venues, for staff and stup

ii.  erect buildings to cater for science and examindtalls in those regions where
the university has acquired land

iii.  equip all offices at the headquarters and regiwital necessary furniture,
equipment and tools
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3.5.2 Communication System

3.5.2.1 Situational Analysis

An effective and efficient communication infrastiw@ is necessary for quality delivery
of education and for supporting quality assuramcéhe provision of higher education.
The following lists of attributes constitute anesffive communication system to support
guality assurance in higher education.

i) An open process for examining evidences fodiguand public disclosure;

i) ICT Policy within built security system, internatrmectivity at all OUT centres
to facilitate electronic file movement, paperlessetings and students’ access to
teaching and learning resources.

i) Frequent, regular, and up-to-date reporting

i) A method of reporting that enables appropriate @mspns to be drawn across
institutions in order to inform consumer and ineest choices

iv) Concise and intelligible reporting, tailored to mebke needs of different
constituents;

v) A variety of measures that allow for presentatidnaobalanced profile of
intuitional performance and the context in whicbaturs;

vi) Wide dissemination of results to interested partl@®ugh multiple channels,
including the media.

Although the University has already formulated amdopted its information
communication Technology (ICT) Policy there is néethave at least one Computer Lab
in each Regional College. Efforts continue to kekimg to ensure secure computers for
all offices and extend internet and e-mail serviteRRegional colleges. Using print
media as the main means of communication has eesutt delays and increased
operational costs compromising quality deliverytbé University’s programmes and
services. The use of electronic media like Rad@evision, audio-video cassettes can,
strengthen etc and give quality instructional pamgmes and can ignite the students and
instructor’s interests motivation, creativity amthovation.

3.5.2.2 Objective
Policy Statement;

P 54: To ensure that all faculties, institutesgctiorates administrative units and Regional
colleges have access to ICT with adequate inteamtectivity

Strategies;
I.  To expedite implementation of the ICT policy in aflerating centres of the OUT
ii.  Install wireless internet connection in all builg

iii.  Exploit other broadcasting technologies Take dejiadfort to own and
manage TV and Radio broadcasting stations fordiasemination of information
to students, staff and other stakeholders.

3.5.3 Library Services

3.5.3.1 Situational Analysis

The University has library service units in all ¢sntres and utilizes the Tanzania Library
Services (TLS) buildings and services located iadogarters of all regions across the
country. Other Library services include the CdnRaople Library of Zanzibar and
Pemba has Institutions which support OUT in terrhd.ibrary Services provision in
Zanzibar and Pemba.
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The library at OUT headquarters and the mini-lilesrin the regions have limited
capacity to handle many users at a time. In adalafleviate this problem the University,
under special agreement with the Tanzania Libragrvi€e (TLS), has stocked
recommended textbooks and other reading matenaddter’'s network in the regions and
at the headquarters. These books are kept oratgeelves and are available to students
under special arrangement for reference and bongwi

Electronic journals, e-periodicals and electroeiference materials, as learning resources
are inadequate and not accessible to most studentsiral areas where internet
connectivity is non-existent. For production of biiyaand interactive study materials, an
efficient and up to date library service is requiti There is the need for OUT to
automate its library services and to review andatgdts working relationship with to
TLS taking on board electronic sharing of resource.

3.5.3.2 Objective
Improve library capacity and services at headqusaerd all regional centres.

Policy Statement
P 55: Ensure both efficient and effective libraperations and services are in place
Put in place efficient and effective library operas.

Strategies;
Review and update the TLS — OUT working relatianbetter serve ODL students.

3.5.4 Transport

3.5.4.1Situation analysis

The OUT has a limited number of vehicles both a tleadquarters and regional
colleges. The limited number of vehicles does efiect the expansion and activities of
the university. High standard of inputs and proess®quire the university to facilitate
the mobility of staff to undertake, teaching, reshaand consultancy and to participate in
conferences including monitoring students in fiptdcticals and teaching practice. Lack
of reliable transport services can impact the tymapproval of programmes, delay
delivery of teaching and learning materials as &slexaminations.

3.5.4.2 Objective
Maximize the use of existing transport facilitieslastrive to acquire and provide
vehicles to both the university headquarters argiddal Colleges and centres

Policy statement

P 56: Have in place an operational and comprehensstitutional transport policy.
Strategies;

i) Formulate and implement an institutional tramspolicy

P 57: Provide reliable transport facility to couadtion areas

Strategies;

1) Ensure a reliable central pool of vehicles talfaate learning, research,
consultancy at both the Headquarter and Regionigiges
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3.5.5 Recreational Facilities

3.5.5.1 Situational Analysis

By the very nature of ODL there are currently noreational facilities both at the
headquarters and regional centers of OUT. Howeeereational activities help to boost
a healthy mind, body and spirit that are needeefi@ctive learning.

3.5.5.2 Objective

Provide recreational cum sports and games policgdailities for a health university
community.

Policy Statement

P 58: Institute a policy for games and sports @t/ at the headquarters and regional
colleges.

Strategies;
i) Ensure mitigation measures for risks and accidengames and sports

P 59: Develop recreational facilities and mobiktaff and students to participate in
games and sports.

Strategies;

i) Include potential risks and matching mitigation swas in the OUT risks
Register.

3.5.6 ICT Services

3.5.6.1 Situational Analysis

Information and communication Technology (ICT) is affective method course
delivery in ODL is an effective method of delivery ODL. However, if it is not well
controlled, it can compromise quality and even gateelegal and financial risks. There
is the need to assure a robust ICT Policy with uiteb security measures, website,
internet connectivity such as for staff and studeail, SARIS and electronic meetings.

3.5.6.2 Objective
Establish and operationalise an effective ICT golar ODL delivery and general
management of the OUT.

Policy Statement
i. Ensure effective and ICT services for OUT

Strategies;
i) Implement the OUT ICT Policy and operationedgedures
ii. Regularly review and improve and implement OUT Idlicy and Masters Plan
iii. Observe set standards and targets of ICT servioeede
iv. Institute control measures to curb possible misfis€ET services in the OUT
system.
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CHAPTER FOUR
QUALITY ASSURANCE AND CONTROL: IMPLEMENTATION

4.1 Introduction

4.1.1 Quality Assurance Framework
Having a new Charter in place, the OUT preparec\aewed in 2010 New
Organizational Structure that conforms to the regraents of the Universities Act
No.7 of 2005. Included in the new structure ardigigatory organs (the various
committees of the Council and Senate). The pasiizig organs for quality
assurance are presented in figure 1.

Counci
I

Senat

Quality Assurance and Control Committee

J— 1 .
T
Library Research Publication Undergraduate Human Resources IEMT ACDE
Committee and Postgraduate Committee Managemen€ommittee Committee committee
Committee
; ) SADC centre
OCB Committee ICE Committee committee

Faculties/Institutes/Directorates Boards

I
Departmental Boards

Figure 1: Quality assurance framework

4.1.1.1 The Directorate of Quality Assurance and Gudrol (DQAC)

Under the new organizational structure, acadensaes are under the Deputy Vice
Chancellor (Academic). However, faculties, Direates and Institutes report and
perform all quality assurance academic mattersi¢oOirectorate of Quality Assurance
and Control which is under the Vice Chancellor.

The Quality Assurance directorate shall be heageal Birector who reports direct to the
VC and is in-charge of all matters related to duadissurance and control at the OUT.
The QA&C Director is assisted by three heads ofadepents namely Head, Department
of Monitoring and Evaluation, Head department ohtiStics and Records, head
department of Risk Management and CertificatiogFe 2). Each head of department is
assisted by one quality assurance officers. Thectdirate shall also have administrative
staff members. The DQAC shall be appointed by thencil through search procedures.
The DQAC shall hold the office for three years rgable. The directorate is linked to
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faculties, directorates and relevant Institutesodgh respective quality assurance
coordinators. The directorate is mandated to camtythe day to day activities related to
ensuring best practices for Quality Assurance at uhiversity. The directorate is a
watchdog in admission, delivery, assessment, stafnd infrastructure.

I—
|

il bzl

Administrative
Staff

Head Department of Head Department of Head Department of Risk
Monitoring and Statistics and Records Management and
Evaluation Management Certification

I I I

Statistics and Records Risk Management and
Management Officers Certification Officers

Monitoring and Evaluation
Officers

Figure 2: QAC Organizational Structure

4.1.1.1.1 Quality Assurance and Control Commit@AaCC)

There shall be a Quality Assurance and Control Ciiteenas one of the Committees of
Senate, which will meet quarterly preferably justdre the Senate.

i) The Composition
Reports to Senate via Management Committee
Quality Assurance and Control Committee

Composition:

i) Vice Chancellor - Chairperson
i) Director QAC - Secretary

iii) All DVCs - Members

iv) All Deans and Directors - Members
V) DQAC Heads of Departments- Secretariat

i) Terms of References

1. To monitor and asses quality of all OUT inputs,gaesses and outputs in all
core functions of the university.

2. To generate and receive data pertaining to QAlevaat areas

3. To take measures to address any observed QAC ahortf

4. To act as secretariat for Self Assessment, Extdreathmarking, Academic
Audit and Tracer Studies.



4.1.1.2 Best Practices

OUT shall abide to TCU and IUCEA guidelines for togsactices in all core operations.
IUCEA Quality Model of Teaching and Learning presehin Figure 3 describes three
dimensions of quality education i.e. Quality of thput, Quality of process, and quality
of output shall be adopted at OUT and revised altogly.

22 Satisfaction Stakeholders
1 2 3 4 5 6
> Program Content of the Organisation of Didactic Student
Specification program the program concept assessment
7 8 9 10 11 A
| Quality staff Quality of Profile of the Student Facilities I
Expected support staff Students counseling H
|
learning £
12 Quality 13 14 15 16 v
outcomes Assurance Student Curriculum Staff Feedback E
teaching/learning evaluation design development stakeholders M
E
N
T
s
17 18 19 20 21
Profile of Pass rates Drop out Graduation Employability
graduates time
A A
A A
23 Quality Assurance and (inter) national benchmarking

Figure 3: IUCEA Quality Model of Teaching and Leaming
Source: IUCEA (undated)

The quality model for teaching and learning asist faculties/institutes/directorates to
assess, describe, analyse and identify own streragid weaknesses. This will enable
drawing quality plan that improves respective acaidgorogramme.

4.1.1.2.1Description of the Quality Model for teanghand learning
I. Expected learning outcomes that reflects relevantiaulum/programme
demand.

il. The curriculum/ programme specifications includitsgcontent that takes
into account the vision, mission, aims and objegigf the institution.

ii. The organization of the programmes that show radeggth, coherence of

the courses and also demonstrates clearly basicsegiuintermediate
courses specialist courses and the final thegisseertation.
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Vi.

Vii.

viii.

Xi.

Xil.

Xiil.

Xiv.

XV.

Didactic Concept and teaching/learning strateggmuates action learning
that supports the conception of teaching and fatiin of learning.

Student Assessment of examination provides an teféedndication
whether the students have reached the learningettargf the course
programme or its components. Such assessment shimady indicate
examination are in line with content and learniiggotives of the various
parts of the Porgrammes and also ensures studenggavided adequate
feedback regarding what they have achieved.

Staff Quality is indicated by recruitment and prdimo of academic staff
that are based on merit system, which includeshteg¢c research and
services.

Quiality of support staff are reflected by its adsryusupport in terms of
staffing at the libraries, faculties/instituteséditorates.

Student advice and support are determined throgtblkeshed learning
environment to support the achievement of qualityoation and student
learning, and thus lecturers provides not only gspal and material that
is supportive of learning but also ensures appab@riactivities are
involved, including social or psychological one.

Facilities and infrastructure are necessary tovdeltompetence of student
to manage the curriculum, including equipment, mal&and information
technology and thus such equipments are to be dateand available.

Quality Assurance of the teaching/learning are @wid through
periodically reviewed and evaluated academic prograo to determine
its effectiveness. And thus adjustments are mathr atasonable time
periods.

Student evaluation | prime condition for improviteaching and learning
through regular process of evaluation.

Curriculum design is developed by the representatiom the faculty
Quality Committee, the faculty Teaching and Leagnibommittee, the
programme task force team who also receives recomatens and
inputs from students and stakeholders from indusgogvernment and
professional organizations.

Staff development activities are determined througkisting staff
development plan that systematically indentifiedividual aspirations and
institutional requirements.

Feedbacks of stakeholders are realized throughlaregvaluation and
course appraisal by involving all stakeholders ([Biea Makers,
employers; students, alumni, etc).

Stakeholder’s satisfaction is obtained through lagteedbacks from all
stakeholders for the measurements of their satisfac
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41.1.2.2

Best Practices for Admission
Collect only the information you want and need,
Do not discriminate on bases of race, sex, agditityeor citizenship,
Publish admission standard and adhere to them
Base admissions decisions on total applications
Document admission decision and rationale

Best practices for student support sesvand progression
Sustainable good practices which effectively suppbe students and
facilitate optimal progression. Benefits often ursé¢ the assurance of the
guality results, adhering to the clients’ servibarter.

Best Practices for Course Delivery
Best practices in curricular aspect include:

41.1.2.7

Sustainable curricular practices which lead to aenad effectiveness and
excellence

Constitute assurance that each programme of seglyts on collegiate
level learning outcome appropriate to the rigor dmeéadth of the

certificate or Degree awarded by the Institute

Full participation academically qualified personsdecisions in decision
concerning curriculum and oversight

Implement coherent plan for student to access @lfrses necessary to
complement the programme.

Appropriate interaction between instruct and stesland among students.

Best Practices fprogramme
Established reliable measures to continuous impnev
Review for effectiveness and currency of the progre

Best Practices for Staffing
Proper recruitment of competent and adequate staff
Best practices for development in research Consutaand extension
leading to superior performance resulting in susiteutcome in terms
of generating knowledge which will be useful foe tlearner as well as the
community.

Best practices for Infrastructure

Best practices for development of infrastructure Earning Resources

Sustainable practices leading to continuous immgp\vaf infrastructure
and learning resource development to create anmapti learning
ambience.
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CHAPTER FIVE
OPERATIONAL PROCEDURES

5.1 Introduction

The Quality Assurance and Control Operational Riooes entail strategies and
operating procedures drawn from a wide range of eativities of the university. These
strategies and operating procedures are basedjectieb and policy statements drawn
from situational analysis of OUT’s core activitiaghe QA policy documents.

The core activities are admission, delivery, assess, staffing, and infrastructure which
stand out as identification marks of the institnt®ooperations. The sub-core actives
under each category are as follows; admissionyeislisystem, curriculum development
and review, course coverage, student support ssivigagiarism, delivery tie tabling
and almanac, counseling and staff-student constatvhich fall under the main
transporting and distribution, invigilating processarking moderation, recording and
release of results, examination regulations andquiares progress towards graduation,
which fall under the main aspect of student assesgmstaff adequacy and competence,
human resource allocation and utilization, trainargl development, staff performance
evaluation, incentive package, research and camswyli staff succession which fall
under staffing and lastly, building, working spamed facilities, ICT services, library
services, transport and recreational facilitieBriglunder infrastructure.

The Quality Assurance and Control Operational Rtooes Manual is part of effective
guality assurance system. Its duty is to constaglyelope and review OUT operations
to ensure that OUT achieves its set vision andiamns#\n integrated quality assurance
system avoids undesirable situations in the OUTraimns. It enables gaps or
weaknesses in its activities to be detected in gme and rectified. In addition, it
enables the OUT to respond quickly and effectiveiyen an inspection and accreditation
cycle is in the offing.

An effective quality assurance system enables easpect of OUT activities to be
checked systematically and modification made wheiessary resulting in:

(a) Detecting problems and or deficiencies in good §me

(b) Less pressure of work; and

(c) An internal evaluation that meets all the requiretae

The OUT Quality Operational Procedures Manual dessr the specific quality

assurance and procedures, quality control spetidit® and other technical activities of
planning, implementation, monitoring and assessrfaerll the core activities of OUT.

In this regard, the manual provides a clear adie@iyldocumentation of all operation

procedures. Figure 4 provides a conceptual frammewf quality assurance and control
at OUT.
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Infrastructure
Buildings
Workspace & facilities
Communication
Library

Teaching & Learning Directorate of

Governance

Course packages f .
Tutorialsf) g Quality Committees
. Assurance and Boards
Practical > ;
Control Financial management

Assessment o .
Administration

Support Services
Consultation,
Counseling
Social welfare

Figure 4: Conceptual framework of quality assurane and control at OUT

5.2  Admission

5.2.1 Admission Procedure

Student enrolment at OUT has grown very fast lepdom more challenges in issues

concerning the admission process. There is a rekdve a robust and secure admission
process which attracts a broad number of potestiadlents within and outside the

country. To achieve this, the following strategs®l operational procedures have been
established.

S
Establish flexible and inclusive entry requirements

Operational Procedures;
i)  Admit all qualified students as per TCU admissiequirements.
i) Provide inclusive regulations to attract all quelifindividuals irrespective of
gender and physical disability.
i)  Search for possible avenues for raising femaleqiaation in programmes
where they are underrepresented.
S 2: Specify the delivery format of programmes BTO

Operational Procedures;
i. Provide adequate details on mode of programrieetg.
ii. Indicate course levels, duration of programraed credit points to be achieved.
iii. Specify programme requirements such as couesestructure and registration
procedures.
iv. Provides appropriate space for the applicapimctess.
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v. The office of the DVC (Academic) through DUGaiimonitor the admission
system
S 3: Put in place an effective mechanism to shdrerapplication and admission

processes.

Operational Procedures;
i.  Decentralise application and admission processg&m@courage use of ICTs
and on line application..
ii.  Ensure all staff in admission section are wellnegi and informed on relevant
admission procedures.
lii.  Promote friendly interaction between admissionfstafl stakeholders —

Website & OUT.
S 4: Regularly review and monitor all matters cons® admission.

Operational Procedures;

i. Regular evaluation of entry requirement.
ii. Ensure that the admission process is a useful nefanaintaining student
quality.
iii. Regular review of the selection criteria to follewair and transparent procedure.
iv. Regular review of the selection criteria appliedewladmitting students in

collaborative programmes.

S 5: Provide admission to suit applicants’ aspragiprovided they meet minimum
requirements.

Operational Procedures;
I.  Counsel potential students in choosing academigrammes.
ii.  Respect potential students career developmentigpis.
iii.  Special counseling desk.

S 6: Enroll number of students to commensurate awtilable resources.

Operational Procedures;
i.  Ensure that number of students does not compramuiskty — Lecture Student
ratio in ODL.
ii.  Ensure rational use of resources and cost effecsse
iii.  The office of DVC (Resource Management) shall emswailability of necessary
resources.

S 7: Facilitate online application

Operational Procedures;
i.  Upload admission forms and relevant admission médion to OUT website
ii.  Advertise programmes online
iii.  Putin place an effective mechanism of counselmtgmtial students online.
iv.  Quality of the information specialized.
V.
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5.2.2 Verification

A good number of applicants submit forged certitsaand testimonials. This can
compromise the status and quality of OUT. Thera reeed to put in place an effective
mechanism to check this irregularity. The followistgategies are operational procedures
have been established.

S 8: Establish robust procedures for screening@gian in every check point of
admission process.

Operational Procedures;

I.  Institute a mechanism for ensuring fool-proof adnuis process — Collaborate
with NECTA, NACTE, etc.
ii.  Provide for selected students to submit origindifieates during registration for
verification.
iii.  Ensure that selected students application docunaeataccredited by the
Tanzania Commission for Universities.
iv.  Report incidence of forging and cheating to reléauthorities.

5.2.3 Transferability

There is a need to put in place a mechanism tadadmansfer students. Some students
prefer to move from other Universities to OUT whi¢hers move across academic
programmes within OUT.

S 9: Provide clear specification of minimum adnussiequirements for transfer
students.

Operational Procedures;

I.  Weigh and assess course content coverage of ingstudents before
admission.
ii.  Provide clear guidelines to govern transfer of itsed
iii.  Provide need based counseling for incoming students
iv.  Provide straight forward enrolment procedures ficoming students.
v. Verify the accreditation status of the institutioom which the student comes.

5.3  Course Delivery

5.3.1 Delivery Systems

Improved and effective delivery systems are impesdor quality teaching and learning.
Appropriate and adequate measures ought to be tédenfull employment of
contemporary medium of delivery which ensures tymalailability of up to date and
quality study materials. Effective implementatioh molicy statements on delivery
systems depends on the strategies laid down andtapel procedures in place.

S 10: Undertake capacity building to enhance anmpb@ui the use of contemporary
medium of delivery as a supplement to print medium.

Operational Procedures;
I.  Conduct awareness session on the use of contempoealia of delivery.
ii.  Train staff and student in using contemporary meddelivery.
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ii.  Provide modern and adequate facilities that supih@tcontemporary media of
delivery.

Iv.  Improve the predominant print medium.

v. DVC (Acad) shall continually monitor and reguladgsess appropriateness of
media of delivery employed.

S 11: Enhance and support teaching and learniogghrcontemporary media.

Operational Procedures;
i. Put in place infrastructure that enhances and stgppeaching and learning

through the use of appropriate technologies andggic skills.

ii. Provide for maintenance and security of the suppgprbfrastructure.

iii. Provide means and guidelines for obtaining regteéadback from staff and
student on appropriateness of support infrastractur

Iv. Conduct progressive student course evaluation

v. Provide for student satisfaction of delivery at rsaulevel.

vi. Seek highest possible standards in respect of irgagturces, implementation
process and final output.

S 11: Timely availability of relevant, adequate andlity study materials to meet the
increasing student enrolment.

Operational Procedures;
i.  Strengthen and support editorial section to adetyiand thoroughly edit all
study materials in form and content before printmg publication.

ii.  Promote and facilitate a culture of writing studgiterials.

iii.  Conduct regular training to academic staff on wgtiof quality study materials
for open and distance learning mode.

iv.  Provide guidelines for outsourcing and commissigrauthors to revise and/or
develop study materials when need arise.

v. Plan for regular writing, updating, and reviewingstudy materials as provided
for in the Rolling Strategic Plan.

vi.  Establish machinery for maintenance of recordsesetbpments that necessitate
review and revision of study materials and improgamof student support
services.

vi.  DVC (RS) in liaison with Director of Planning andeizzlopment (DPD) shall
make projections of study materials requirementertsure sustained availability
of study materials.

viii.  The DIET shall employ the existing ICT policy tagydalise all study materials.

5.3.2 Curriculum Development and Review
Development of relevant and credible curriculansirmaportant aspect of a vibrant and

growing university which strives at attaining highdevel learning and creation of
knowledge through teaching, research and consyitaAppropriate strategies and
operational procedures that guarantee effectivacyoimplementation for quality
assurance and control are inevitable.

S 12: Institutionalize development and review ofirse to address existing emerging,
local and global issues to meet the demands girigsgent day society.
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Operational Procedures;
i. Plan for and implement regular academic auditeti@turricula.
ii. Plan for and implement regular academic auditeti@turricula.
lii. Review courses and programmes at least in eveeg tygars and whenever need
arise.
iv. Devise means of obtaining feedback from studentapl@yer and other
stakeholders to assess the quality of the curricula
v. DVC (Acad) shall provide guideline and schedulerégyular academic audit.
vi. DVC (Acad) shall provide procedure for involvemeot stakeholders and
prospective employers in curricula review and ceulsvelopment.
vii. Seek approval of reviewed and developed coursesghrestablished organs.
viii. Provide clearly defined objectives and learningcontes for all programmes.
ix. Provide a coherent and well constructed curricuthat facilitates and generates
knowledge and skills in a logical sequence.
X. Ensure that delivery of courses emphasizes prattaaing.
xi. Provide criteria for determining progressive collediive partnership in

programme delivery in a manner that pay attentoiné:-

Status and appropriateness of the proposed partner.

Status and appropriateness of the programme.

Avalilability and adequacy of resources.

Proposed partner's management and quality assuragsg&ems and

processes.
xii. DVC (Acad) shall initiate, coordinate and monitonteérnal and external
procedures for accreditation.

apop

S 13: Having in place clear basis for determiniagrse content and weight (unit)

Operational Procedures;
i) Prepare and enforce formula and procedure ftardening course weight.

5.3.3 Course Package
OUT shall strive at having an improved and sustaaaystem of student support system

that complements course packages. It thus seekshiEmce timely provision of complete

course packages in electronic and print form ceéngisof study materials, course

outlines, course objective and instructor’s infotim assignments and prospectus to
students.

S 13:Improved and timely provision of course packagsttments.

Operational Procedures;

I. Provide course packages consisting of study méedaurse outlines, course
objectives and instructor’s emails, mobile phon&rimation, assignment and
prospectus

ii.  Ensure that production of course packages correspth the number of
students in each course on offer.

lii.  Digitise course packages for easy student access.
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5.3.4 Student Support Services
Student Support Services are imperative in open disihnce learning. At the OUT,

Student Support Services include face to face @essieducational technologies,
students’ study centres, counseling services, idtgessions and library services. As
such, enhancement of availability of quality studsopport services merits proper
attention through variety of strategies and openatl procedures.

S 14:Improve and strengthen a system that guarantedalairey and use of student
support services

Operational Procedures;

i. Provide information on essence and types ofesitidupport services.

ii. Provide rules for student access to and udelofries and Mini-Libraries at
regional centres.

iii. Provide students with tutorial letters bef@@mmencement of programmes (a)
to introduce learners to programmes and instrus®xpectation (b) near the
beginning of annual examinations that details difies that a student face in
the course and means to eliminate them.

iv. Continually expand and upgrade all learniaglities.

v. Promote and establish student’s study centres

vi. Increase accessibility to online literature.

5.3.5 Plagiarism

Maintenance of integrity in academic delivery is smportant aspect that builds
credibility to a University. Development and implentation of institutional intellectual
property policy is one of the means of ensuringliattual honest and awareness to
copyright issues to members of the University comityu The following strategies and
operational procedures are geared at facilitatimglementation and realization policy
statements in this regard.

S 15: Develop implement institutional intellectpabperty policy

Operational Procedures;
I. Formulate and enforce intellectual property policy.
ii. Provide rules to deal with and forestall plagiar@na other instances of cheating.
iii. Promote awareness on copyrights and intellectuapegsty rights in general
among staff and students.
iv. Establish a system that detects plagiarism and twhmas of academic cheating.
v. Share experiences with other Universities on combaplagiarism and other
forms of academic cheating.
vi. Develop a culture of acknowledging sources useacademic work among staff
and student.
vii. Take appropriate steps against staff and studeuatslfto infringe copyrights.
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5.3.6 Delivery, Time Tabling and Almanac
Time tabling is an important component of teachamgl learning processes. Strict

adherence to university time table and almanaciregjparticipation and involvement of
staff and students in the process of formulatiod prompt release of feedback, and
communications. The following strategies and openal procedures are important for
realization of relevant policy statements.

S 16: Participation and involvement of staff andident in setting realistic and
comprehensive timetabling for the University.
Operational Procedures;

i. Provide opportunity for student in preparation ahdtable and university
almanac.

ii. Ensure that all university activities are reflectedtime table and university
almanac.

iii. Establish organs through which staff and studeaked part in processes of
preparing university time table and almanac.

iv. Ensure that timetable is in place and disseminigiedivance on commencement
of each academic year.

v. Provide for strict adherence to deadlines.

5.3.7 Counseling and Staff — Student Consultation
In discharging its responsibilities to ensure dwyaldelivery, OUT staff makes

consultation with students. This responsibility ures availability of competent and
adequate staffing and effective digitized systenintéraction. The following strategies
and operational procedures are meant to facilitai@ementation of relevant policy
statements.

S 17: Institutionalise a system of Staff — Studantsultation and interaction

Operational Procedures;
I.  Provide timetable of stall availability to:
a. Assist aspiring students to make choices
b. Identify students’ problems by means of systemaditup, dial in, and e-
mailing

ii.  Provide mechanism for reporting on staff-studemscdtation.

iii.  Establish a computerized system for staff-studeteraction

iv. Regular assessment to determine appropriateness staff-students

consultation

S 18: Ensure effective supervision of academic work

Operational Procedures;
i) Provide timetable of staff availability folose supervision and guidance.
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5.4  Student Assessment

5.4.1 Setting Assessment

Evaluating teaching and learning progress and comifg to the Tanzania Commission
for University’s requirements, higher education uiegd to institute effective and
efficient assessment systems. It is necessaryeiheh institution develop clearly laid
down strategies and operational procedures fangedssessments in order to ensure that
the assessment set are timely, relevant, and aidediee narratives that follow present
the strategies and procedures set to ensure irsdtimg of assessment at the Open
University of Tanzania.

S 19: Timely setting of quality and relevant aseignts tests and examination questions
and activities.

Operational Procedures;

I.  Institute an effective examination office under difice of the DVC (Acad) to

coordinate, monitor and control the conduct of shichssessment.

ii.  Develop and monitor use of examination regulatwhgh include, among other
things, confidentiality and ethical conduct .

iii.  Train and orient academic staff on appropriatessssent techniques.

iv.  Development questions that reflect relevance ofjthesstions in terms of
appropriate course content and teaching — leagontexts.

v. Provide for effective internal and external moderag of all assessments.

vi.  Establish collaborative links with sister univelestto share expertise and
experiences in assessment tool and processes.

vii.  Prepare comprehensive timetables for all assessaoénities.
viii.  Always adherence to ethical assessment principlelsiding confidentiality and
security.

5.4.2 Printing and Photocopying
In order to promptly and effectively process andnamister assessment it pivotal that

printing and photocopying facilities, supplies apdocesses are efficient. Human
resources need to have appropriate knowledge ahsl &k well as be trustworthy and
vigilant. The strategies and operational suggestethe text bellow are intended to
optimize quality printing and photocopying of assaent tools.

S 20: Take security measures in the production wfiphe copies of assignments, tests
and examination papers.

Operational Procedures;
I. Use qualified examiners to, strictly, handle pngtiand photocopying of
assessment items.
ii.  All materials, tools and equipments should be dettemeet the required security
and confidential standards
iii. Tests and examination papers should be commenstwatdhe number of
examinees for each session.
iv. Provide and set aside sufficient working equipmerdluding printers and
photocopiers that are in good working conditiondesessment purposes.
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v. Provide and set aside appropriate and adequatens@t for printing and
photocopying assessment.

vi.  Minimize the number of individuals who administessts and examinations to
include only qualified dynamic staff.

vii. Provide an effective mechanism of administering awbrdinating timely
distribution of assignments and secure custodyndf iavigilation of tests and
examinations.

viii.  Set aside printing and photocopying equipment acdities for processing tests
and examinations.

ix.  Print and produce sufficient assignments at thensentement of each academic
session.

X. Place all assignments onto the OUT website for edsenload at the
commencement of each academic year.

5.4.3 Packing, Transporting and Distribution

Secure, reliable and timely transportation and pgilg of assessment are necessary
aspects of a valid conduct of assessment. Assigisnieran ODL system ought to be
provided at the commencement of a programme wlakistand examination are
developed and conducted at fixed times along thgrpss of course offing. For effective
packaging, transporting and distribution of assesgn®pen University of Tanzania has
developed guiding strategies and operational puresdhat are laid down bellow.

S 21: Enforce security during packing, transportinagd distributing tests and
examinations.

Operational Procedures;
I.  Timely provision of all relevant assignments at tt@mmencement of each
academic year.
ii.  Involve qualified individuals in strict supervisiaf packaging, transporting and
distribution of test and examinations.
iii.  Use transport facilities that are in good use cooli
iv. Upgrade Regional Centres into effective drop in gmck up points of all
assignments.
v. Encourage students to down load all their assigtsnéom the university’s

website

vi. DVC (Acad) to liaise with DVC (RS) to monitor andardinate assessment
processes.

vii.  DVC (Acad) to institute operating mechanisms toueasntegrity and objectivity

in handling tests and examinations.

5.4.4. Invigilation Processes

Invigilation settings and processes controlled Hgady stipulate strategies and
regulations ensure security and comfort in the aohdf assessment. Processes during
invigilation of tests and examinations at the Op#mversity of Tanzania are formally
regulated and operated.

S 22: Provide robust invigilation mechanism to easproof of student identity,
adherence to all examination procedures, regulation proper guidance.

Operational Procedures;

I.  Formally appoint and train invigilators on apprapei invigilation procedures and
regulations.
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ii.  Develop strict invigilation regulations that enssexurity and timely conduct of
invigilation activities.

ili. Have assignments, tests and examination questiotkupa systems for
emergencies.

iv.  Provide conducive examination environment includomnfortable and secure
examination rooms, transport, adequate space,idgghtventilation, first aid
package, and other necessary provisions.

v. Conduct examinations and tests at venues whererggiénd staff may easily
access essential facilities such as restaurarggpoms, stationery outlets and
medical services.

vi. Engage effectively established academic boards tmitor, coordinate and
deliberate issues pertaining to the conduct ofaedtexamination invigilation.

vii.  All cases of alleged examination irregularitiesddde handled according to the
laid down regulations ensuring from SENATE andsitb-committees.

5.4.5 Marking, Moderation, Recording and Release dResults

Effective system for appropriate, smooth and tinmelgrking and grading or students’
scripts is an asset in developing and sustainiagér or students assessment results are
delayed learner confidence is lowered and instin#i and instructional images are
tarnished among stakeholders including studentpanents. It is therefore an imperative
to adhere to explicitly stated marking, moderati@ecording and release of Results.

The strategies and operational procedures statix ifollowing are intended to maintain
an effective system to enhance student performandesustain programmes.

S 23: Institute and facilitate efficient mechanidmrsmarking, moderating, recording and
release of assessment results.

Operational Procedures;
i. Train and orient staff to effectively mark using Dprinciples.

ii. Regulate movement of scripts to and from markers.

lii. Provide mechanisms to facilitate continuous markihgssignments.

iv. Apportion grading, weighting and aggregate poirtsoeding to OUT Standard
system.

v. Apportion grading, weighting and aggregate poirgsoading to OUT Standard
system.

vi. DVC(Acad) to facilitate panel marking and recordfngtimely release of results.

vii. Ensure scheduling and execution of effective cotemitmeetings to verify and
approve examination results.

viii. Institute and facilitate efficient mechanisms feceipt recording and distribution
of in-coming students’ assignment and test scripts.

ix. Inform faculty members their professional obligagoto mark students’
assignment scripts as they are submitted, i.e.wadt until marking panels are
convened for marking and grading. Such panels torganized when the ratio
between number of scripts to mark substantiallpasges markers capacity in a
given time.

X. Provide opportunities for and facilitate effectiveechanisms for marking
students’ scripts at the OUT head office and regjicantres.

S 25: Develop a robust and user-friendly studesdnds information System (SARIS)

Operational Procedures;
I.  Accurate and immediate recoding and publishingssEasment results.
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ii.  Train and encourage and facilitate staff and sttedém be familiar with the
use of SARIS.

S 26: Provide mechanism for timely feedback ohalessment

Operational Procedures;
I.  Ensure timely marking, grading and recording ofletuts’ assignments, tests,
and examinations.
ii.  Train and encourage and facilitate staff and sttedém be familiar with the
use of SARIS.
ili.  Organize mechanisms for distributing marked assegrtsiand test scripts to
students before examinations.
iv. Develop a system of monitoring course instructogsponsiveness to the
provision of feedback to students work.

5.4.6 Examination Regulations and Procedures

As measures to restrain examination irregularitesamination regulations and

procedures are inevitable. Such regulations andepitres assist in control and maintain
fair condition in examination processes. For tlifeat, the Open University of Tanzania
has developed examination strategies and operapooeedures that are reflected next.

S 27: Develop and regularly review examination fagons.

Operational Procedures;
I. Create awareness among staff and students on vdmstitate examination
irregularities.
ii.  Implement existing procedure of handling casesxafrénation irregularities.
iii. Empower the SENATE and related sub-committees twotighly deal with
matters pertaining to examinations irregularities.

5.4.7. Progress towards Graduation

Generally, educational institutions define expli@tzels and clear exit points in the

programmers they offer. For any student to proghess one academic level to the next
there are accomplishments to be made. The accdmmists are marked by robust

procedures and initiation rites, among which arem@nies and certification. The Open

University has designed strategies and operatimmuatledures that affirm secure progress
in its educational programmers.

S 28: Each programmes shall specify levels of stupgegression

Operational Procedures;

I. Provide minimum achievement for one to quallityach level.

ii.  Observe national and international standandseiecting students

iii. Guide all students to timely complete and sitlecademic work that
count for continuous assessment and annual exaomnsat

iv. Timely allocate supervisors to postgraduatelshts.

v. Closely guide postgraduate students on apprepieahniques to
choose manageable research topic and design.

vi. Make explicit all procedures for exit from olevel to the next and
award appropriate credentials at each relevantpexit.
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5.5 Open Educational Resources (OER)

Open Education Resources (OERSs) are emerging itmf@rtant source of knowledge in
the world of academics. Despite their strengthknowledge transfer OERs need to be
produced and used with some caution due to sontbeaf weaknesses. This sections
outlines operational procedures through which petida and consumption of OERs will
ensure quality of education at OUT.

S 29: Set standards for OUT materials to go OER

Operational Procedures;
1) Ensure that only materials that have been peeewa®d go OER

S 30: Set limit on levels of use of OER per acadanurk

Operational Procedures;
i) Ensure that amount of OUT under OERSs are as peifigoke%

S 31: Provide guidance to where should OUT matedppear as OER  Identify
suitable websites for OUT OERs

Operational Procedures;
i) Ensure that OUT OERs are available only on spetifiebsites

S 32: Identify infrastructure support required development of OER e.g. ICT  Ensure
availability of relevant infrastructure for OER ddopment

Operational Procedures;
i) Ensure that OER developers have access to ntlefeastructure

S 33: Address issues related to licensing of OERna@ds Provide clear description on
how OUT OERs can be used and penalties to be dpiplieones that will not comply

S 34: Define percentage (amount) of OUT matet@tyo OER  Ensure that only a
specified percentage of OUT materials go OER.

35: Define OER developers
Operational Procedures;
1) Ensure that an individual who aspires to depedn OER material is an expert in

the subject area concerned.

Operational Procedures;
1) Encourage OER developers to work in teams.

S 36: Assist instructors add value to instructiomahbterials.
Operational Procedures;

i) Ensure that all potential OER developers attahteast a minimum number of
trainings including in-house training on best pices for developing OERSs
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5.6 Staffing
5.6.1 Proper recruitment of competent and adequatstaff
The proper execution of duties in any organizatigires on the adequacy, competency

and commitment of staff. Inadequate number of staffpled with increasing number of
students enrolment creates additional burden whesults to inefficiency. Effective
implementation of the policy relies on a numbeswéategies and operational procedures
as summarized below:

S 37: Recruit competent and adequate staff

Operational Procedures;
i.  Extensive advertisement of all vacant posts.

ii.  Proper recruitment procedure taking into accoumtmiim qualifications and
prerequisite field specific competence.

iii.  Authentication of certificates and other testimésmitzasing on TCU
guidelines and relevant professional bodies.

iv.  Conduct panel interview for selecting applicants.

v. Use credible referees reports and recommendations.

vi.  Respect diversities in recruitment, deploymentning, promotion and all
aspects of work.

vii.  Have in place a mechanism for improving the stfident ratio to a level
that ensures quality.
viii.  Ensure that all academic and administrative staficanfirmed after

successfully completing the probationary period.
iX.  Recruit and retain expatriates where necessary.

5.6.2 Human Resource Allocation and Utilisation
Efficient deployment of staff is essential for effige performance in any organization.

Allocation of duties should be based on qualifieasi, experience, and competence. This
document provides for strategies and operationalcqaures that will enable the
achievement of the stated objective.

S 38:. Deploy human resources based on needs, ocemspet qualifications and
experience

Operational Procedures;
i. Formulate job description for each staff and preveach employee with the

same.

ii. Induct and orient staff into their diverse jobshitOUT

iii. Support academic staff to develop pedagogical @atinical competences in
ODL delivery systems.

iv. Re categorize employees based on organizationalireegents, employee
competence and interest.
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5.6.3 Training and Development
Training and development plans are necessary inoaggnization irrespective of the

gualification and experience possessed by the $tdfélps employees improve, advance
and refine their knowledge, skills, attitudes angbexience. In order to achieve this
objective, the following strategy and operationa@gedures can be applied.

S 39: Conduct frequent training needs assessmeimisler to form the basis for various
training programmes.

Operational Procedures;
I.  Secure opportunity for training and development
ii.  Prepare a comprehensive short term and long teimirig and development plan.
iii.  Solicit training funds from both internal and extarsources.
iv.  Improve the ability of all instructors to accessvrtechnology as per ICT policy.

5.6.4 Staff Performance Evaluation
Periodical evaluation of staff together with annpalformance review is an important

exercise in any organization. Failure to carry g function may make it difficult for
an organization to achieve its mission. The statgdctive can be achieved through the
following strategy and operational procedure.

S 40: Conduct performance appraisal for all thdf,ses the basis for promotion,
deployment, training and career development.

Operational Procedures;
i) Conduct regular and objective staff performancduaten

5.6.5 Incentive Package
Staff motivation and incentive schemes are importeom inducing employees to

contribute their effort in the best possible wayeddures should be taken to retain good
employees though appropriate incentive packagese Tdllowing strategy and
operational procedures can be considered.

S 41: Develop an attractive incentive scheme thatapable of attracting, motivating and
retaining competent staff at OUT.

Operational Procedures;
I.  Reward employees for Excellency as per Perform8ased incentive Policy.
ii.  Ensure the working environment is conducive foliraptm performance.
iii. Rationalise the provision of staff welfare and s&gu

5.6.6 Research and Consultancy
Research and consultancy activities are core fomgtin any institution. The strategy

below together with the operating procedures cdm ineattaining this objective.
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S 42: Train Staff on Research and Consultancy tompte scientific and credible
research.

Operational Procedures;
I.  Set up guidelines for training in research methiodsrder to enhance research
capacity.
ii.  Regular update and subscribe to local and intematidata base.
iii.  Encourage and facilitate staff to conduct researchpublish.
iv.  Provide incentive to staff that excel in reseanst publications.
v. Prepare a programme for junior academicians to anguhemselves with

research publications and consultancy services.

5.6.7 Staff Succession

Succession planning is vital in any organizatiorotider to promote smooth Succession
running of operation. To achieve this goal, theloiwing strategy and operational
procedures are proposed.

S 43: Regularly prepare and review staff succagsian.

Operational Procedures;
I.  Draw up and continuously update the database dimpstdile to assist in decision
relating to human resource planning.
ii.  Make the necessary arrangements for successiangtaito account anticipated
retirements, terminations and deaths.
iii.  Plan and implement terminations, retirement andasbenefits.

5.7 Infrastructure
5.7.1 Buildings, Working Space and Facilities
For smooth running of course programme and enabddityg delivery, the university

must make sure appropriate measure are taken iglystte University mission and
vision to offer quality education for all. In ordir execute the mission OUT shall make
sure that effective and adequate infrastructummatch with population is adhered, and
also have sufficient and well equipped venues. fdeio to meet the above several
strategies and operational procedures and set.

S 44: Maximum utilization of available office spaatile ensuring quality delivery of
programmes.

Operational Procedures;
I.  Renovate and repair existing buildings both at leadquarters and in the
regions.
ii.  Plan for appropriate for utilization the existinijice.
iii.  Regular reporting of available space.
iv.  Regular review of office utilization arrangement.
v. DVC (RS) shall facilitate, solicit and monitor pepuse of office space.
vi.  Ensure office matches with course delivery.
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S 45: Efficient acquisition of land Acquire landai the regional centres (Acquire land,
construct new building and renovate existing ones)

Operational Procedures;
. DVC (RM)/DVC (RS) Shall liase with regional Direcsy and other
government officials to acquire the land and buaidgi for OUT activities.

ii.  DVC (RM) shall plans for development of acquireddand buildings.

iii. The office of DVC (RM) shall rent or hire serviceBom sister
universities/government or private institutionsdater for science and ICT
laboratories, library services and erect examinatlmlls.S 46: Ensure
availability of suitable, sufficient and well eqpigd venues and offices for
staff and students.

Operational Procedures;

I.  The office of DVC (RM) (DPO) shall put in place g&ble and sufficient
venues, for staff and students;

ii.  The office of the DVC (RM) shall equip all venuaslaoffices at the
headquarters and regional centres with necessarmjure, equipment and
tools.

iii.  Maintenance and verification.

iv.  Storage, inventory systems.

v. Conduct institutional needs assessment.

5.7.2 Communication System

In order to offer quality delivery and support qtyalin higher learning Institution
installation of effective information and commurnioa infrastructure is necessary
ingredient. And therefore the OUT should make sthat all faculties, institutes,
directorates, administrative units and regional t&snhave not only access to ICT but
also exploit other broadcasting technologies. kheotto ensure the above the following
strategies and procedure are set.

S 46: To expedite implementation of the ICT policy

Operational Procedures;
i) The Office of DVC (Acad) shall ensure DIET séetmechanism and plans to

implement the ICT policy faster and effectively.
S 47: To enhance internet connectivity and netwayki

Operational Procedures;
i. The DIET shall ensure that a reliable internet, LAN WAN connected and
installed to OUT headquarter and all OUT regiorealtees’ offices.
il. Increase Internet bandwidth with relation to demé&rdmaintaining a good
speed.
iii. Putin place the digital library services’ studénggerences.

S 48: To institute maintenance and replacementranogne or ICT facilities.
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Operational Procedures;

The DIET shall recruit a technician responsiblerf@intenance and replacement
of ICT facilities.

The technician shall prepare a maintenance andaeplent programme.

The DIET shall monitor and evaluate performance roéintenance and

replacement programme.

S 49: To enrich OUT website.

Operational Procedures;

The Office of DIET shall develop the website for clea
Faculty/Directorate/Institute & Administrative Usjt receive and upload all
materials or information submitted to their offides purpose of communication
to the staff/students and any other stakeholders.

With assistance of DIET, each Dean/Director/Head Dlepartment,

Administrative Units, shall submit all materialguts/ and other necessary

information to the websites for learning/teachinfgrmation purposes.

Operational Procedures;

The DIET shall ensure that a reliable internet, LANd WAN connected and
installed to OUT headquarter and all OUT regiorealtees’ offices.

Increase Internet bandwidth with relation to demdod maintaining a good
speed.

Put in place the digital library services’ studénggerences.

S 49: To provide and enhance adequate ICT faailitestaff and students.

Operational Procedures;

The Office of DVC (RM)/Deans/Director/Head shalldoquire adequate PCs for
staff and student use.
DIET shall ensure easy access to internet and ergeiivery through ICT is

enhanced.

S 50: Take deliberate efforts to own and manageaidy Radio broadcasting stations for
fast dissemination of information to students,fstafl other stakeholders.

Operational Procedures;

The Office of DVC (RM) shall set plans and mechani® establish/own and

manage TV and Radio broadcasting stations ford@semination of information

to students, staff and other stakeholders.

The DIET/Deans & Directors shall strive at usingoag other means radio and

TV broadcast in teaching, learning and communicatio

S 51: To carry out regular maintenance and redasommunication infrastructure and
facilities.

Operational Procedures;
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i) The DIET shall prepare a maintenance and reggatommunication infrastructure
and facilities programme.

S 52: To acquire software that would facilitate amohance quality computerized
communication.

Operational Procedures;
i) The DIET shall procure the software that woukll dapable to facilitate and enhance

guality computerized communication.

5.7.3 Library Services

The library takes a central role/key place in suppg students to acquire knowledge
and quality education, the OUT Headquarter librang the mini libraries in Regional
Centres have limited capacity to handle all usastherefore the OUT should thrive to
improve library capacity and services at Headqusua@d all other mini libraries at the
regional centres.

S 53: Put in place efficient and effective librapyerational systems.

Operational Procedures;

I.  Librarian shall develop operational level subsysteicquisition, cataloguing,
storage retrieval and circulation)

ii.  The Library Unit shall install advance multimedechnologies to access study
materials electronically from libraries and regibresources centres.

iii.  Librarian/Director of Library shall set mechanismdashare resources among
libraries internally and externally.

iv.  Librarian shall prepare plans, mechanism, andisdlinds to effect a university-
wide coordinated control of regional libraries.

v. The office of the DVC (Acad)/Librarian shall lobbwyith government and
communication organs to make internet accessibleutal areas across the
country.

vi.  The unit shall develop a plan for putting OUT lityraesources on-line (digital
library).

vii.  The Unit shall prepare a proposal to modernize T library services and
security in line with the ICT Master Plans.

viii.  Liase with academic units for a relevant literature
ix.  Ensure effective functioning of mini-library at &kgional Centre.

5.7.4 Transport

Because of highly limited number of vehicles whicdnnot cope with the transport
demand and high standard delivery methods reqthiee®UT to facilitate the mobility of
staff to undertake research, consultancy and aate in the academic conferences, in
order to rectify the situation the university mustximize existing transport system
while striving to provide adequate and reliableng@ort system to serve OUT needs. To
satisfy this university ought to put in place costpensive institutional transport policy
and its provisions. To fulfils the above, the fallag strategies and procedures should be
used.

S 54: Formulate and implement an institutional ¢t policy.
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Operational Procedures;
i) DVC (RM) shall develop and ensure proper implatagon institutional
transport policy guaranteeing reliability of trangpservices at regional centres
and Head Quarter.

S 55: Ensure a reliable central pool of vehicleatlitate the undertaking of teaching
and learning, research, consultancy respectiveieat] quarter and regional centres.

Operational Procedures;
i. DVC (RM) shall prepare plans of acquiring of vebgfor OUT activities.
i. DVC (RM) shall set aside provide special vehiclew fransport of
examination and study materials.
iii.  Regular maintenance of vehicles.
iv.  Properly insure vehicles.
v. DVC (RM) shall facilitate staff to acquire personadhicles through a loan
systems.
vi.  Each Director of Regional Centre shall establishissdy committees to assist
OUT'’s effort in fund raising for the acquisition wéhicles.
vii.  Director/Librarian shall liase/collaboration witlnet government printer to
acquire all government documents/grey literature.

5.7.5 Recreational Facilities
In order to boost mind, healthy, body and spiririlatites, university must provide
recreational programmes and faculties.

S 56: To ensure development of recreational faesliand mobilize staff and students to
participate in games and sports.

Operational Procedures;

i.  The office of DVC (RM) shall erect games and spdatslities at headquarters
and regional centres.

i. DVC (RM) shall prepare the mechanism to promoteff stand students
participation in the recreational programmes.

iii.  Deans/Directors/HoD and Heads of administrativetdJghall encourage its Staff
and Students participate in games and sports.

iv.  The Office of DVC (RM) together with DVC (RS) shatrepare plans and
strategies to acquire games and sports groundsfaanlities at the regional
centres.

v. DVC (RM) shall develop the Kibaha land to accomnmedgames and sports
facilities.

vi. The OUT game Coach/DVC (RM) shall procure suitatld adequate sports gear
both at headquarters and region centres to atitaffi students and community
participation in games and sports.

vii.  The Office of the DVC (RM) shall prepare a compretiee calendar detailing
recreational programmes for OUT students and stdffe academic year.

5.7.6 ICT Services

For university to operationalise an effective systef assurance safety and security in
ICT services delivery, quality provision of ICT s@es must be ensured. To fulfil this
following strategies are set.
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S 57: Implement the OUT ICT policy and operatigm@cedures.

Operational Procedures;
i. DVC (Acad) shall adhere the implementation of IC®li& and Operational
procedures throughout all universities units.
ii. The DIET shall prepare a maintenance and replacemegramme for ICT

facilities.
iii.  The Institute of Educational Technology train @adfsand student of the use of

ICT.

S 58: Improve and implement OUT ICT Policy and Magtlan.

Operational Procedures;
i. The DIET shall study the current situation of ICT QUT and identify the

weaknesses to be addressed.
ii.  The DIET shall train the staff and student on h&W lcan be used for teaching,

learning, research and administration.
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CHAPTER SIX
MONITURING AND EVALUATION

6.1 Introduction

The Directorate of Quality Assurance and controlOdJT is obliged to ensure that all
core functions of the university are being undegtain the manner that they are up to the
expected standards. This ensures sustainabilitheointended impact. The monitoring
and Evaluation (M&E) department is established mplement review mechanism to
monitor the progress and assess outcomes of threeddg)A objectives.

6.1.2 M&E Duties of the DQAC
M&E Duties of the Director of QA and Control shall include the following:-

i) Ensure that the Units/departments/Faculties/Insstiadhere to set up quality
standards and procedures in all activities andga®es of the Institution
i) Interprets and implements quality assurance stdsdar

i) Reviews quality assurance standards, studies mxigtolicies and procedures,
evaluate effectiveness quality assurance of thgrarome

iv) Arrange and coordinate all external evaluationstied core activities of the
institution

V) Writes quality assurance policy and procedures

Vi) Reviews testing quality and control and other bestreport for accuracy
completeness and compliance to requirement to erikat quality standards and
regulatory requirements are met

vii)  Assist department with coordination of audit infation and recommends and
recommends appropriate data gathering mechanisthgranedures

viii)  Responsible for updating the DVC (Acad) and VC othex imposed new or
revised QA Regulations for Higher Institutions ¢ther QA issues
Advise faculties/Institutes/Directorates on propemplementations of
recommendations made by the External reviewer teams quality of
Programmes/Institution services

6.1.3 Duties’ of the Monitoring and Evaluation Offcers
Duties’ of the Monitoring and Evaluation Officersadl include the following
i.  Implementing the Quality Assurance and Control 3oland M&E system in
accordance with the M&E Operational Procedures,
ii.  Guiding the overall M&E strategy and implementatafirelated activities within
the Institution via project Manager,
iii.  Writing reports,
iv.  Preparing feedback to internal and external stdkiens,
v. Assisting in organizing and facilitation of intetaxe workshops,
vi.  Facilitating the follow-up of M&E conclusions andhplementation of lessons

learned,

vii.  Assisting in integrating the M&E system in the Ihgional management
structures,

viii. ~ Providing timely and relevant information to prdjstakeholders,

iXx.  Work close and communicate with all those who ak®lved in representatives
from the steering committee or similar units; rergatives from primary
stakeholders groups; and the project Manager, radteonsultants and field staff
when appropriate, plus members of external M&Eatesl missions,
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Xi.

Xil.

Xiii.

6.2

6.2.1

6.2.2

6.2.3

6.2.4.

6.3

6.3.1

6.3.2

6.3.3

6.3.4

Set — up the M&E system and ensuring it is implet@@reffectively by the key
stakeholders, namely the primary stakeholders mapdeimenting parts,

Assist quality assurance director in developingcpss of developing annual work
plan and budgeting with clear and SMART benchmarks,

Develop the overall M&E framework in consultationthwproject manager/team
that includes annual project and mid-term revievpgyrticipatory impact
assessments, process monitoring operations margtoand lessons-learned
workshops,

Guide the process for identifying and designing Key indicators for each
component, to record and report physical progrgasat the annual work plan.

Monitoring

Monitoring quality of the OUT operation oktlore activities, will be the overall
responsibility of the OUT Quality Assurance and €ohCommittee (QACC)
working together with Faculties, Directorates, ifogses, Departments and Units.

The DQAC shall be the Secretary of the QACC.
The VC shall be the chair of the QACC

The QACC shall periodically audit the impkamtation of the quality assurance
policy and procedures of the core activities.

Evaluation
Evaluation of  core activities of the university one of the major tasks
undertaken to ensure quality at OUT.

Types of Evaluation

There will be several types of the evaluationhe process of implementation of
QA policy and procedures at the OUT. These prosessieinclude, internal Self
Assessment of the programme, institutional Seléssment, External Evaluation
of Institutional quality and Programme.

Once every Five years, OUT will conduct S&Hsessment of quality and
Institutional Level whereby evaluator will come rinahe internal staff. And once
every five years, undertake external evaluatiorthef Institutional quality (by
TCU).

OUT evaluation teams will use guidelines pred/directed by the secretariat for
Self Assessment (QACC) and or those directed byTiG& to conduct self
evaluation/assessment of Institution/Programs/Culim/(Appendix 1, 2, 3).

Every five years or whenever needs arisesy évaculty/Institute/Department will
conduct self-evaluation/review/refine its CurriamiProgrammes.
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APPENDIES
Appendix 1: Checklist on the quality of a programme

1. Requirements stakeholders. The faculty/departmasah
clear idea

* About the relevant needs and requirements of the
Labour markets

» About the relevant needs and requirement of the
students/parents

* About the relevant needs and requirements of the
academic world

» About the relevant needs and requirement of the
society.

Overall Opinion

2. Goals and objectives; expected learning outcomes

* The programme has clearly formulated learning
outcomes

* The programme promotes learning to learn and life
long learning

* The expected learning outcomes cover generic ski
and knowledge as well as specific skills and
knowledge

* The expected learning outcomes clearly reflect the
requirements of the stakeholders

Overall Opinion

3. Programme specification

» The University uses programme specification

* The programme specification shows the expected
learning outcomes

* The programme specification is informative for the
stakeholders

Overall Opinion

4. Programme content

* The programme content shows a good balance

between general and speciaific skills and knowledge

* The Programme reflects the vision and mission ef |
university

h

* The expected learning outcomes have been adequ
translated into the programme

ate

« The contribution made by each course to achiewngg
learning outcomes is clear

)t

5. The organization of program

e The curriculum is coherent and all subjects and
courses have been integrated

e The curriculum shows breadth and depth

e The curriculum clearly shows the basic courses,
intermediate courses, specialist courses andrtlaé fi

project (thesis, etc) activities.
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The curriculum is up-to-date

Overall Opinion

6. Didactic concept/teaching/learning strategy

The Staff have a clear teaching/learning strategy

The teaching/learning strategy enables students tg
acquire and manipulate knowledge academically

The teaching/learning strategy is student orieatsdl
stimulates quality learning

The curriculum stimulates action learning

The curriculum stimulates active learning and
facilitates learning to learn

Overall Opinion

7. Student assessment

Student assessment considers student entrance,
student progress and exit tests

The assessment is criterion referenced

Student assessment uses a variety of methods

The assessments reflect the expected learning
outcomes and the content of the programme

The criteria for assessment are explicit and well
known

The standards applied in the assessment are axplic

and consistent

The assessment schemes, the assessment methods and

the assessment itself are always subject to quality
assurance and scrutiny

Overall Opinion

8. Quality of the academic staff

The staff are competent for their task and ableiltd
the requirements of criterion 7.1

The staff are sufficient to deliver the curriculum
adequately

Recruitment and promotion are based on academi
merits

)

The roles and relationship of staff members aré we
defined and understood.

Duties allocated are appropriate to qualifications,
experience, and skills

Time management and incentive systems are designe

to support the quality of teaching and learning

Accountability of the staff members is well regelet

There are provisions for review, consultation, and
redeployment

Termination, retirement and social benefits are
planned and well implemented.

There is an efficient appraisal system.

Overall Opinion

9. Quality of the support staff

There are adequate support staff for the libraries

65




* There are adequate support staff for the laboesori

* There are adequate support staff for computer
facilities

e There are adequate support staff for the student
services

Overall Opinion

10. Student quality

* The selection of entering students (if there is
selection) is adequate

» There is an adequate intake policy

» There is an adequate credit points system

» The actual study load is in line with the calcuthte
load

Overall Opinion

11. Student advice and support

» There is an adequate student progress system

» Students get adequate feedback on their performa

nce

» Coaching for first-year students is adequate

* The physical and material environment for the staid
Is satisfactory

» The social and psychological environment for the
student is satisfactory

Overall Opinion

12. Facilities and infrastructure

» The lecture facilities (lecture halls, Small course
rooms) are adequate

« The library is adequate and up-to date

» The laboratories are adequate and up-to date

* Environmental Health and Safety Standards shoulg
meet the local requirements in all aspects

Overall Opinion

13. Facilities and infrastructure

» The lecture facilities (lecture halls, Small course
rooms) are adequate

« The library is adequate and up-to date

Overall Opinion

14. Curriculum design & evaluation

* The curriculum was developed as a joint enterfse
all the staff members

» Students are involved in the curriculum design

* The labour market is involved in the curriculum
design

e The curriculum is regularly evaluated

* Revision of curriculum takes places at reasonatrie
periods

[

» Quality assurance of the curriculum is adequate

Overall Opinion

15. Staff development activities

* There is a clear vision on the needs for staff
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development

» The staff development activities are adequatedo th
needs

16. Benchmarking

e The faculty/department uses the instruments of
benchmarking to get a better view on its perforneanc

» The faculty/department uses the instrument of
benchmarking for curriculum design

Overall Opinion

17. Achievements/the graduates

» The level of graduates is satisfactory

» The pass rate is satisfactory

» The drop rate is acceptable

» The average time for graduation in line with the
planned time

* The graduates can find easily a job. The employment
rate is at acceptable level

Overall Opinion

18. Feedback stakeholders

» There is adequate structural feedback from theuiabp
market (employers)

» There is adequate structural feedback from the mlum

Overall Opinion

Overall verdict

Source The Inter University Council of East Africa (IU@E, June, 2008 A Road Map
to Quality: Handbook for Quality Assurance in Higlilucation. Vol.1 Guidelines for
Self Assessment of Programme Level. Draft June8200
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Appendix 2: Checklist on the Quality of an Inst&ut

The Mission Statement

The University has a clearly formulated missioriesteent

The Mission statement is publicly known

The Mission statement is in line with academic aocial
context

Overall opinion

The Policy plan

The University has a clear policy and strategiaipla
formulated in line with the mission statement

Overall opinion

Management

The University has a clear management structuvehioh
the decision — making processes, competencies and
responsibilities have been clearly defined.

Overall opinion

Human resources

» The University develops and retains high-quality
academics and support staff by clearly definingrthe
responsibilities, and by evaluating their perforeeaon a
regular basis.

* The University develops the body of knowledge
possessed by its academics and support staff fppaae
with changes in each academic discipline.

e The University

- Establishes a system to consider the ability, ptken
and need to enhance the knowledge possessed by
academic and support staff in conducting activities
that have a direct influence on the quality of teag-
learning. This should include the formulation of a
concrete staff development plan;

- Provides training to develop the potential of
academics and support staff in accordance with th
plan;

- Evaluates the efficiency of the training provided t
ensure importance of and the relationship between
duties and activities that fall within their
responsibility. This will affect the way the
organization attains its quality goals.

- Compile records of education, experience, training
and other essential qualifications required ofuszs
(academic staff) and support staff.

its

» The University sets up a system of evaluation by
committee to be conducted according to a set tinett
least twice a year prior to pay rises or promoti@ngo
the imposition of penalties.

« The University establishes an activity plan andeates
activities to encourage students, academics aret ethff

to be conscientious in thought, speech and behawvidre
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kind, compassionate and honest, to possess equgrtion|
be circumspect, logically-minded and far-sightedy¢
responsible and willing to make sacrifices for ¢jo@d of
society..

Overall opinion

Funding

The University has adequate funding to achieveytias
and aims.

Overall opinion

Education activities

Use the outcomes of the self-assessment at progedeval,
taking into account the aspects from Appendix 1:

» (Goals and objective, expected learning outcomes

* Programme content

* Programme specification

* Programme organization

» Didactic concept/teaching/learning strategy

* Student assessment

» Staff quality

» Quality of support staff

* Quality of the students

» Student advice and support

* Facilities and infrastructure

* Quality of Assurance

* Student evaluation

Overall opinion

Research

* The university establishes, implements, and engure
uniform compliance with university-wide research
policies to maintain the integrity of the univeysiprotect
the safety and welfare of staff and experimentajestis
and to ensure compliance with all other regulations
governing the research

* The University has designed policies and guidelias
guiding principles to conduct research and deveboyr
activities.

=W

» The policies and guidelines set out the obligationsall
researchers to be aware of good conduct in reseerdh
to comply with institution and regulatory requireme

» The university supports scholarly, research andtiwe
activities that contribute to the mission of theversity
and ultimately provide intellectual, social and rocmic
benefits ultimately provide intellectual, sociabdan
economic benefits to society.

e The University is committed to the highest professi
standards of scholarly research and research ethics

* The researchers have familiarized themselves Wwéh t

69




contents of research policies and procedures. Mdoct
in conducting or reporting research is consideaate
serious breach of academic responsibilities.

» The University has a clear research policy, settieg
direction of research and deciding on the reserafie
and research activities.

* The university has a clear code of conduct foragde
including a code of ethics.

Overall opinion

The contribution to society and the community

» The University has clear guidelines on consultaaroy
on the contribution to society and the community.

Overall opinion

Achievements

» The university has the means and opportunitiefi¢zic
whether the achievements are in line with the etqukec
outcomes.

Overall opinion

Stakeholder satisfaction

» The University has a structured method for obtanin
feedback from stakeholders

Overall opinion

Quality assurance and (inter) national benchmarking

The university uses the outcomes of the self-ass&ssof the
IQA system (see appendix 3)

Overall verdict

Source: Inter University council of East Africa (IUCEA)ude, 2008 a Road Map to
Quiality: Handbook for Quality Assurance in Highetugation Vol.3; Guidelines for Self
Assessment of Institution Level.
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Appendix 3: Checklist on the Quality of an IQA st

Policy

The institutions has a clear policy on IQA

There is a clear formal strategy on IQA

The role of all stakeholders is clearly described

Overall opinion

Monitoring:

* Student evaluation

+ Student progress system

» Structural feedback from the labour market (empisye

* Structural feedback from the alumni

Overall opinion

Periodic review of the core activities (educatiomesearch
and the contribution to society and the community)

» Periodic review of teaching/learning

» Periodic review of the contribution to society ahd
community

Overall opinion

Quality assurance of the student assessment

* Criteria for assessments

» Assessment procedures

» Regulations to assure the quality of assessment

» Appeals procedures

Overall opinion

Quality assurance of staff

» Staff appointments procedures

« Staff appraisal system

» Staff development activities

Overall opinion

Quality assurance of facilities

» Checking the computer facilities

» Checking the library facilities

» Checking the laboratories

Quality assurance of student support/advice

* [nformation for students

» Student advice/support

* Student welfare

» Student housing

» Sports facilities

* Student welfare

Overall opinion

Quality assurance of student support/advice

* [nformation for students

» Student advice/support

* Student welfare

» Student housing
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* Student facilities

Overall opinion

Self-assessment

» Self-assessment of the IQA System

» Self-assessment of teaching/learning

* Self-assessment of research

« Self-assessment of the contribution to societytard
community

» Self-assessment of the University

Overall opinion

I nternal audit

» Internal audit of teaching/learning

* [Internal audit of research

 Internal audit of the contribution to contributitmsociety
and the community

» Internal audit of the University

Overall opinion

I nformation systems

« Information management system is general

» Information management system for teaching/learning

» Information management system for research

Overall opinion

Public information

» Public information on the university

* Public information on the education programmes and
awards/degrees offered

+ Public information on research activities

Overall opinion

Quality handbook

* Presence of a QA handbook

+ Handbook is known to staff and students

Overall opinion

Overall verdict
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Appendix 4: The Quality Template

Quality Item INPUT PROCESS OUTPUT
1. Academic * Qualifications * Transparent * Adequate academic staff
Staff (Qualified academic selection/promotional| « Quality and quantity

staff)
e Open and

competitive
procedure for
selection and
appointment of
academic staff

» Established staff
norms (e.g.
Research, Teaching
and Outreach)

¢ Clear promotion
processes

» Staff development
programs

» Staff Motivation
Strategies

e Conducive working
environment

guidelines

» Staff assessment
criteria to include
efficient and effective
potential

» Retraining academic
staff into new skills
and knowledge (ICT,
new training
methodology)

research output
Effective outreach
programmes
Effective and efficient
academic staff

2. Postgraduate

* Qualified graduates

» Effective teaching and

Quality thesis and

programmes | « Qualified supervision dissertation
experienced staff » Proposal writing » Publication of findings
e Appropriate research ¢ Field work/survey in referred journals
materials + Laboratory skills * New knowledge
» Academic * Presentations * Feedback to outreach
programmes « Programme activities
* Management management  Provision of staff
structure for timely adherence to the
completion of a pgoramme completion
programme timeframe
3. Academic * Appointment » Appointment process|  Effectively managed
Administratio guidelines for » Academic academic units

n

academic
administration
positions
+ Defined academic
administration roles
¢ Administration
attributes

administration
induction process

Departments,
institutions, centers,
high education

4. Research and
Postgraduate
training

* Appropriately
trained staff
e Appropriate research
management
structures
* Research policy
framework

* Resources
mobilization for

» Developed research
Policy framework
(clear goals,
objectives, purposes)

» Develop staff
incentives/strategies
(funding reward
system), Research
seminars and training
of staff research

Qualitative and
guantitative results
Publications
(papers/books)
Scholarly/papers
conferences/proceedings
New knowledge
innovations/inventions




Quality Iltem INPUT PROCESS OUTPUT
research funding proposal writing
* Monitoring,

evaluation and
feedback framework

* Recognize and apph
intellectual property
rights

» Develop institutional
IP rights

e Research
infrastructure

5. Provision of

* Facilities for students

D

e Optimum utilization

Graduates equipped wit

support (support system) of services and appropriate knowledge,
services and | « Conducive and facilities skills and creativity
facilities for standard learning | * Training * Multi skilled support
students’ environment « Promotional of staff
teachingand | « Appropriately computer literacy « Institution with adequate
learning equipped library and among students facilities
resources ICT infrastructure * Introduction of
* Appropriate entrepreneurship skills
equipped laboratory and creativity
facilities
e Appropriate
classrooms/space
e Students
accommodation
facilities/social
welfare
6. Outreach * Agenda for outreach| « Sensitization of * Industry linkages
services activities management staff on developed
» Outreach policy Outreach programmes « Informed stakeholder
framework » Organization of open community
* Incentives days * Versatile staff
participation in » Public exhibitions and « Feedback to curriculum
outreach progress trade fairs review process
* Formation of
universities industry
linkages
7. Students e Acceptable » Teaching by using * Quality graduates
assessment admission relevant methods * Timely release of
tools requirement » Effective supervision examination/tests result

¢ Clear advertisement
of courses and
programmers offereq
by institutions

e Selection of
appropriate number
of students

e Clear defined
assessment tools

e Clearly defined
registration process

and guidance

* Appropriate
assessment process
(tests, exams,
coursework, projects,
research, dissertation
practical)

Efficient and academic
progression




Quality Item INPUT PROCESS OUTPUT
8. Curriculum » Structure e Periodic curriculum | ¢ Quality graduates
and requirements — revision and » Employability of
identification minimum evaluation — at least Graduates
of academic requirements and after five years
programs measurement » Carry out tracer
procedures students of graduates

Acceptable materials
Qualified teaching

Staff at least Masters

degree from a
recognized
Institution (or

D

equivalent)

at regular intervals




Appendix 5: Students’ Course Evaluation Form

THE OPEN UNIVESITY OF TANZANIA
Students’ Course Evaluation Form
(To be filled by students’ who have completed these)

FACULTY/INSTITUTE o e e e e e e e e e e e e e

COURSE CODE AND

LECTURER(S) (if known)

Instructions

In some questions you are required to tick theembrexpression and in some questions you are
required to judge and rate the performance. Ifghestion requires you to tick, put a tick in
appropriate box. If you are required to rate, cleoasd tick in the box under the appropriate
scale provided.

Scale to be used,
A = Excellent, B+=Very Good; B=Good; C=Average, P, E=Very Poor

1.0 QUALITY OF STUDY MATERIALS
1.1 The basic learning materials which you used in twarse are (tick all materials you
were provided with)

Study Material (i.e. Module/Unit)

Text Books

Tutor marked course assignments I:I

Course letter(s)/e-mail

Additional Course Materials

Audio Cassette

Relevant compendia

il

Web site Addresses (URL)



1.2 | Relevance of learning material

1.3 | Adequacy of learning material

1.4| Presentation of subject matter (content) in |the
study/learning material provided

1.5 Clarity of the language used in the study/learrn
material provided

ng

1.6 | Use of examples used in study/learning material
provided

1.7 | Clarity of examples used in study/learning material
provided

1.8 | Relevance of the examples used in study/learping
material provided

1.9| Use of illustrations in study/learning materials
provided (diagrams/graphics)

1.10| Getting study/learning material in time

2.0 FACE TO FACE SESSIONS

2.1 Face to face sessions conducted for this course. wer

None One Two

2.1.1 Face to face sessions attended

None One Two

2.2 | The organization of the face-to-face classes

2.3 | Presentation of course subject matter (content)

2.4 | Relevance of the content presented

2.5| Adequacy of the content presented

2.6 | Use of examples and illustrations by the instructor

2.7| The adequacy of the examples and illustrations
provided

2.8| The relevance of the examples and illustration
provided

2.9 | Adequacy/sufficiency of time allocated for face|to
face classes

3.0 MAKING OF STUDENTS’ WORK




3.1 | Thoroughness in marking and awarding marks

3.2 | Fairness in marking and awarding marks

3.3| Giving constructive comments and guidance| in
marking

3.4 | Turn-round time of marked assignments and tests

3.5| Getting process report in time to prepare |for
examinations

3.6 | Getting accurate progress report

40 SUPERVISION OF RESEARCH WORK/PAPERS/PROJECTS/SCIENCE
PRACTICAL/TEACHING PRACTICE, DISSERTATIONS, ETC.

A | B+ B| C|D]|E

4.1 | Availability of the lecturer for consultation

4.2 | Usefulness of comments and recommendatjons
given by the lecturer

4.3 | Promptness in giving feedback on work done

4.4 | Fairness in grading the work done

5.0 ACADEMIC SUPPORT SERVICES.

B+ B| C|D]|E

5.1| Relevance of guidance and counseling services to
your academic progress

5.2 | Adequacy of the services to your academic progress

5.3 | Relevance of face to face support to your academic
progress

5.4 | Availability of technology and media support

5.5 | Adequacy of technology and media support

5.6 | Accessibility of technology and media support

5.7 | Relevance of academic support embedded in| the
study material

5.8 | Availability of library services

5.9 | Availability of library facilities

5.10| Accessibility of library services and facilities

5.11| Availability of ICT Service

5.12| Availability of ICT facilities

5.13| Accessibility of ICT services and facilities

6.0 Use the space bellow to add any other relevant conemts
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