[image: image1.png]College of Tourism
“andHotel Management




FACULTY HANDBOOK

This Handbook was created to give staff all the necessary information for a smooth induction to the College while informing them about the College’s operation, all the important points they need to be aware and the College’s rules and regulations.

To download the Handbook, please visit our website www.cothm.ac.cy  
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1. MISSION AND OBJECTIVES
1.1 Mission Statement

The mission of the College of Tourism and Hotel Management is to provide a full educational experience to students, creating an environment in which students will develop intellectually and personally.  Such an educational experience includes world-class instruction that will prepare students for the challenges that they will face in the world and open up opportunities for personal and professional growth and development.  Our priority is to enable and encourage individuals to achieve their full potential and to accomplish academic excellence through a flexible, innovative curriculum.  The College’s major academic specialization is in courses of study in Tourism and Hospitality Management, as well as in Business Studies.

1.2 Vision

Our Vision is to facilitate positive impact on society by equipping learners with the knowledge, competence, tools and mind-set needed to become responsible and engaged citizens and professionals. 

1.3 Admission Policy Statement

Admission to the College of Tourism and Hotel Management is open to all qualified students. The College adheres to a policy of non-discrimination in admitting students. Candidates for admission are considered without reference to race, religion, sex, special needs, age, sexual orientation or ethnic origin. 
​

1.4 Statement of objectives

The main objectives of the College are to offer innovative academic programs of high quality, in response to the needs of today's rapidly changing society; to prepare its graduates either to eventually assume positions of responsibility in the local or international tourism, travel or hospitality industries and international business, or to continue their studies for a higher degree.  Furthermore, the College strives to help its students become ethical, fair in their relations with other people, honest and sincere.

Special emphasis is also given to continuing education with a view to upgrading the knowledge and skills of international business, tourism, travel and hospitality professionals, as well as helping people who are interested in entering these industries.  These programs are designed to meet the specific and ever changing needs of these expanding sectors of the economy.

The College, in order to achieve its mission and attain its goals, attracts and retains a faculty of high quality, enjoying academic freedom, which take an active part in decision-making.  The College expects every faculty member to be an effective teacher.

An additional objective of the College is to help its students develop a sense of belonging to an educational institution of quality, which is concerned about their welfare and meets their academic, professional, social and other needs. 

The College admits applicants based on criteria, which demonstrate one’s ability to pursue higher education and eventually fulfil all graduation requirements. These graduates will be equipped with the knowledge and skills to pursue a successful career in the international business, tourism, travel or hospitality industries.

In addition to the formal program of instruction for its students, the College provides an informal program of educational opportunities to help meet its educational objectives.  This Program contributes to the professional, personal and social growth of the students. 

Activities such as work placement, lectures and discussions attendance, visits to places of interest, trips abroad, membership to professional and social clubs either form an integral part of a course of study or are encouraged by the College.

The underlying objective of all programs is to prepare students for a successful career in tourism, hospitality and the service industries. The ease with which successful graduates of the College secure employment, demonstrates the confidence shown in the College by the industry and the correctness of its educational policy. 
 1.5 International Dimension

The program’s collaborations with other institutions are compared positively with corresponding collaborations of other Departments /programs of study in Europe and internationally. The program attracts Visiting professors of recognized academic standing. The academic profile of the program of study is compatible with corresponding programs of study in Cyprus and internationally.

Also, the degree of the program compares positively with corresponding programs operating in Cyprus and abroad in higher education institutions of the same rank. The programme apart from its new dimensions is compared evenly and positively with other corresponding programmes in Cyprus and abroad.

Learners will develop the knowledge, skills, integrity and commitment to personal development essential for working to the industry. Our programme delivers a variety of technical units which are designed to provide a solid foundation upon which successful candidates may build upon should they wish to continue in education and gain a BA, other degree qualification or enter employment directly.

Our programmes develop a range of skills and techniques, personal qualities and attributes essential for successful performance in working life and thereby enabling you to make an immediate contribution to employment. It will also provide flexibility, knowledge, skills and motivation as a basis for future studies and career progression.

2. COLLEGE ORGANISATION
2.1 Organisation Chart
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2.2 Ownership and College Council

OWNER

The School is owned by the company “CHRYSAKO EDUCATIONAL CENTRE LIMITED.”

DIRECTOR

The Director of the College is Mr. Savvas Adamides, FCCA.  He combines teaching experience with a long involvement in the promotion of the college in various countries. He is the person responsible before the Law.

COLLEGE COUNCIL

The present composition of the College Council is as follows:

-Savvas Adamides, President of the College

Members of the College Council:

-Constantinos Adamides,

-Christos Kashourides

-Chrysostomos Adamides

-Student Union Representative
Appointment of members:

The Faculty, Administration and Student members are appointed by the Faculty Council, Administrative Committee and the Student Union respectively.  The three independent members are appointed by the owner of the School.  The Director is ex officio member.

Functions:

The College Council is the governing body of the School

· Appoints the Director of the School

· Assumes responsibility before the Law of the Republic of Cyprus in accordance with the relevant legislation.

· Governs the School and represents the interests of its founders

· Formulates the policy of the School

· Secures adequate financial resources for the operation and development of the School and its educational programs

· Reviews and approves major financial decisions and performance

· Advises the Director on the Internal Rules and Regulations of the College

· Advises the director on the educational programs offered by the School

· Advises on the criteria for admission, promotion and graduation of the students

· Suggests and evaluates academic and non-academic regulations and any other matters submitted by the owner of the College. 

Operations
Τhe President of the College Council is Mr. Savvas Adamides.

The College Council meets at least once a year.  It may meet at any other time if the Director of the School or any two of its members, wish to convene it.  There is quorum provided there are at least four members present.  Decisions are taken by majority vote of those present.  Decisions taken by the College Council are in accordance with Laws 67(I)/96 to 2013 and with the approved documents of the Ministry of Education, Sport and Youth.

2.3 Other College Bodies & Committees 

The following section outlines the composition, functions and procedures of various College bodies. For specific members included for any of the below bodies, please refer to the Prospectus. 

Faculty Council

Its members are the:

Director
Academic Director
Director of International Office
Director of Administration and Finance 

Director of Admissions, 

Registrar, and the 

Course Coordinators. 

The Faculty Council is the governing body of the academic side of the College. 

Function:

The Faculty Council among other responsibilities to be decided,

· Considers and recommends action on requests for addition, deletion, or changes in courses or programs of the College
· Provides continuing evaluation of programs of study, educational policies, admission standards and assessment procedures
· Assures that effective and continuous academic student assessment is taking place
· Conducts analysis and makes recommendations as to how the assessment process may be improved
· Advises the Librarian on matters of general library policy, the development of library resources and the means by which the institution may best integrate the library program with other academic activities of the College
· Reviews and decides on applications for sabbatical leave
FACULTY COMMITTEES

a. Academic committee

Composition:

· Registrar –Chair

· Academic Director 

· Administrative staff

· Faculty members 

· Student Union representative
Function:
· Assures that effective and continuous academic student assessment is taking place.  
· Conducts analysis and makes recommendations as to how the assessment process may be improved.
· Takes action on student petitions for exemptions, substitutions or exceptions to core requirements.
· Advises the Librarian on matters of general library policies, the development of library resources and the means by which the institution may best integrate the library program with other academic activities of the College.
· Decides on the action to be taken on students with unsatisfactory academic performance.
Procedures:
Members of the Academic Committee, faculty members and students can forward to the Chair of the Academic Committee a letter in which they describe the issue(s) they wish to be discussed.  After deliberation the Committee makes recommendations to the Director.
b. Administrative committee

Composition:

· Director of Administration and Finance –Chair 

· Administrative staff 

· Faculty member

· Student Union representative

Function:

The duties of this Committee are:

· To deal with problems and difficulties encountered in the administration of the College, and assure its effective and qualitative educational mission.

· To consider policies and problems affecting student life and student - faculty relationships, including extra-curricular activities, and make recommendations to the Director.

· To consider policy matters pertaining to salaries and other aspects of the personal welfare of the staff members.

· To evaluate and make recommendations to the Director of Administration and Finance concerning the operation of auxiliary services on the campus, including telephone, food service, bookstore, mail delivery, library facilities and computer services.

· To set the direction for the cosmopolitan and cross-cultural enrichment of the campus.

· To co-ordinate extra-curricular events, student and faculty exchanges and public 
    information.

Procedures:

Members of the Administrative Committee, faculty members and students can forward to the Chair of the Administrative committee a letter in which they describe the problem or problem(s) they believe exist with regard to the College's administrative functions.  The Committee at a meeting discusses the problem(s), calls the people concerned and decides as to what recommendations to make to the Director of the College.

c. Disciplinary committee

Composition:

· Director of Admissions – Chair
· Academic Director 

· Administrative staff 

· Faculty 

· Student Union representative

Function:

The duties of this committee are to conduct hearings for students alleged to have committed infraction of the academic or non-academic regulations or misconduct that adversely affects the College's pursuit of its educational mission.
d. Research Committee

Composition:

· Director of Research 

· Academic Director 

· Director of Administration & Finance 

· Faculty 

Function:

The Research and Staff Development Committee assesses, approves and monitors research projects by members of faculty.  The committee decides on the allocation of resources and reduction of contact hours for any form of staff development.

e. Appeals Committee

Composition:

· Academic Director –Chair 

· Director of Admissions
· Course Coordinators   

· Student Union representative

Function:

The Appeals Committee hears and decides on grievances of faculty or staff members and students against decisions taken by the College and measures taken against faculty, staff or students.

Procedures:

The Appeals Committee convenes upon request and at least once a year.

g. Social Events Committee

Composition:

· Student Affairs Officer - Chair 

· Administration (2 members)
· Faculty (2 members)

· Student Union representative

Function:

The Social Events Committee provides leadership in cultural and / or social activities organized at the College.

Procedures:

The Social Events Committee prepares an annual Events Calendar at the beginning of each academic year stating the purpose of each event and a preliminary estimate of the cost.

The Social Events Committee meets at least once a month to organize, supervise and execute all the Social Events, with the support and assistance of all staff members and students of the College.
h. Internal Quality Committee

Composition.:

· Director.

· Academic Director. -  Chair

· Course Coordinators.

· Lecturers (2 members)

· Student Union representative

· Administration.

Function:

The internal Quality Committee is responsible to ensure that the standards mentioned in article 12 of the Quality Assurance and Accreditation of Higher Education and the Establishment and Operation of an Agency on Related Matters Law of 2015, are implemented.

The committee co-ordinates the preparation of the self-evaluation reports of the college.

The committee prepares the general evaluation reports to be submitted to the Agency.

i. Ethics Committee

Composition:

· Director –Chair 

· Academic Director

· Head of Academic Affairs

· Student Affairs Officer

· Student Union representative

Function:

· Appoints members with at least 1 member of each interest group (students, academic staff, administrative staff and management)

· Draft policies in all Ethical matters, including but not limited to work ethics, equality for all College members, sexual misconduct etc.

· Outline procedures to ensure above policies are both acknowledged and adhered to by all members. 

Procedures:

The committee should convene at least once per annum and whenever an issue arises so as to:

· Review both policies and application thereof taking into consideration changes in applicable legislation

· Take action in cases of deviation (or suspicion or complaint of deviation) from said policies.

Minutes of Committee meetings must be maintained, recording all relevant amendments, decisions and actions taken where applicable.   

2.4 Positions within the College 

Following is a list of all key positions within the college and their main functions and responsibilities. 
Faculty must be aware of the hierarchy as well as the roles outlined below in order to best utilise these people as resources and for the smooth operation of processes. 

Director

The director of the College is the chief executive officer of the College.  As such, he has full charge of the administrative activities of the College.  The Director serves also as the official medium of communication between the Council on the one hand, and the College faculty, administrative officers, individual members of the staff, student organizations and students on the other.

The Director is responsible for administering the educational and business policies of the College, subject only to the rules and regulations in force.

The Director is assisted in directing the affairs of the College by the Academic Director, the Director of Administration and Finance, the Course Coordinators and other officers described below.

Academic Director
The duties and responsibilities of the Academic Director are:

· Coordination/administration of all matters related to the academic process

· Supervising the admission of students

· Responsible for recruitments, supervision and evaluation of the teaching staff.

· Supervising the evaluation and promotion of students.

· Compliance with laws and policies of the Ministry of Education, Sport and Youth..

· Teaching advisor – helps teachers improve teaching techniques.

· Improvement of existing programs of study and development of new ones.

· Improvement of educational resources.

· Organising training programs for the staff.

· Supervising the Academic, Disciplinary and Administrative Committees.

· Responsible for the promotion and public relations activities of the College.

· Coordination of research projects.

Finance Director
The office of the director of administration and finance is in charge of the administrative function of the College, which provides all the necessary support services for the smooth functioning of the College and the realisation of its objectives.  These functions are:

· Short and long-term campus planning

· Preparing and controlling the College budget

· Student admission

· Review of College regulations

· Faculty and student welfare

· Auxiliary services (cleaning, catering and security)

· Student Affairs and students placement

· College calendar

· Faculty elections

· Housing maintenance, housekeeping, equipment and audio-visual aids

· Coordination of work and leave of non-faculty staff

· Training of non-faculty staff

· Athletics and sport

· Computer services

· Cultural and social activities

· Secretarial services

· Psychological services

· Student records

· Orientation

· Library services

Course Coordinators

General
A course program coordinator is a member of staff, who assumes the role of coordinator of a program/programs of study.

The appointment is for one academic year, renewable at the end of the year.

The evaluation of the performance of coordinators will be made at the same time as the annual staff evaluation and will be based on the duties and responsibilities specified below.

There will be weekly meetings of course coordinators.

Course coordinators together with the management of the College will form the Management team of the College.

Course coordinators are also expected to play the role of advisors.  Although other members of staff may be advisors, they will report to the course coordinator of their class of advisees.

All course coordinators, report to the Academic Director of the College.

Duties and responsibilities

1. In cooperation with other members of staff produce the course books each semester.  They have the responsibility of the content and presentations of each course book.

It is understood that the content of Syllabus is the responsibility of each faculty member.

2. Keep a master copy of course books produced (paper plus electronic) at the school all time.

3. Distribute course books to students.

4. Decide the Final Exams and major Assignment Time Schedule and include in the course book.

5. Receive and check final exam papers and answer key prepared by other members of staff.  The coordinators must make sure that papers are in line with College policies, procedures and deadlines.  The administrative staff will reproduce exam papers.

6. The administration will give copies of exam and retake exam’s results to coordinators.

7. Coordinators will offer all possible help and assistance to new members of staff and brief them on relevant College regulations and procedures.

8. Establish reading lists for each group/semester.  The order and sale of books is not their responsibility.  However, the administration will inform them of possible difficulties in securing the books.

9. In consultation with other members of staff recommend new books/periodicals for the library.

10. Encourage the monitoring, organizing, supervising, initiating of field trips.  Faculty members should notify course coordinators in advance on field trip details.

11. Play an active role in the summer placement of students in cooperation with other members of staff.  Information on vacancies, contacts with students and employers, monitoring of students, evaluation or reports written by students, visits of students.

12. Sign Diplomas/Degrees under “Director of the Program of Studies” and E.I. Certificates in the absence of the instructor.

13. Monitor the proper keeping of class books which constitute official records of the College.

14. Get copies of all assignments and coordinate and improve this educational activity and keep one copy of each in a file.

15. Act as advisors.  The role of the advisors has been defined as follows:

a. Facilitate communication between the College and the students.

b. Organise any class activities.

c. Supervise class elections for president, vice president and secretary.

d. Bring the concerns of the students to the attention of the appropriate committee.

e. Observe student’s behavior to notice any potential personal or scholastic problems as they arise.

16. Play an active role in getting guest speakers.  Enrich the guest speakers file, keep record of guest speakers invited by other members of staff, make sure that guest speakers receive a letter of thanks.

17. Arrange and communicate to the administration the time schedule of student evaluations.

18. Help the Academic Director in drafting the documents needed for applications to the Ministry of Education, Sport and Youth for changes in the programs of study or regulations.

Accountant

The Accountant is responsible for any duties given to him/her by the Finance Director, such as:
· Implementing the College budget

· Supervising the Book Store

· Establishing and operating an appropriate system of accounting and financial reporting

· Purchasing supplies and equipment

· Preparing interim budget statements for guidance for departments to stay within budget allocations

· Communicating budget revision to those affected.

· Accept tuition & fees payments

· Preparation of all salary & statements

· Payment of the academic and other staff

· Payment of all bills sent to the College

· Keeping all College accounting and financial records

Students’ Welfare and International Affairs Officer

He/she reports to the director of administration and finance and is responsible for:

· Evaluating applicants' academic records

· Deciding upon the acceptance or non-acceptance of a candidate.

· Preparing the orientation program

· Preparing the program for receiving International students and offering assistance to them

· Preparing the College calendar

· Keeping a record of student absences

· Keeping the various books, registers etc. required by the laws and regulations of the Ministry of Education.
Academic Affairs Officer

He/she is responsible for:

· Oversee issues relating to scheduling of classes

· In charge of grading records of students

· Prepares various reports for the Ministry of Education, Sport and Youth. 

· Keeping the various books, registers etc. required by the laws and regulations of the Ministry of Education, Sport and Youth.

I.T. Specialist
He/she is responsible for the provision of computer services to the College, the faculty, the other staff and the students. 
He/she is also responsible for the training of the faculty in the use of computers in the educational process as if for example, EDMODO.
Librarian

He/she is responsible for the smooth operation of the library, including: 

· Developing and implementing the library budget

· Organising the books in the library

· Lending books
· Planning and developing library services to support the educational programs of the College

· Developing and implementing library policies and procedures.

· Providing an annual report on the various facilities offered to faculty and students

· Preparing requests for library acquisitions

· Approving departmental requests for library acquisitions

3. FACULTY RESPONSIBILITIES AND RIGHTS

This section describes what the conduct of the College's faculty members as members of the academic community should be like by outlining an extensive but not exhaustive list of both rights and the responsibilities these rights carry with them. Adherence to these helps promote an atmosphere conducive to learning and meaningful individual development.

3.1 Faculty Rights

Basic Rights

· Faculty have the following basic rights:

· Right to be not discriminated against or harassed as described in the relevant policies.

· Of participation to the applicable Faculty Committees

· To be informed about issues that concern the function, the structure and the goals of the School.

· To receive timely and accurate payment from the college administration

· To meet and discuss with management for any problems they may have. 

· To membership in the student union, to vote and be voted for freely in the bodies of the union and to choose their representatives for the School Board and committees.

· To use the equipment of the School having obtained the permission of the administration. They should and must use the books and generally the library equipment during working hours or at other hours following a special arrangement.

Other Faculty Rights

a. Academic Freedom

The College of Tourism and Hotel Management values highly the principle of Academic Freedom, and it is its policy to defend academic freedom against any encroachment.  The College, as a center of learning, depends upon the free search for truth and its free exposition.  The College has adopted the following statement on academic freedom:

Faculty members of the College of Tourism and Hotel Management are entitled to full freedom in research and in the publication of the results subject to the adequate performance of their other academic duties.  However, research for pecuniary return will be based upon an understanding with the authorities of the institution.

Faculty members are entitled to freedom in the classroom to discuss their subjects, but should not introduce controversial material which has no relation to the subject.

The faculty are members of a scholarly profession and officers of the institution.  When they speak or write as citizens, they will be free from institutional censorship or discipline, but their special position in the community imposes special obligations.  As learned and humane folks they should remember that the public may judge their profession and their institution by their utterances.  Hence, they will at all times be accurate, exercise appropriate restraint, show respect for the opinions of others, and make every effort to indicate that they are not speaking for the institution.
Faculty members who feel that their academic freedom has been infringed may make written request to the College Council that an investigation be made of their case.  The request should set forth in a clear and concise manner the events and circumstances upon which the charge is based.  

b. Political Activity

As responsible and interested citizens, faculty are expected to fulfill their civic responsibilities and engage in the normal political processes of society.

However, because of their responsibilities to the institution, full-time faculty will not manage state-wide campaigns nor seek political positions which pay compensation. With notification to the Director, any faculty member may seek election to hold public office providing such action will not interfere with normal duties.  Prior to announcement for public office, it must be confirmed that there is no conflict of interest between this activity and the responsibility of the individual to the College.  If it is determined that such candidacy and/or election is in basic conflict with the faculty member's normal duties, the Director may ask the faculty member to obtain a leave of absence without pay or to resign before announcing for the office.

c. Study Opportunities

A member of the faculty may register for not more than four semester hours of credit each semester, provided written approval by the Director is obtained in advance.

d. Outside Employment and Consultation

The College does not encourage outside employment for compensation, which does not contribute effectively to professional advancement and correlate with College work.

A member of the faculty may be permitted to do professional work of an expert character outside the College for compensation when the work in question contributes to the professional development of the faculty member.  No such outside work will be undertaken except by prior approval of the Director.  The College reserves the right to declare a conflict of interest at any time.  Laboratories, equipment, or other facilities of the College generally are not available to faculty for consulting work.

e. Sabbatical Leave

Sabbatical leave (i.e., leave with pay) is intended to allow full-time faculty members relief from normal duties in order to pursue significant projects designed to improve their professional capabilities and to increase their future contribution to the mission of the College.  This leave is designed to permit faculty members to achieve scholarly goals which require a certain period of time without the demands of regular College duties.  Consequently, recipients of sabbatical leave are to be separated from all College duties during the period in question.  Faculty members requesting such leave must demonstrate, by a written proposal submitted through the procedure outlined below, how their planned activities will serve the purpose for which the sabbatical is intended.

To be considered for sabbatical leave applicants must be faculty members with a minimum of five years of service at the College.  They must serve for at least one year following completion of the leave.  Individuals cannot re-apply within four years of the completion of their previous sabbatical leave.

Before starting sabbatical leave, faculty members should contact the Director of Administration for information on continuation of retirement, insurance plans and other benefits during the period of leave.  Annual leave will not be accrued by faculty while they are on sabbatical leave.

The College may not have more than ten percent of its faculty on sabbatical leave in any given major term/semester (Fall, Winter, Spring).  If there are less than ten eligible faculty members, only one school member may be on leave in any given major semester.

The following are sabbatical leave procedures:

(i) A faculty member will submit a formal written request for sabbatical leave at least six months prior to the date the leave is to begin.  The request, submitted to the Director, will contain a detailed statement of purpose for which leave is requested.

(ii) The Director will convene the School's Review Committee and turn all applications over to it.  The Review Committee will consist of the Academic Director, the senior lecturers, the director of administration and the course coordinators.  The applicants do not participate in the Review Committee.

The role of this committee is to review each application and to write a statement of evaluation.  The Director does not participate in this review or in the formulation of the statement of evaluation by the Review Committee.  Upon completion of its review, the Review Committee will return the applications and its statements of evaluation to the Director.

(iii) The Director will write a statement of evaluation which will include


(a)
how the proposed sabbatical will benefit the College and

(b)
how the economic practicalities, constraints, and other special circumstances may affect the priority assigned by the Review Committee to the application.

(iv) The request for sabbatical leave must be approved by the College Council.

(v) Upon approval, the faculty member will be required to sign a statement agreeing to return to his or her position at the College for at least one academic year at the end of the leave period.  If this agreement is broken, the faculty member will be liable to the College for the full amount received during the period of sabbatical leave.  However, in the event of death or permanent disability due to ill health or accident, the College will not exercise its right of repayment.

(vi) Faculty members returning from sabbatical leave must submit a written report of their research or other scholarly or creative accomplishments to the school Director within three months after returning to the campus.

If the faculty member fails to submit a written report within the allotted time, the faculty member may be required to refund all or part of the monies received from the College while on sabbatical leave.

f. Professional Growth and Research

The administration supports professional development and growth as an on-going process.  Sabbatical leaves and leaves of absence without pay will be granted when faculty meet the appropriate criteria.  Faculty are encouraged to submit proposals for development to appropriate funding sources.  While the mission of the College is undergraduate instruction, faculty members are encouraged to conduct research, as time and facilities permit, in order to maintain a proper knowledge of their respective disciplines.

The administration will organise and fund activities designed to upgrade the faculty's teaching abilities and knowledge of their subjects.  It will also facilitate the maintenance of close links with the industry and provide opportunities to the faculty to enhance and update their knowledge of the working and developments of the tourism, transport and hospitality industries.

g. Faculty Performance Review

The review will cover the period from the close of final exams in the previous spring until the close of exams in the current spring.  The review will be based on the criteria for promotion outlined in this manual and will become part of the faculty member's permanent record that is used in making decisions regarding annual merit raises and promotion.

All faculty members will be evaluated as follows:

· Lecturers by course coordinators

· Course Coordinators by the Academic Director

(i) Performance Evaluation Criteria for teaching faculty include:

· teaching assignments

· advising

· other assigned duties and responsibilities

· research and publications

· scholarly pursuits in the discipline and

· relevant college or community service

These criteria also reflect any specific academic goals and administrative structure that may exist in that Department.  Criteria and procedures must be recommended by a majority vote of the school's faculty and approved by the Director.

(ii) The criteria and procedures will be distributed to the faculty at the first school meeting of the academic year.  

(iii) The Course Coordinators or/and the Academic Director must meet with the faculty member to discuss the faculty member's performance.  The reviewer must also prepare a written evaluation of the faculty member utilizing departmental and/or school data which the faculty member or reviewer wishes to include.  The final evaluation will be prepared by the Academic Director after an interview of the staff member with a panel in which the Director, the Academic Director and another independent individual will participate.

(iv) The completed review with all comments and supporting documents will be placed on file.  

h. Faculty Reduction-in-Force Policy

The Reduction-in-Force Committee consists of the College Director, the Academic Director, the Director of Administration, the Senior Lecturers and one non-Administrative Faculty Member, who has been elected by faculty.

The Committee will have the following responsibilities:

A.
to meet with the College Council to receive data that confirm a financial crisis that threatens the survival of the College;

B.
to explore alternatives to faculty reductions, such as

(1)
administrative use of normal attrition,

(2)
efficient reorganization including use of administrators as      teachers

(3)
Relinquishing guaranteed summer employment

(4)
freezes or reductions in salary, and

(5)
other reasonable alternatives; and

C.
to develop a plan for faculty reduction only after exploring and implementing alternatives.  The plan will adhere to the following guidelines:

(1) 
that all part-time and temporary faculty positions be eliminated 
first,

(2) 
that all permanent faculty positions be given priority over on-probation positions, unless on-probation faculty are functioning in an area which is judged by the Committee to be essential to the mission of the College and in an area which cannot be filled by a permanent member,

(3) 
that reductions be made without discrimination or prejudice, and

(4) 
that the plan be approved by a majority vote of all faculty members.

Any faculty member who receives notification of termination because of financial crisis is entitled to a fair review in accordance with the Faculty Grievance Procedure.
3.2 Faculty Responsibilities

Basic Responsibilities

Faculty have the following basic responsibilities:

· To act in such a manner as to ensure other people their basic rights as declared herein. 

· To be responsible for any personal actions with respect to provisions of Cyprus law. 

· To be responsible for conduct, which helps to create and maintain an academic atmosphere in which the rights, dignity, and worth of every individual in the College community are respected. 

· To respect school belongings and are responsible for any damage they cause.

· It is strictly forbidden to smoke in the teaching rooms and in all the closed areas.

Other Faculty Responsibilities

a.  Academic Duties and Responsibilities

In order to maintain academic credibility and consistency in classroom procedures, all faculty are expected:

(1) to write a syllabus for each course taught. 

(2) to write and distribute to students upon the commencement of classes a course outline for each course taught.  All course outlines must include: 01: Purpose, 02: Course Objectives, 03: Required texts/material, 04: Class attendance, 05: Final examination, 06: Grading system, 07: Teaching methods used, 08: Course content on a weekly or hourly basis, and 09: Assignments.

(3) to prepare and distribute to students’ project or assignment outlines.

(4) to direct instruction and examinations toward the completion of stated objectives and to return exams promptly.

(5) to maintain consistency between course content and current catalogue course descriptions and syllabus.

(6) to make available to students throughout the term/semester a current evaluation of their progress, including student inspection to examinations and papers.  All final examinations and final papers should be handed to the administration officer, who will keep them in a safe place for one year.

(7) to meet classes regularly, beginning and ending classes at stated times.  No classes may be cancelled without prior approval of the Director.  In the case of illness or emergency, faculty must notify the school administration before the scheduled class meeting.

(8) to communicate to the administration timely reports on students’ absences from classes.

(9) to schedule and post reasonable office hour for student conferences.  Advisors are expected to maintain accurate files for each advisee.

(10) to be available for student advice during registration periods and to 
(11) keep current with curriculum changes that influence the advising         

           process.

(12)   to contribute to the revision and updating of existing courses and the development of new courses and programs of study.

(13)   to attend faculty meetings and participate in faculty committees.

(14)   to initiate and contribute to extra curricular activities.

(15)   to perform any administrative or other duties assigned to them by the Director, always within the work schedule.  Administrative or other duties must be directly relevant to their academic duties.

(16)   to be familiar with the organisation of the library and recommend new items to be added to it.

(17)   to provide a work and educational environment free from sexual harassment.

(18)   to assist in providing program accessibility to self-identified qualified handicapped students by making reasonable accommodations to their handicap.

As educated people, dedicated to the advancement of knowledge, as professional teachers, striving to improve their teaching effectiveness, and as responsible members of the society they live in, faculty member are expected

(19)   to continuously update and enlarge their knowledge.

(20)   to follow closely the developments in the industry.

(21)   to be involved in local or international professional associations/bodies.           

(22)   to contact research, as time and facilities permit.
(23)   to contribute to the propagation of knowledge outside the School.

(24)   to contribute to community service and development.

(25)   to update and improve their teaching ability and their knowledge of   

        teaching theory.

b. Work Schedule

Faculty have a responsibility to adhere to the class schedule.

A three hour/week reduction in teaching load is normally granted for research following approval of the research proposal.

With the exception of faculty members teaching for the first time at the College, a faculty member may not be asked to teach more than two new courses over a calendar year (September to August).

Independently of whether they have classes or not, faculty members should be present at the College at least four hours per day.  Their time schedule should be approved in advance by the Director.

c. Examination and Grading Policy

During exam week, faculty are expected to give final examinations in all classes.  Final examinations are given each term/semester in accordance with a schedule published well in advance of the examination period.  No deviation from this printed schedule is permitted unless specific prior approval has been obtained from the Academic Director or the director of the College.  This provision applies to all examinations except laboratory examinations.

Faculty are expected to submit their exam papers to the course coordinator for comments and then to the director of administration for typing/photocopying well in advance of exams dates and to safeguard the integrity of the examinations by refraining to directly or indirectly reveal to the students any exam questions prior to the exams.

The grades/points/marks allotted to each question will be stated in the exam papers and the exam questions will be such as not to need any further explanations/comments/clarifications during the exams.

Faculty are expected to follow current grading and grade change procedures published by the College.

It is also the responsibility of faculty to be aware and up-to-date of an array of issues regarding the students. A list follows with matters pertaining to students, all of which can be found in the student manual (handbook) which is also handed to all staff. The relevant page number from the student manual is also given in parenthesis. All things common to both manuals or of not relevance to this handbook are not mentioned, even if included in the student handbook:

92.
ADMISSION POLICY (
)
92.1 General Admission Requirements (
)
122.2 Entrance Exams (
)
132.3 Payment (
)
132.4 Foundation course (
)
132.5 Admission Procedures (
)
162.6 Entry Requirements (
)
173.
REGISTRATION INSTRUCTIONS (
)
183.1 Registration procedures (
)
193.2 From one study program in the School to another (
)
193.3 Cancellation of Courses (
)
3.4 Student ID Cards (19)
203.5 Transfer Students (
)
213.6 Classification of Students (
)
223.7 Class Attendance (
)
223.8 Credit Hours (
)
233.9 Withdrawal Policy (
)
243.10 Refund Policy (
)
244.
Transcripts & Grade Reports (
)
264.1 Averaging Grades (
)
264.2 Repetition of Work (
)
274.3 Promotion and Assessment of Students (
)
284.4 Examination and grading methods (
)
304.5 Advancement and dismissal of students (
)
314.6 Documentation and approval of grades (
)
325.
GRADUATION REQUIREMENTS (
)
335.1 Application for Graduation (
)
335.2 Graduation Ceremony (
)
345.3 Graduation Honors (
)
345.4 Study certificates awarded by the School (
)
355.5 Diploma Supplement (
)
366.
FINANCIAL INFORMATION (
)
366.1 Payment (
)
366.2 Withdrawal (
)
6.3 Tuition fees and other rights and fees (38)
6.4 Financial Assistance (39)
417.
STUDENT RIGHTS AND RESPONSIBILITIES (
)
417.1 Basic Rights (
)
427.2 Basic Responsibilities (
)
427.3 Confidentiality of Student Records (
)
8.
STUDENT CONDUCT AND ETHICS (43)
8.1 Standards of Conduct (43)
8.2 Sanctions (43)
8.3 Academic Dishonesty –Plagiarism (46)
8.4 Plagiarism Detection Tools (49)
8.5 Responsibilities & Referencing (50)
518.6 Disciplinary Procedures (
)
8.7 Disciplinary Policy (52)
8.8 College Policies on Student Contact and Ethics (54)
619. STUDENT SUPPORT (
)
619.1 Student Support and Monitoring (
)
619.2 IT Support (
)
629.3 The Student Union (
)
629.4 Students with Disabilities and/or Learning Difficulties (
)
629.5 Student Counselling (
)
639.6 Complaints (
)
639.7 Student Welfare Service (
)
649.8 Safety & Support policy (
)
669.9 Psychological Services (
)
679.10 Student Resources (
)
709.11 International Student Services (
)


3.3 Confidentiality of Faculty Records / Personal Information

The College regards the faculties personal information as a matter of confidence between the student and the College. The contents of the faculty records may be revealed only after written permission of the faculty member as per the applicable law. 

3.4 Faculty Grievance Procedure

It is the intent of the College to extend to each faculty member the right to a fair review of any request or complaint arising in the course of employment.

A formal grievance may be filed by a faculty member under the steps indicated below.  For this procedure, “grievant” refers to teaching and research faculty, professional librarians, administrators, and all other persons holding faculty appointment.

A grievant or any witness called will be free from any or all restraint, interference, coercion, or reprisal in making any appeal, in appearing as a witness, or in seeking information in accordance with this policy.

Grievances may include, but are not necessarily limited to:  dismissal of faculty members; dismissal of contract employees prior to the conclusion of a contract term; discrimination in compensation, promotion and work assignment; suspensions; involuntary transfers; layoffs; demotions; denial of due process; and denial of academic freedom.

Promotion is a proper subject for consideration only as it relates to alleged discrimination, procedural errors not caused by the candidate, and failure of notice of opportunity to be heard.

The time limits indicated in this policy will be adhered to strictly.  Failure of the administration to comply with the time limits will entitle the grievant to carry the appeal automatically to the next step.  The grievant must also adhere to the strict time limitations or forfeit the right to continue the appeal.

There is a time period of thirty (30) calendar days in which a grievant can file a grievance regarding a specific concern.  This time period begins with the written notification of the action which the grievant is grieving.  If, for example, written notification is given to the faculty member that he or she will be terminated, the time period of thirty (30) calendar days begins with the actual date of termination.  After the thirty (30) days limit, the faculty member forfeits the right of appeal under this policy.

The grievant may have representation by a lawyer or other counsel at any stage in the grievance process.  However, if the grievant intends to be represented at any stage by a lawyer, the Director must be notified.


PROCEDURE


STEP 1

A faculty member has the right to seek redress through consultation with the Course Coordinator.  It is the responsibility of both the faculty member and the Course Coordinator to review the grievance thoroughly, earnestly, and in detail.  This can be accomplished either privately or with the help of others in the grievant' s immediate work unit who are directly involved in the grievance.  This procedure, if followed in good faith by both parties, should lead to a fair and prompt solution of most daily problems.  However, if the complaint is not satisfactorily resolved, the complainant may present the grievance formally and in writing to the Director.


STEP 2

The appeal must be in writing.  The College Director will review the facts, conduct separate consultations with the parties involved, and take any other appropriate action needed to reach a finding and render a decision.  This process must take place and a written decision be forwarded to the grievant within seven (7) calendar days after receipt of the grievance by the College Director.  The grievant, if not satisfied with the decision as received may file the grievance with the College Council.


STEP 3

Final authority for adjudication of grievances of faculty members rests with the College Council.   Within seven (7) days of receipt of notice of the disposition of the petition, the faculty member may appeal the Director’s final action to the College Council.  The appeal will be on the entire record produced unless the College Council directs a de novo hearing thereon.

The College Council will have thirty (30) days in which to complete its review and communicate its findings to the College Director and the faculty member.  A review by the College Council is the final level of recourse within the College and its action is final.

4. APPOINTMENTS AND PROMOTION

4.1 Terms of Employment

a. Staff on probation

In the absence of special arrangements, employment of a new full-time member of faculty is on probation for a period of twelve months.

If either party does not wish to renew a contract, the party is expected to state so in writing at least four months before the expiry of the contract.  Neither party is obliged to state any reasons for not being desirous to renew the contract.  If neither party express in writing the decision to terminate the contract, the contract is automatically renewed for one more year.

b. Permanent staff - evaluation

Faculty members wishing to become permanent, should state so in writing at least four months before the expiry of their twelve-month contract.

The Director has the discretionary power to refuse to accept the faculty member's request or to initiate an evaluation procedure.

In the latter case a faculty member applying to become permanent will be evaluated according to the following categories and their relative weights:

(I)Teaching Effectiveness 60%

· Academic advisement

· Experience

· Instructional techniques

· Knowledge of materials

· Other assigned duties and responsibilities

(II) Research, Scholarship and Professional Activities 40%

· Research related to his teaching fields

· Active participation in professional organisations

· College committee service

· Presentations at professional meetings.

· Professional contributions to the community

· Scholarly publications

· Support of student activities

· Other professional pursuits

The decision as to whether the applicant will become permanent or not is taken by a Committee composed of the Academic Director, the Director of Administration and the Course Coordinators.

In case of a negative decision, this must be communicated to the candidate at least three months before the expiry of the twelve - month contract.

c. Resignation - Dismissal

A faculty member on probation who resigns before the expiry of the twelve - month contract is liable to compensation.  The same provision applies to the College authorities in case they terminate the twelve-month contract before its expiry.

A permanent member of faculty who resigns must give four - month notice otherwise he/she is liable to compensation.

The faculty member is not liable for compensation in case of appointment in the civil service or in a public sector organization and provided the College authorities are given all possible notice.

d. Summer work

Full - time members of faculty are expected to teach in the summer session.

e. Outside work

Faculty may be permitted to engage in professional work of an expert nature outside the College and to receive pay when the work in question contributes to the professional development of the faculty member.  No such outside work shall be undertaken except on the prior approval of the Director.  The College reserves the right to declare a conflict of interest at any time.

Faculty members may not receive compensation for tutoring students in any course for which they are empowered to grant the student credit or over which they have any authority.  This will not be interpreted as prohibiting anyone from tutoring for remuneration in subjects over which they have no authority to grant credit.

f. On probation or permanent part-time lectures

A temporary part-time lecturer may become on probation or permanent part-time faculty member.  His/her remuneration, rights and responsibilities, benefits and privileges will be in line with full-time on probation or permanent faculty and, where applicable, proportionate to the maximum number of agreed teaching hours.

4.2 Appointments

a. Affirmative Action Policy Statement

The College of Tourism and Hotel Management is committed to the policy and practice of affirmative action and equal opportunity in education and employment for all qualified persons regardless of race, color, religion, sex, sexual orientation, national origin, age, or disability.

b. Nature of Policy Changes

From time to time changes in the rights, privileges, and benefits accorded faculty members must be made as conditions warrant.  Changes, providing additional rights, privileges, and benefits will apply to faculty members employed prior to the promulgation of such changes to the extent allowed by law.

c. Procedures

The existence of new positions and vacancies is established by agreement of the Director, Academic Director, Director of Administration and the course coordinators.  After consultation with faculty in the appropriate discipline, the Director will establish a Selection Committee that will consist of at least two faculty members from the same or related discipline.  The Director will be a member of the committee and will assume leadership of the search process and be expected to

a. determine procedural guidelines

b. ensure compliance with Affirmative Action policies,

c. communicate qualifications and criteria expected of a successful candidate,

d. follow committee recommendations for applicant interview and arrange the interview schedules,

e. follow recommendations for candidates selected by the committee

The Director contacts the selected candidate to complete the hiring procedures.

When an offer is made, declined or accepted, copy of the relevant correspondence must be sent to the Academic Director, the Director of Administration, the accountant and the course coordinators. (See Appendix 1)

4.3 Promotion

As a general policy, the qualifications for appointment and promotion are set forth below.  It should be pointed out that these requirements are not intended as justification for automatic promotion; conversely, justified exceptions may be made if warranted.

All positions are first entry and promotion positions.  After a promotion or appointment, one will be expected to serve a minimum of three years in that particular rank prior to being considered for promotion.  This expectation can be waived in unusual circumstances.

It is understood that when applying for promotion, candidates will be judged on the basis of the criteria proper to the position they apply for. (See Appendix 2)

a. Professor
To be eligible for the rank of Professor a faculty member must have a record of excellent performance involving teaching, research and administration and recognised professional contributions.

The faculty member should hold a Ph.D. degree and have at least twelve years of effective and relative experience.  Research in the programs related to College curriculum, as well as scholarly work and publications either in the form of books or in the form of articles in quality magazines is essential.

b. Assistant Professor
To be eligible for the rank of Assistant Professor a faculty member must have a Ph. D. degree.  Research in the programs related to College curriculum as well as scholarly work and publications either in the form of books or in the form of articles in quality magazines is essential.  Previous teaching and administrative experience is considered an advantage.

c. Senior Lecturer

To be eligible for the rank of Senior Lecturer a faculty member must have a record of outstanding performance involving teaching and administration and recognised professional contributions. 

It is expected that the faculty member hold preferably a doctor's degree or at least a master's degree or appropriate terminal degree and have at least eight years of effective and relevant experience.

d. Lecturer (on-probation or permanent)

To be eligible for the rank of lecturer a faculty member must posses strong potential for development as a teacher and as a scholar.  It is expected that the faculty member hold a post-graduate degree/diploma.

e. Director of Administration and Finance

To be eligible for the rank of Director of Administration and Finance a faculty member must have a record of effective performance as an administrator and possess strong potential for further development as an administrator.

It is expected that the faculty member hold the earned master's degree or appropriate terminal degree with strong business background and have at least eight years of effective and relevant experience.

f. Librarian

To be eligible for the rank of Librarian, the individual must have a University Degree in Arts or Science, or a Diploma/Degree in Librarianship and have at least three years effective and relevant experience.  Fifteen years of effective experience as a Librarian may be a substitute for academic qualifications.
4.4 Benefits & Privileges

All benefits of Staff, including but not limited to their pay, annual leave, sick leave, military leave, maternity leave and public holidays are to be discussed / agreed on a case-by-case basis in line with applicable contract and employment laws. The legal framework supersedes any written agreement between the parties. 

5. FACULTY CONDUCT AND ETHICS

5.1 Standards of Conduct

The College of Tourism and Hotel Management is a community of mature, serious - minded and scholarly - oriented people, in which the ideals of freedom of inquiry, freedom of thought, freedom of expression, and freedom of the individual are sustained.

It is committed to preserving the exercise of any right guaranteed to individuals by the Constitution of the Republic of Cyprus. It is evident that in a community of learning, willful disruption of the educational process, destruction of property, and interference with the orderly process of the College or with the rights of other members of the College cannot be tolerated. Faculty employed at the College are expected to conduct themselves in a manner compatible with the College's function as an educational institution. To fulfill its function of imparting and gaining knowledge, the College retains power to maintain order within the College and to exclude those who are disruptive of the educational process.

Use of Alcohol and Drugs

The College does not condone the illegal or otherwise irresponsible use of alcohol and other drugs. It is the responsibility of every member of the College community to know the risks associated with their use and abuse. This responsibility obligates faculty to be aware of relevant College policies and government laws and to conduct themselves in accordance with these laws and policies.

5.2 College Policies on Faculty Contact and Ethics

5.2.1 Code of Conduct Policy

SCOPE
The Code of Conduct (hereinafter the “Code”) applies to the following members of the College of Tourism & Hotel Management (hereinafter the “College”) community:

· members of the College council

· faculty, staff, and administration

· any individual employed by the College, using College resources or facilities, or receiving funds from by the College, including visiting professors

· agents and other representatives when speaking or acting on behalf of the College.

(Hereinafter the “community members”)

Students taking courses, attending classes, or enrolled in academic programs are governed by the Equality Policy and the Harassment and Sexual Harassment Policy. 

GUIDING PRINCIPLES 
Values. Members of the College of Tourism & Hotel Management community share these core values:

· Honesty and thoroughness in all pursuits

· Respect for diversity and all individuals 

· Transparency and integrity in decision-making

· Professionalism in our interactions

· Commitment to preparing students for what the future has to offer

· Devotion to free inquiry and critical thinking

· Commitment to the creation, preservation and dissemination of knowledge

· Enthusiasm for innovation

· Advancement of the life quality and economic welfare of the region 

· Transparency and integrity in decision-making

This Code is a statement of our commitment to upholding the ethical, professional and legal standards we use as the basis for decisions and actions. We all must be aware of and comply with the relevant policies, standards, laws and regulations that guide our work. We are each individually accountable for our own actions and, as members of the College Community, are collectively accountable for upholding these standards of behavior and for compliance. The standards of conduct in this Code of Conduct, provide guidance for making decisions and emphasise the institution's commitment to responsible behavior.

STANDARDS OF CONDUCT 
The College holds itself and community members to the following standards of conduct:

Act Ethically and with Integrity. Ethical conduct is a fundamental expectation for every community member. In practicing and modeling ethical conduct, community members are expected to:

· act according to the highest ethical and professional standards of conduct

· be personally accountable for individual actions

· conscientiously fulfill obligations towards students, advisees, colleagues, and in performing duties as part of the College community and

· communicate ethical standards of conduct through instruction and example.

Be Fair and Respectful to Others. The College is committed to tolerance, diversity, and respect for differences. When dealing with others, community members are expected to:

· be respectful, fair, and civil

· speak honestly

· avoid all forms of harassment, illegal discrimination, threats, or violence

· provide equal access to programs, facilities, and employment and

· promote conflict resolution.

Manage Responsibly. The College entrusts community members who supervise or instruct employees or students with significant responsibility. Managers, supervisors, instructors, and advisors are expected to:

· ensure access to and delivery of proper training and guidance on applicable workplace and educational rules, policies, and procedures, including this Code of Conduct

· ensure compliance with applicable laws, policies, and workplace rules

· review performance conscientiously and impartially

· foster intellectual growth and professional development and

· promote a healthy, innovative, and productive atmosphere that encourages dialogue and is responsive to concerns.

Protect and Preserve College Resources. The College is dedicated to responsible stewardship. Community members are expected to:

· use College property, equipment, finances, materials, electronic and other systems, and other resources only for legitimate College purposes

· prevent waste and abuse

· promote efficient operations and

· follow sound financial practices, including accurate financial reporting, processes to protect assets, and responsible fiscal management and internal controls

Promote a Culture of Compliance. The College is committed to meeting legal requirements and to fostering a culture of ethics and compliance.

(a)    Expectations – Community members are expected to:

· be aware of and follow the laws, regulations and College policies and procedures applicable to College activities

· be proactive to detect and prevent any compliance violations, and

· report suspected violations to College officials.

 (b)   Prohibition to retaliate – Community members are prohibited from retaliating against another community member for reporting a suspected compliance violation.

Preserve Academic Freedom and Meet Academic Responsibilities. Academic freedom is essential to achieving the College’s mission.  Community members are expected to: 

· promote academic freedom, including the freedom to discuss all relevant matters in the classroom, to explore all avenues of scholarship, research, and creative expression, 

· meet academic responsibilities: to develop and maintain their scholarly competence, to respect those with differing views, to submit their knowledge and claims to peer review to work together to foster the education of students and to acknowledge when they are not speaking for the institution.

 

Ethically Conduct Teaching and Research. College researchers have an ethical obligation to the College and to the larger community as they seek knowledge and understanding. Community members are expected to:

· propose, conduct and report research with integrity and honesty

· protect people involved in research or teaching

· learn, follow, and demonstrate accountability for meeting research requirements 

· protect rights to individual and College intellectual property 

· faithfully transmit research findings and
· be responsible for the accuracy and fairness of information published 

  

Avoid Conflicts of Interest. Community members have an obligation to be objective and impartial in making decisions on behalf of the College.  To ensure this objectivity, community members are expected to:

· avoid actual individual or institutional conflicts of interest

· disclose potential conflicts of interest 

· ensure personal relationships do not interfere with objective judgment in decisions affecting College employment or the academic progress of a community member.

Carefully Manage Public, Private, and Confidential Information. Community members are the creators and custodians of many types of information. The public right to access and the individual’s right to privacy are both governed by laws and College policies.  To meet these responsibilities, community members are expected to:

· learn and follow laws and College policies regarding access, use, protection, disclosure, retention, and disposal of public, private, and confidential information

· follow document preservation and retention guidelines and

· maintain data security using electronic and physical safeguards.

Promote Health and Safety in the Workplace. Community members have a shared responsibility to ensure a safe, secure, and healthy environment for all College students, faculty, staff and visitors. Community members are expected to: 

· follow safe workplace practices, including reporting accidents, injuries, and unsafe situations

· report suspicious activities and

· protect the environment, including reducing waste. 

5.2.2 Anti-discrimination (Equality) Policy

The College of Tourism and Hotel Management (hereinafter the “College”) in compliance with article 28 of the Constitution, the Equal Treatment in Employment and Occupation Law of 2004 (Law 58(I)/2004) and the Persons with Disabilities Law of 2000 (127(I)/2000), adopts the Equality and Anti-Discrimination Policy (hereinafter the “Policy”).

The College of Tourism and Hotel Management is committed to fostering and maintaining an inclusive culture which promotes equality, values diversity and maintains a working, learning and social environment in which the rights and dignity of all its staff and students are respected. 

We recognise that the broad range of experiences that a diverse staff and student body brings strengthens our research and enhances our teaching, and the College has an ethical obligation to continue to provide a diverse, inclusive, fair and open environment that allows everyone to develop both academically and vocationally.

The College embraces diversity amongst its members and seeks to achieve equity in the experience, progression and achievement of all students and staff through the implementation of transparent policies, practices and procedures and the provision of effective support. 

It also seeks to promote awareness of equality. It is committed to a programme of action to support its equality policy and to monitor its effectiveness through the Ethics Committee procedures. 

The College seeks to ensure that no member of its community is unlawfully discriminated against on the basis of age, disability, pregnancy, race, nationality, religion, sexual orientation or any other factor. 

In exercising its policies, practices, procedures and other functions, the College will have due regard to its duties under the relevant legislation.

In its efforts to promote and maintain equality, the College commits to:

· Take appropriate steps to meet the particular needs of individuals where these are different from the needs of others, and work to eliminate any barriers to their success.

· In respect of students, seek to attract and admit students of outstanding potential whatever their background, and work to ensure that teaching and assessment provide an equal opportunity for all students to achieve and demonstrate their full academic potential. Decisions on the admission of students will be based solely on the individual merits of each candidate and the application of selection criteria appropriate to the course of study.

· In respect of staff, seek to ensure that entry into employment and progression within employment are determined solely by meritocratic criteria relating to their position / duties and support career development and progression and participation at all levels disregarding staff’s background and characteristics.

The College aims though inclusion, to foster an environment and institutional culture in which each member feels, and is, valued, listened to and respected, able to be themselves and empowered to participate fully in the life of the College. As such, it all of its members to treat each other with respect, courtesy and consideration and will not tolerate any form of unlawful discrimination, bullying or harassment (please refer to specific policy for more details).  

Freedom of expression and academic freedom, are protected both by law and by the College’s policies.

Scope - Application of the Equality Policy 
This policy applies to all members of the College community, including:

· Students 

· Members of academic and administrative staff (including contractors)

· Academic visitors from other institutions

· Visitors, including external persons or agencies using the College’s premises, facilities or services;

· Applicants for study and employment, including offer holders.

All members of the College community are expected to act in accordance with this policy and to treat each other with respect at all times, and in all forms of communications, including online. 

The policy is intended to cover behaviour in all conduct both on college premises, as well as in the course of college activity outside of College whether academic, sporting, social, cultural, or other. It also extents to stakeholders’ behaviour online such as on email communication and social media. 

The policy is to be included on Student’s handbook, Lecturer’s handbook, and on the College’s website.

5.2.3 Harassment & Sexual Harassment Policy

Policy Overview
The College, in line with the Equal Treatment of Men and Women in Employment and Vocational Education Law of 2002 (205(I)/2002), has created the “Harassment and Sexual Harassment Policy” (hereinafter referred to as the “Policy”) aiming at preventing and combating “harassment” and “sexual harassment” in the community of the College.  

As such, the College prohibits of any form of harassment, sexual harassment and/or related retaliation in College employment, educational programs and activities, based upon an individual's age, disability, pregnancy, race, nationality, religion, sexual orientation or any other factor, (hereinafter “protected characteristics”) so that all members of the community are treated at all times with dignity and respect. Accordingly, such harassment or sexual harassment, is prohibited and violates College policy and will not be tolerated. Furthermore, any form of retaliation against anyone who in good faith brings a charge of harassment or sexual harassment, supports an individual bringing a complaint, otherwise reports harassment or sexual harassment, or participates in an investigation under this policy, is prohibited by College policy and Cyprus law. 

Policy Definitions
Unwelcome conduct: For purposes of this policy, conduct is considered "unwelcome" if, under

the totality of the circumstances it is (a) not solicited, i.e. there is no consent (see below) and (b) if it is regarded subjectively by the recipient as undesirable or offensive to a reasonable person (see below).

Consent: “Consent” is defined as clearly communicating agreement or permission to participate in sexual activity. The consenting individuals must act freely and voluntarily and have knowledge of the act involved. Such consent may be withdrawn at any time, without regard to the preceding activity. A current or previous relationship, or past consent, is not sufficient to constitute consent. Consent may not be inferred from silence or passivity. Consent is voluntary, affirmative and clear. Consent cannot be given when a person is incapacitated. Coercion, force, or threats invalidate consent.

Offensive to a reasonable person: It is considered as such when under the circumstances in question and, if not corrected, could interfere with an individual's academic or work performance or create or substantially contribute to an intimidating or hostile work, academic, or student living environment. In determining whether the alleged conduct constitutes discrimination or harassment under this policy, consideration of the incident will assess whether the alleged conduct is severe and/or pervasive based upon the totality of the circumstances. Factors considered include but are not limited to the nature and context of the conduct, the type, frequency, and duration of the conduct, the identity of and relationship between the parties, the degree to which the conduct affected the complainant, other students, staff and/or faculty and principles of academic freedom.

5.2.3.1 HARASSMENT

Harassment Overview and Definitions
Harassment: For purposes of this policy, the term "harassment" refers to conduct that meets all of the three criteria defined below: 

• Is unwelcome as per the policy definitions. 

• Directed by or related to a group’s or an individual's protected characteristics

• When either of the following conditions exist: 

 - It is implicitly or explicitly suggested that submission to or rejection of the conduct will 

   be a factor in academic or employment decisions, evaluations, or permission to 

   participate in a College activity; or 

- The conduct would be offensive to a reasonable person as per the policy definitions.

Examples of types of Harassment prohibited by this policy
• Verbal, such as harassing phone calls, jokes, slurs, epithets, anecdotes, or other derogatory statements directed to an individual’s or group of individuals’ protected characteristics

• Visual, through the use of writings, graffiti, e-mail, posters, objects, or symbols that ridicule or demean an individual’s or group of individuals’ protected characteristics

• Physical, such as unwanted touching, stalking, or impeding an individual's free movement on the basis of a protected characteristic. 

5.2.3.1 SEXUAL HARASSMENT

Sexual Harassment Overview and Definitions
The College is committed to providing an environment which is free of sexual harassment in any form. The policy applies regardless of the gender of the alleged victim or of the alleged offending party and would include within its scope harassment directed to members of the same sex as well as harassment of members of the opposite sex. Sexual harassment is a form of harassment and discrimination strictly prohibited under the College’s Equality Policy and Cyprus Law. 

Sexual Harassment: For purposes of this Policy, the term "sexual harassment" refers to unwelcome (as per the policy definitions) conduct of a sexual nature (see below) when: 

• It is implicitly or explicitly suggested that submission to or rejection of the conduct will be a factor in academic or employment decisions, evaluations, or permission to participate in a College activity; or 

• The conduct would be offensive to a reasonable person as per the policy definitions.

Conduct of a Sexual Nature: This includes conduct that is verbal, visual, or physical. Conduct of a sexual nature may either be explicitly sexual or may involve conduct that derives its sexual nature from the circumstances in which the conduct occurs or when combined with other conduct that occurs in a sexual context. Conduct does not need either to express any sexual desire or to be directed to a specific person and can include conduct that attempts to demean, control, or stereotype others on the basis of their sex. 

Examples of types of Sexual Harassment prohibited by this policy
· sexual jokes, innuendoes, slurs or sexually suggestive comments 

· sexually explicit or sexist statements or anecdotes or questions or statements about sexual activity

· unwanted sexual advances, propositions, invitations, or other forms of pressure (either blatant or subtle) for sexual activity;

· offensive touching, including engaging in unwanted hugging, patting, kissing, or brushing up against someone's body, or other inappropriate sexual touching

· knowingly invading another's personal space in a sexually suggestive manner;

· displaying sexually suggestive pictures, objects, posters, cartoons, or calendars 

· making sexual gestures;

· sending suggestive or obscene notes or phone calls or e-mail.

· sexual assault, sexual battery, stalking, and sexual exploitation

Scope / Application of the Policy
This policy applies to all members of the College community, including:

· Students 

· Members of academic and administrative staff (including contractors)

· Academic visitors from other institutions

· Visitors, including external persons or agencies using the College’s premises, facilities or services;

· Applicants for study and employment, including offer holders.

The policy includes complaints of Harassment or Sexual Harassment against or by 

· Faculty and Staff 

· Students 

· Third Party

All members of the College community are expected to act in accordance with this policy and to treat each other with respect at all times, and in all forms of communications, including online. 

The policy is intended to cover behaviour in all conduct both on college premises, as well as in the course of college activity outside of College whether academic, sporting, social, cultural, or other. It also extents to stakeholders’ behaviour online such as on email communication and social media. 

The policy is included on Student’s handbook, Faculty handbook and on the College’s website. 

Standard of Proof
The standard of proof to find a violation of College policy is the preponderance of the evidence. This means that a decision of responsibility for a policy violation will be made on whether it is more likely than not that the respondent violated the policy based on the totality of information gathered during the investigation. 

Reporting Complaints & Policy Violations 
Any person who believes that they have been subjected to harassment, sexual harassment, or retaliation, or who feels they are aware of prohibited harassment, sexual harassment, or retaliation directed toward others should immediately report the circumstances to any member of the Ethics Committee of the College and employed by the College as described in 5.1. below. 

The College requests that complaints be made in writing to assure the accuracy of the charge, although verbal complaints will also be accepted. While there is no time limit for reporting a complaint, reports of misconduct should be brought forward as soon as possible to enable the College and/or the authorities to respond and investigate the complaint. As time passes, evidence may dissipate or become lost or unavailable or distorted, thereby making investigation, possible prosecution, disciplinary proceedings, or obtaining criminal/civil protective orders related to the incident more difficult. It is also strongly suggested by the college to preserve other evidence by saving text messages, instant messages, social networking pages, other communications, and keeping pictures, logs or other copies of documents if they have any that would be useful to College investigators and/or the authorities.

Where to Report 
This section specifies the College staff responsible for responding to complaints of harassment, sexual harassment, or retaliation, i.e. the Ethics Committee of the College.  

Duty to Report 
It is the duty and responsibility of every member of the faculty, staff, and administration to assure compliance with this policy by promptly reporting allegations of policy violations to the College's Ethics Committee. The College’s administration, faculty, staff, and students, are responsible for cooperating with College officials who investigate allegations of policy violations. 

Students are also strongly encouraged to report any alleged violations of this policy as described above. 

Confidentiality
To the extent possible, the College will make a reasonable effort to conduct all proceedings related to harassment, sexual harassment or retaliation allegations in a manner which will protect the confidentiality and privacy interests of all parties. Examples of situations where confidentiality cannot be maintained include circumstances when the College is required by law to disclose information, when disclosure is warranted by the College in order to protect the rights of others, or disclosure is necessary to facilitate legitimate College processes including investigation and resolution of harassment or sexual harassment allegations. In addition to these efforts by the College, all parties to the alleged complaint should treat the matter under investigation with discretion and respect for the reputation of all parties involved.

6. RESEARCH POLICY
The Committee for Research Development evaluates, approves and monitors research projects by faculty members. The committee decides on the allocation of resources and the reduction of contact hours for each form of staff development.
It is ensured that teaching and learning are sufficiently enriched by research. New research results are incorporated into the content of the curriculum. Adequate facilities and equipment are provided to support the curriculum research component, which are available and accessible to staff and students as described below.
The results of the research activity of the academic staff are published in international journals with the peer evaluation system, in international conferences, conference proceedings, publications, etc.
The main purpose of the Research Committee is to submit proposals for research policy and to promote the implementation of this policy. The Commission is responsible for the internal quality assurance of research activity and to this end proposes relevant quality indicators.
Based on the above, the research policy is analyzed and measures are taken as follows:
• Provide incentives to academics to promote research

  -Reduced teaching hours for academic participation in research

   Programs (3hrs/week)

  -Financing the research publication.

• Provision of appropriate equipment and facilities for research.
• Linking the research project with teaching and learning

  -Participatory courses, where students are part of the research

    Group.

  -Teachers should present the results of their research to

   open seminars where the student can attend for free.

• Transfer of knowledge in the field of society and production

  -Publication of research findings in scientific articles or specialized

   books.
• Financing and budget management to obtain the appropriate

   required equipment

• Academic ranking based on their research activity

• Organization of weekly research seminars for discussions and updates.

• Collaboration with other institutions to support the research project
Research must be conducted with respect for scientific truth, academic freedom, life, nature and the environment, human dignity, personal autonomy, human and intellectual integrity, intellectual property and personal data. During our research, we reject any discrimination based on ethnicity, race, ethnic origin, language, gender, religion, sexual orientation, physical condition, socioeconomic status or any other factor unrelated to scientific ability and integrity.

7. LIBRARY
The library is available to all associates and students to conduct research locate extra materials and prepare for lectures and assessments.  Books are arranged by module name and by module level (year).  Books are lent for two week periods and reference books may not be removed from the library. Library use specifically and independent study/research in general should be encouraged by associates and reflects positively on the course and the Institute.

As well as ensuring good procedures for recruitment and selection of staff, as part of continuing professional development the Institute is committed to supporting its teaching staff undertake research. The College is adopting a dynamic stance on research as a means to remaining at the forefront of academic developments; new theories, subject developments, and up-to-date debates are encouraged and promoted. Faculty members are encouraged to engage in funded research with the whole-hearted support and backing of the Institute.

7.1 Justin Bugley Library

Justin Bugley was the first international student who in 1987 travelled from Australia to Cyprus to study at the College of Tourism and Hotel Management.  After finishing his studies, he was employed as the first librarian of the College.  In order to honour him the library was named after him.

​The Justin Bugley Library of the College of Tourism and Hotel Management operates as a lending library for both faculty and students.  It is a quiet, peaceful, and ideal place for students to use reference books, periodicals, magazines and journals during their study time.

​Students and faculty can borrow books, search the Cyprus Documentation Centre, go through an updated collection of journals and magazines, and meet for group projects.

​While studying at the College of Tourism, students will probably spend more time in the Library than in any other part of the College.  With this in mind, a wide range of services are available to help students with their course work and examinations.

7.2 Library Hours

The College library office hours during the week are from Monday to Friday 08:00hrs – 13:00hrs and 13:30hrs – 16:45 hrs.  The library is closed on weekends and Public Holidays.

​7.3 Library Holdings

The library consists of approximately 10,000 items including books, videotapes, audiotapes and multimedia CD-ROMs. This material concentrates on the areas of Tourism and Hospitality Operations and Management, International Business Studies and Information Technology.  Approximately 95 per cent of the collections are in English.

There are 51 subject classifications such as Travel and Tourism, Introduction to Hotel, Food and Beverage, Accounting/Finance, Management, Human Resources, Computers, Foreign Languages, books about Cyprus, etc.  

7.4 Electronic Library

The library subscribes to numerous magazines, journals, newsletters, and newspapers relevant to the courses taught at the College.  Many magazines deal exclusively with tourism, hotels and catering providing updated information.  Students have access to the EBSCO-Library system (group of on-line databases with periodicals, journals and newspapers).  The majority of the journals and magazines held in the library can be accessed on-line, providing full-text articles with past and present publications.

​

7.5 Library Rules

· Any items that can cause damage to the library property are not allowed.

· Any kind of noise or behaviour that disturbs the library environment is not accepted

· No food and drinks are allowed in the library.

· Smoking is strictly prohibited in the library.

· The use of mobile phones is not allowed in the library.

· Reference materials, dictionaries and journals cannot be borrowed from the library, but copies can be made in the copy centre.

· To use the library services all students must present their student ID card.

For more information regarding the library rules please advise from the Library Rules Booklet.


APPENDIX 1


GUIDELINES FOR FACULTY RECRUITMENT
01. The Director of the College in consultation with the Academic Director, the Senior lecturers or the Course Coordinators and the Director of Administration determine the profile of the ideal candidate: qualifications, experience, personality etc.  They also determine the specific courses that the new member of staff will be expected to teach, the duties and responsibilities to be assumed by him/her and whether the employment will be part time or full time.

02. The Director establishes a Selection Committee that includes of at least two faculty members from the same or related discipline.

03. If the vacant position is that of the course coordinator or the senior lecturer or the director of administration, existing members of staff will be invited to apply for it.  If none of the existing members of staff are interested or judged to be suitable then the post is advertised.  (see also promotion of faculty)

04. The advertisement will specify whether the position is full time or part time, the qualifications required by the candidates and the deadline for submitting applications.

05. The candidates' files are reviewed by the director of administration and a short list is established with the names of those candidates who have the required qualifications.  Short listed candidates are invited for an interview by the Selection Committee.  The director of administration makes sure that all candidates have a copy of the Prospectus before their interview.

06. The Selection Committee is composed of the Academic Director, the Senior Lecturers and at least two members of staff.  The committee meet before the first interview to finalize the specific questions to be asked to the candidates.  At least some of the questions asked by members of the Committee should be the same for all candidates.

07. The Committee will rank order the candidates or simply choose only one candidate.  Some of the main criteria on which the selection will be based are:

Academic qualifications

Research work - publications

Knowledge of the subjects he/she is expected to teach

Previous experience (academic, industrial)

Knowledge of English (or medium of instruction)

Motivation and benefits of the post perceived by candidate

Communications skills

Contribution to extra curricular activities

Perceived cooperation with other members of staff

Personality

An evaluation form is distributed to the members of the Selection Committee.
08. The selected candidate(s) are invited to give a 20-minute presentation.  If there are more than one candidates invited for presentation the Committee, following the presentation, names only one.

09. Verification of the candidate's credentials.  It is the responsibility of the candidate to ask the Institution(s) he/she attended to send direct to the College copies of his/her transcripts.

010. If deemed necessary, references from people who know the candidate and/or former employer(s) are obtained.

011. The selected candidate is offered the post and the Director explains to him/her in concrete terms the terms and conditions of the job.

012. If the candidate accepts the job, a contract of employment is sent to him/her
013. Copies of letters/documents relating to the offer made, declined or accepted must be sent to the Academic Director the Director of administration, and the course coordinators.

COLLEGE OF TOURISM AND HOTEL

MANAGEMENT

FACULTY SELECTION

CANDIDATE’S NAME ___________________________________________

EVALUATOR’S NAME ___________________________________________

POSITION: ___________________________________DATE: ____/___/202_
INSTRUCTIONS: Appraise the candidate with short comment on the following and grades from 1 to 5 as follows:

5 – OUTSTANDING

4 – ABOVE AVERAGE

3 – AVERAGE 

2 – BELOW AVERAGE

1 – UNSATISFACTORY 

	CRITERIA


	GRADES



	1. Academic qualifications (level)                 X 3 


	

	2. Academic qualifications (Relevance)        X 4 


	

	3. Academic qualifications (GPA)                  


	

	4. Industry experience                                   X 2


	

	5. Teaching Experience                                 X2 


	

	6. Ability to communicate                               X4

    effectively 


	

	7.   Benefits of the post


	

	8.   Ability to cooperate with other

      members of staff

	

	9.   Ability to contribute to extra

      curricular activities


	

	10. Research experience                                X2


	

	11. Potential to carry out research


	

	12. Potential to help College develop


	

	13. Possibility of pursuing 

      a career as a member of the College


	

	14. Computer literacy


	

	15. Financial expectations                                 X3


	

	16. Other (please specify)


	

	17. Other (please specify)


	

	       SUB TOTAL


	

	18.  Teaching demonstration                              X 4


	

	       TOTAL
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Student evaluation

Course no. & title: …………………………………………………………………….. Semester: …………………..

Lecturer’s Name: ……………………………………………………………………………… Date: ……./…./2022

Students evaluations are an important part of the assessment of teaching effectiveness. Please respond honestly to all questions. The completed student evaluations are confidential and will be reviewed by the management and the lecturer. Your assistance is much appreciated.

Instructions: Circle your answer.

1= Strongly Disagree, 2= Disagree, 3= Neither Agree or Disagree, 4= Agree, 5= Strongly Agree

Part 1 - Evaluation of the Lecturer

	1. 
	The lecturer is well prepared and organized for the class.
	1   2   3   4   5

	2. 
	The lecturer uses power point presentations for the lecture.
	1   2   3   4   5

	3. 
	The lecturer uses the “EDMODO” platform to upload notes for the class.
	1   2   3   4   5

	4. 
	The lecturer is helpful when students have difficulties relevant to the course.
	1   2   3   4   5

	5. 
	The lecturer uses clear examples/ illustrations to clarify content.
	1   2   3   4   5

	6. 
	The lecturer returns back the assignments and exams in a logical timeframe.
	1   2   3   4   5


Comments: …………………………………………………………………………………………………………………

………………………………………………………………………………………………………………………………………………………………………………………………………………………………….…

Part 2 – Course Evaluation

	7. 
	The course objectives are clearly stated and achieved.
	1   2   3   4   5

	8. 
	The coursework is relevant to the course and stimulates learning.
	1   2   3   4   5

	9. 
	The course content is relevant to our future studies or career.
	1   2   3   4   5


Comments: …………………………………………………………………………………………………………………

…………………………………………………………………………………………………………………………………………………………………………………………………………………………………… Part 3 – Student Resources

	10. 
	The library has adequate books and magazines for studying.
	1   2   3   4   5

	11. 
	The teaching rooms are spacious and appropriate for learning.
	1   2   3   4   5

	12. 
	The labs are well equipped and appropriate for teaching.
	1   2   3   4   5


Comments: ………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………

Part 4 – Administration services evaluation

	13. 
	The administration office responds to the student requests fast.
	1   2   3   4   5

	14. 
	The administration staff is friendly and helpful.
	1   2   3   4   5

	15. 
	The administration staff provides guidance to the students.
	1   2   3   4   5

	16. 
	The administration staff shows willingness to help and resolve any issues.
	1   2   3   4   5


Comments: ………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………

Recommendations: ………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………
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