Task Activity Responsible Implementer Indicator/
years person Evidence
2
0
20 1120
18 | 9|20
Implementation  of X | X | X | Head of | Appropriate Evidence of
social, cultural, administration | structural units implemented
ecopomic and . activities
environmental Administrati
programmes and ministrativ
activities e staff
The role of the | X | X | X | Management | Appropriate ) Reports of
Teaching University bodies/ structural units Lifelong Learning
in the society Administrativ Centre, Career
through facilitating e staff Development
1.1 Sharing with the | the lifelong learning Centre,
society the knowledge | (Lifelong  Learning Extension
gathered in the | Centre, Career Centre, and
institution Develqpment Centre, Forelgn Language
Extension Centre, Learning Centre
Foreign = Language
Learning Centre,
Short-term
training/retraining
courses, providing
the local firms with
the assistance and
consultation)
Participation of | X | X | X | Management | Appropriate Evidence of
academic staff in the bOdle_S/ . . structural units 1mplgr}1ented
i ) ¢ Administrativ activities
iscussions 0 e staff
important social
issues, offering expert
and consultation
services




1.2  Introduction of
learning courses oriented
on value formation

Implementation of the
subjects that fit to the
social responsibility (
“Corporative  Social
Responsibility”,
“Academic Writing”,
“Democracy and
Citizenship”,
»Entrepreneurship”,
“Environment and
Sustainable
Development”,
“History of
Philosophy(conceptua
1 issues)”,
“Psychology”,
“Political  Sciences”,
“Career
Management”,
“Foreign Language”,
"History of Georgia”,
“History of
Religions”.)

Main
educational
unit (faculty).
Heads of the
programmes

Academic staff.
Faculty.

Lifelong Learning
Centre

Appropriate
subjects

Adapting the learning
process to the regional
needs (region-
oriented programmes,
recruitment of local
students, active
participation of
alumni in the process

of policy forming)

Management
bodies/academ
ic staff

Appropriate
structural units.
Academic staff

Educational
programmes.
Rates of alumni
employment

1.3. Identifying priority
fields/directions
considering regional
needs

Designing/Implement
ation of educational
programmes/courses
in reliance  with
priority
fields/directions
(Agrarian,
Construction,
Tourism, Engineering,
Education,

Management
bodies

Academic staff.
Faculty.
Vocational
education
development
office.

Vocational
education teacher

Educational
programmes




2.1 Integration  of

functions of  quality
assurance in the
management process.

Considering/introducing
the best practices existing
in the educational sector

Healthcare, Law,
Business)

Designin and . Structural units Proper
ETING Quality methodology
providing proper assurance
methodologies to the EfflCT- -
. egal office
structural units and 8
management bodies in
order to use
mechanisms of quality
assurance in  the
management process
effectively.
Effective involvement Quality uality assurance | Regulations.
. assurance office. ) Minutes.
of every unit of the office. Structural units Meetings.
institution in the Head of Reports
. . administratio
implementation  of 0
internal quality Management
assurance mechanisms bodies
Designing the Quality Quality assurance | Assessment
assessment system for assurance office. methodology.
working/ learning office Structural  units. | Results of survey
conditions as well as . .
) Working  groups | analysis.
for material,
. . created under the
information and
infrastructural Rector’s order
resources(preparing
questionnaires for
staff,
students/vocational
students satisfaction
survey), conducting
surveys and analysis
periodically
Full involvement of Quality Quality assurance | Annual report of
quahty assurance assurance office. quahty assurance
off1c? om the office Structural units office.
monitoring process of Survey results
action plan
implementation




Cooperation of quality
assurance office with
internal audit and
legal office while
evaluating the
management process
of the Teaching

Quality
assurance
office.

Head of
administration

internal audit
office.

Quality assurance
office.

Legal office.
Structural units.
Internal audit
office

Annual report of
quality assurance
office.

Annual report of
the head of
administration

University Legal office
Description of Quality Quality assurance | Regulations and
activities  of  the assurance office reports.
. . office. Evaluation and
structural units in .
. Head of analysis

accordance with the administration
quality assurance
office methodologies-
evaluation and
analysis of reports
about survey results
Allocating appropriate Head of | Head of | Teachin

§ approp . . . T . . 8

. . administratio | administration . .
human, information n University
and material resources resources
with the purpose of
effective
implementation of
internal quality
assurance mechanisms
Management  body lg/Izilr}agement Special working | Minutes of the

. . i T .
meetings in  an odies groups meetings
extended format with
full involvement of
staff
Annual reports of Management | Management Minutes of
. bodies bodies
management  bodies management
on the meetings in an bodies
extended format
Submitting reports of I'fiea‘,i . ,Of Structural units Minutes of the
. administratio .

structural units n meetings.
periodically to the Reports

head of administration




. . Working groups. .
Pl.anmng the meej'tlngs Mar}agement Structural units Ml'nutes and
with all the units at lgi’dlfs- evidences of
. uality .
the‘ ' Teaching ASSUTANCE meetings
University to office.
introduce them Coordination
. rou
quality assurance group
mechanisms and
methodologies.
Introducing the Head ' ‘ of | Working groups. | Electronic
mechanisms for administration | Structural units Management
getting feedback using System
Electronic
Management System
in the  Teaching
University
To equip material- Head _of | Procurement Existing base
technical base with administration | office.
Financial  office.
modern technology Material resources
management office
Conducting training Head . . of | Human resources | Appropriate
administration | management office
for human resources, programmes and
attracting highly- documents.
qualified staff Resources.
Permanent update of Head ~of P%'churement Documents
administration | 9Hice. . o
the web-page, Financial  office. | verifying
purchasing the %g;zgg}né’giources program
electronic  systems/ office. IT Centre purchase.
programmes Web-page
Amendments in the ‘ X ‘ ‘ ‘ Management | Management Amended Statute




statute bodies bodies.
Legal office
Optimization of the Management Management Optimized and
2.2 Reorganization of the | maip educational bodies EOdl‘i:S' - updated
. . . ] ) egal office
main  educational units | ypits(faculties) & management
(faculties); bodies.
Regulation.
Order.
Developing the Faculty Faculty council. Regulations rules
. council. Management of the Faculty
regulation rulgs for the Legal office bodies, Council
Faculty Council Legal office
Establishing new Management Management New structural
tructural units and bodi bodies. units and their
structural units a odies. Legal office. | regulation rules
making their job Legal office Structural units
descriptions in the
form of regulation
rules
Conducting elections 11:/Izzlnagement lg/lilr}agement Minutes.
. odies. odies. Orders
of appropriate . : .
PP P Legal office Legal office Regulations.
management bodies
Involvement of new Head . . of Management New structural
. administration . .
structural units in the bodies. units.
university structure Management Legal office. | Regulation rules.
bodies Human resources | Structure of the
management Teaching
office University
Formation of yznagement Management Structure of the
odies . )
structural units and bodies. . Tegchlng
hi h Legal office. | University
lerarchyy Human resources
management office
Effective and Head of %ﬁiﬁggemem Orders.
coordinated actions of administration | 1 .1 off Minutes of
. €gal otlice. meetings
structural units. Human resources Reports ’
Development of management office
appropriate
regulations and
mechanisms
2.3 Introducing modern | Introducing Heagl ' .of Structural unit Electronic
technologies of | electronic document administratio document
. n. processing
managemen Chancellery. system EFLOW




Archive

processing system
EFLOW
Designing Doc flow Head of | Chancellery. EFLOW.
sequence administratio | Archive. Rules for
n. Structural unit document
Chancellery. rocessin
ry P g
Archive
Conducting trainings Head of | Chancellery Evidence for
for the staff about the dministrati traini
issues of electronic administration r.almngs.
document processing List of attendants
system
Establishment of Head of | Internal audit | Electronic
Electronic Attendance administration | office Attendance
System
System for the staff
Making  electronic Chancellery. Chancellery. Rules for
Doc flow in line with Legal office Archive document
rocessin
the rules of P &
document processing
Establishment of Head of | Programmer II;/?ammg
. .. . anagement
Learning Management administration System
System
Learning
process
management
office
2.4 Improvement of | Defining criteria for Quality Quality assurance | Assessment
mechanisms for | staff evaluation, and assurance office methodology
. office
assessment, self- | developing the
assessment and | mechanisms
monitoring, and further | Making Quality Quality assurance | Assessment
d loom nt f tiviti . . d assurance Office. Inethodology.
evelopment ol acivities | questionnaires  an office Quality assurance | Questionnaires
of the Teaching | conducting coordinator of
University on the basis of | assessment and self- vocational
i . P programmes.
continuous  assessment | assessment surveys for Structural  units.
system; management bodies as Academic  staff.
well as academic, Vocational
.. . education teacher
administrative,

support and invited
staff, and wvocational
education teacher




Function compliance

Head of

Legal office.

Job descriptions

with the relevant administratio | Human TESOUTCES | of structural units
. n management office
regulations of
structural units and
workload. Clearly
formed  regulations
and accordingly,
avoiding duplication
of functions.
Analysis of the results Quality Management Assessment
of monitoring and assurance bodies. methodology.
g 2 ) Quality assurance | Analysis for
surveys, and carrying office office surveys.
out proper activities in Orders.
. Regulations
order to improve
mechanisms for the
Teaching University
current management
policy
Conducting  surveys Quality Quality assurance | Surveys and
and analysis for the assurance office. analysis of survey
. ! ¢ office Working group 1
involvement o created under the | results
students/  vocational Rector’s order
students
in the process of
evaluation of
management
effectiveness
Attracting Quality Quality assurance | Outcomes of
. ional stud assurance office. international
International students office Foreign language | mobility.
and staff. learning  centre, | Reports of quality
International Faculty assurance office
mobility
Increasing the quality Management Structural units Capacity building
of the Teaching bodies. 1nt§3rnat1ona1
o . projects
University  through Quality Including
25 Supporting | internationalization/ assurance PICASA
international capacity building office. o
. . . . Curriculum
cooperation  of  the | international projects Head of . . .
e . . internationalizati
institution and  the administration
on.
rocess of
P . N Outcomes of the
internationalization;

following




projects:
CASEDE, STAR,

INTEGRITY,
DARE.
Agreements.
Popularizing and Head of | IT centre. Statistics for
increasing the administratio | Software specialist | mobility and
d 4 f h n. Public | of the web-page. first choice of
eman or  the relations Public  relations | secondary
Teaching University office office school graduates
among entrants,
students, vocational
students and
employers.
Organizing Head of | Science office. Evidence for
. . administratio | Academic staff i i
international international
n conferences
conferences
‘Involvel‘nent of Head of | Science office. | List of members
international administratio | Academic staff of editorial
researchers and
scholars in the n board of relevant
editorial board of scientific
scientific editions editions
Management Management | Main educational | Capacity building
improvement and bodies. unit(faculty). international
. h Quality Trained staff. | projects.
preparing the assurance Lifelong learning | Foreign-language
educational office. centre. courses. Modules.
programmes for the Head of | Foreign language | programme
internationalization administration | learning  centre,
. . Career
through involving the d
) > evelopment
staff trained within centre
the international
projects about
institutional
development (foreign
language courses,
modules,
programmes)
Foreign language Head of | Foreign language | Order.
courses for staff and administration | learning  centre. | Regulation rules
Faculty. of foreign

students/  vocational
students in  the
Foreign Language
Learning Centre with

language learning
centre. Report.




the purpose of

internationalization
Deepen/broaden Management | Career Memorandums.
. . development Evidence for
cooperative bodies i
) . . centre. ) meetings
relationship with Public  relations
employers office.
Practice manager
for vocational
programmes
Summer and winter Development | Head of | Report of quality
schools with  the office administration. assurance office.
. ¢ Qualit Public relations | Mandates.
part%c1pat10n 0 ¥ office. Evidence for
foreign  professors. assurance Faculty. winter and
Implementing the office Development summer schools
supporting project for office
enhancing  priority
directions- public
lectures by foreign
professors
Students/ vocational Quality Quality assurance | Surveys.
students and  staff assurance office. Report of quality
d  thei office Working  groups | assurance office
survey.s an their created under the
analysis through the Rector’s order
evaluation and
analysis of current
mechanisms for
international
cooperation and
internationalization,
including  attracting
foreign professors and
students/  vocational
students
Studying and Quality Working  group | Analysis of
2.6 Developing the | analyzing the assurance createq under the | ¢ gent grade
. ) office Rector’s order (
mechanisms to improve | documents about sheets.

the learning process
through monitoring over
the students’ academic
performance;

students’ academic
performance as well
as vocational
students results (
student grade sheet,
academic

Secretaries of the
faculty, head of
learning  process
management

office)

10




card).Comparative

analysis of the target
benchmarks and
indicators approved
in the Teaching

University

Providing Management | Main educational | Recommendatio

management  bodies bodlgs. unlt(fgculty). ns.

th th lts of th Quality Vocational Minutes of the

wit t. e resu FS of the assurance education meetings

analysis to improve office development office

the learning process

through the further

administrative ways
2.7 Developing the | Preparing and Quality Quality assurance | Assessment

hani P ducti office. methodology.

mechanisms or | conducting  surveys assurance Working  group | Questionnaires.
evaluation and | for academic staff, office created under the | Survey results
improvement of | students, employers Rector’s order
educational programmes; | and alumni in order to

evaluate academic

educational

programmes

Preparing and Quality Quality assurance | Assessment

conducting  surveys assurance office. methodology.

f onal - Quality Questionnaires.

or vocationa ottice coordinator of | Survey results

education teacher, vocational

vocational  students, programmes.

employers and alumni Working group

in order to evaluate

vocational educational

programmes

Providing the Quality Management Survey  results

manacement  bodies assurance bodies. and analysis.

) 8 office. Academic staff of | Recommendatio

with the Quality the faculty. | ns.

recommendations coordinator of | Vocational Regulation.

. vocational education teachers
created on the basis of
programmes

analysis of academic
and vocational
programme evaluation
survey in order to
modify  educational
programmes/design

new educational

11




programmes using

existing regulations

28  Following  the
principles of ethics and
integrity

Improvement of Head of | Legal office Codes of ethics
enccilllragemetnt foll administratio and conduct.
mechanisms to follow .

. Mechanisms
the codes of ethics and 1. ]
conduct rules/ norms Legal office
Improving Head of | Legal office Mechanisms/

administratio internal

procedu‘res for 0 regulations
responding to the Legal office
violation of ethical
code and conduct
rules/ norms
Purchasing special Head of | Procurement office | Programme.

. . . Documents
programme for administration confirming
detecting plagiarism purchases
Preventing plagiarism Quality Science office. Evidence for
using awareness assurance Public relations awareness
campaigns office office campaign
Introduction of Quality Science office. Mechanisms/rule
mechanisms for the assurance Legal office. | s of plagiarism
detection and office Trained staff in the
prevention of frames of project
plagiarism TEMPUS

Declaring adherence
to the principles of
academic  freedom,
rules and regulations.
Transparency and
accessibility of these
regulations

Science office

Science office.
Legal office.
Trained staff in the
frames of project
TEMPUS

Existing system

2.9 Establishing the
flexible information

Providing Web_page Head of | IT centre. Webpage.
with additional administratio | Software specialist | Information,

] i n of the webpage advertising and
services which other kinds of
simplify the process of materials
getting and
dissemination of
information for users
Providing people with Head ~ of | Public  relations | Webpage.
information and administration | office. Information,

. inted . Procurement dvertisi d
preparing printe Public office. advertising an

12




system for the users of
educational services,
employers and

stakeholders;

material (information,

relations office

Software specialist
of the web-page

other kinds of

advertising etc) to materials
increase the
popularity of the
Teaching University.
Using media
communication
means  periodically
(television, radio)
Conducting PR and Head of | Public relations | Webpage.
advertising campaigns administration | office. ‘ Evidence for
. Procurement office | events
to popularize the
Teaching University
Conducting corporate Management Public relations | Evidence for
events together with bodies. office. events
h local d Head of | Procurement
F € .oca an administration | office
international
organisations
Organizing short- Head of | Lifelong learning | Presentation
term training courses, administration | centre. materials.
seminars, conferences Working  group | Reports
and project created in the
presentations frames of United
Nations
Development
Programme
Broadening  mutual Head of | Quality assurance | Agreements.
cooperation with administration | office. Memorandums
o . Head of
p.artTler organisations, Quality administration.
signing assurance Public  relations
memorandums  and office office
agreements
Dissemination of Head of | Public  relations | Material with the
dvertisi il dministrati office. Teaching
advertising materia administration | p,o - ement University logo
with the Teaching . office.
University logo Public Working ~ group

relations office

created in the
frames of United
Nations

Development

Program
Organizing and Head of | Public relations | Evidence for
conducting different administration | Office. conducted events

sporting events,

Sports specialist.
Procurement office

13




meetings and other
activities at  the
Teaching University

Planning/conducting
activities
(exhibitions/scientific
festivals, orientation
meetings, welcoming
first-year  students,
campus tours and
open days,
conferences,
information booklets)
together with
municipality resource
centres and public
schools for the people
interested in
vocational and higher
education
programmes.
Planning further
events on the basis of

survey analysis.

Head of
administration

Public
relations
office.

Career
development
centre.
Science office

Public
office.

relations

Career
development
centre.
Science office.
Procurement
office.

Working  group
created in the
frames of United
Nations
Development
Program

Evidence for
conducted
activities

Assurance of the Management
3.1 Constant assurance of | implementation  of bodies Management Regulations  of
. . e o . bodies. the Teaching
the implementation of | activities in line with . S
; ) S Legal office. | university
academic and vocational | current legislation and Learning  process
education activities in | standards management
line with current off1ce.‘ |
legislation and standards Vocationa
education
development office
3.2 Designing and | Designing new and Quality Specialist of | Educational
implementation of | labour market- assurance Quality Assurance | PYogrammes.

. . . office . Methodology of
modern, quality and | oriented academic office. programme
labour market-oriented | educational Main educational designing.
educational programmes | programmes unit. Analysis of
as well as training/ | (including foreign- Vocational labour market
retraining courses language and joint education

educational development
programmes) office.

14



Learning process

management

office.

Aacademic staff.

Vocational

education teacher
Reaccreditation of BA Quality Main educational | Accredited
educational assurance unit (Faculty). educational
programme of office Working  group | programmes
“Business established within
administration” the faculty
Designing and Quality Main educational | Accredited
accreditation of 5-year . .
educational assurance unit (faculty). educational
programme of office Quality assurance | programmes
“Elementary office.
Education” Academic staff
Reaccreditation of BA Quality Main educational | Accredited
educational assurance unit (faculty). educational
programme of office Quality assurance | programme
“English Philology” office.

Academic staff
Reaccreditation of BA Quality Main educational | Accredited
educational assurance unit (faculty). educational
programme of office Quality assurance | programme
“Pharmacy” office.

Academic staff
Reaccreditation of MA Quality Main educational | Accredited
educational assurance unit (faculty). educational

programme

programme of office Quality assurance
“Georgian Literature” office.

Academic staff
Reaccreditation of MA Quality Main educational | Accredited
educational assurance unit (faculty). educational
programme of “Small office Quality assurance | programme
Business office.
Management” Academic staff
Implementation  of Quality Vocational Accredited
vocational educational assurance education educational
programmes office. development programmes
(modular/dual) Quality office.
designed under the coordinator of | Vocational
National vocational education teacher
Qualifications programmes
Framework and

15




bringing them in line
with legislation, in
case of necessity

Adding/ Quality Vocational Appropriate
Authorization/ assurance education educational
Introducing new office. development programmes
vocational modular/ Quah';y offlce..
dual d onal coordinator of | Vocational
ua educationa vocational education teacher
programmes de51gned programmes
under the National
Qualifications
Framework, on the
basis of the analysis of
labour-market and
employer
requirements
Bringing the current Quality Vocational Appropriate
subjective vocational assurance education educational
educational coordinator of | development programmes
programmes, designed vocational office.
under the vocational programmes Vocational
standard, in education teacher
compliance with
National
Qualifications
Framework
Designing and Lifelong learning
. i li
introduction of short- Quality Centrg. Shgr’F t'er'm
assurance Vocational training/retrainin
ter.m. o office education g courses
tralnlng/retralnlng . : development
. Quality .
courses on the basis of office.
. ran i i
the analysis of labour assurance Main educational
coordinator of | unit (faculty).
market and employer . Worki
. vocational orking  group
requirements rogTammes created in the
prog frames of UN
Development
Program

16




Designing/ Quality Lifelong learning
introduction of assurance centre.
vocational educational office. Career Educational
. development programmes.
programmes as well as Quality centre. Short-term
short-term assurance Vocational training/retrainin
training/retraining coordinator of | €ducation g courses
lated h onal development
courses related to the vocationa office. Main
process of programmes educational  unit
construction and (faculty)
operation of Anaklia
Deep Sea Port
Conducting the | X Quality Quality assurance | Assessment
surveys of labour assurance ofﬁce.‘ methqdology.
market periodicallv on office Working  group | Questionnaires.
arket periodicatly o created within the | Survey results
the basis of program faculty
planning, designing,
implementation,
development and
annulment
methodology.
3.3 Introducing mutual Ident1f¥1ng new
cooperation process in professions  through
order to create quality, the survey results
labour market-oriented, | Analysis of feedback | X Quality Chief specialist of | Analysis of
modern educational | from alumni, assurance quality assurance | survey results
office office
programmes as well as | employer,  student/
training/ retraining | vocational student
courses on the basis of | surveys
rogram lanning, | Analysis of students/ | X . ) Analysis of
Progra] P 8 7 Quality Quality assurance Y
designing, vocational  students assurance office results
implementation, academic performance office
evaluation, development | monitoring results
methodology, and | (according to the
establishing the | programme learning
participatory system | outcomes)
through feedback (staff,
student, vocational | Monitoring of | X Learning Learning process | Statistics
student, alumni, | programme process Ir}?pagement
. . office.
employer) c‘ompletlon in set ma‘nagement Vocational
timeframe, and office. education

17




dropout rate. Vocational development office
Comparing to the education
approved indicators, development
and analyzing office
Quality M ducational Educational
ain educationa
ioni assurance . rogrammes
Designing new ‘ unit (faculty). prog
academic educational office Vocational
programmes education
(including  foreign- development
language programmes) office.
{-—’»u §¢P g Vocational
which are oriented on education teacher.
the achievement of Academic staff
learning outcomes by
the student with an
average academic
performance
Defil‘lil‘lg the learning Main educational | Educational
outcomes of the Quality unit (faculty). programmes
academic educational assurance Vocatlgnal
roorammes  clearl office education
pTog Y development
Ensure them to be in office.
line with  higher
education level and
qualification to be
awarded
Introducing  various Main educational
methods to achieve Quality unit (faculty). Verification
learning outcomes as assurance Vocational methodology.
well as introducing office education Programme.
the verification development Evidence for
system of learning office. cooperative
methods Vocational process
education teachers.
Academic staff
Participation of Main Main ~educational | Eyidence for
. . unit (faculty). ,
employers in the educational . employers
) ] Working group. S
process of awarding unit (faculty). | Vocational participation
the qualification Vocational education
education development
office. Career
development
i development
office. centre
Head of

18




administration

3.4  Accessibility  of | Catalogue of Quality Ma}itn Edl(lfcati?tna;l Catalogue of
informati bout . assurance uni aculty). ;
‘ 101 about | educational office. Vocational educational
educational programmes | programmes Quality education programmes
coordinator of | development
vocational office. IT centre,
programmes. | software specialist
Faculty of the web-page
Learning Head of | Programmer Learning
Management System administratio Management
System
n
Web-page
Web-page gT f(;entre. IT centre, software
soe Cﬁ?{; of | specialist of the
the web-page web-page
Head of | Public  relations
Information booklets, administratio | office. Inf .
brochures n. Procurement niormation
Public office. booklets.
relations Faculty. Brochures
office Lifelong learning
centre.
Vocational
education
development office
3.5 .Accessibility of Eliiggéﬁzlﬁl and Main Quality assurance | Individualized
educational p:f‘ogramm.es indivi duali% ed educational R/ﬁlicrf. educational educational
for People with SPECP':II education unit (faculty). unit(faculty)‘ programmes.
needs and special programmes for Vocational Vocational Methodology
educational needs; students/ vocational education education .
students with development office
different development
requirements and office.
special ~ educational Lifelong
needs learning
centre

19




3.6 Prov.ldmg Accessibility to the Learning Programmer Learning
transparent,  equitable | assessment system process 1§/Ianagement
and fair assessment | through the Learning management Sﬁitfeem.results
system  of  student | Management System office Y
knowledge;
Designing valid, Quality Main = educational | 4 oooomang
liabl flexibl unit (faculty).
1'? 1able, exible, assurance Vocational system.
simple,  transparent, office education Students/
equitable and fair dfgelopment vocational
office.
students/  vocational coordinator of | results
students vocational
programmes.
Legal office
Students/  vocational Quality Working group | Survey results
students  satisfaction ran. created under the
survey about assurance Rector’s order
assessment system office
Head of Legal office. Students
Introducing effective administration | Learning process | appellation
system of assessment ) management document
appellation . office.
Legal office. Examination
Learning centre.
process Programmer
management
office
Introducing internal Main educational | Verification
verification system to Quality unit(faculty). methodology
assurance Vocational
ensure assessment . .
office. education
system Main development
educational office.
unit (faculty). | Quality assurance
Vocational coordinator of
education vocational
development | programmes
office
4.1 Further improvement Defining  affiliation Science office. | Science office Additional
L rules and conditions Learning services of the
of general principles and
process web-page
rules of staff management
management office
Increasing Management | Academic staff Decisions of
participation of bodies management

20




academic staff in the
management process

bodies.
Evidence for the

meetings
Effective usage of Head of | Working  group | Staff
current administratio | created under the | management
Rector’s order. policy
encouragement n Management Internal
mechanisms for the bodies. regulation rules.
staff further Legal office Orders. '
Structural units
development through
the staff evaluation
and satisfaction survey
results
Creating statistical Human Human resources | Statistical rates
data of various types resources management office
for the Teaching management
University staff office
Rules for
Further improvement Human resources electing/
of procedures for Head of | management appointing.
hiring (electing/, administratio office. Procedures.
o : n. Legal office
appointing) academic, H & Relevant
o ) uman lati
administrative, resources regulations.
support  staff and management Management
teachers in order to office policy
attract and  hire
qualified employees.
Recruitment
Staff qualification Head of
compliance with administratio | Human resources | Documentation
lificati n. management office | about staff
qualt lcation Human qualification
requlrements resources
management
office
4.2 Effective | Evaluation of staff Management | Head of | Benchmarks.
management of staff | activities (academic, bodies. administration. Indicators.
activities administrative, Quality Career Assessment
support, invited staff, assurance development system
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teacher) and
improving the
outcomes using
benchmarks

office

centre.

Manager of
practice of
vocational
programmes

Defining affiliation for
the academic staff and

improvement of
educational and
research activities

using benchmarks.

Quality
assurance
office.
Science office

Main educational
unit (faculty)

Affiliation rule.
Benchmarks.
Indicators.
Reports.
Assessment
system

Defining the workload
of academic and
invited staff in order
to carry out activities
effectively (ensuring
implementation  of
educational
programmes, proper
fulfilment of
functions and duties)

Science office.
Learning
process
management
office

Science office.
Learning process
management office

Staff  workload
scheme

4.3 Improvement of staff
qualification

Defining necessities
for  the

growth and

personal

qualification raise of
the staff (including
new staff). Planning
and implementation
of targeted training
courses and
consultations.
Recruitment.
Integration of new
staff in the
management system.
Inviting the experts in
the higher education
and vocational
education directions

Head of
administratio
n

Quality assurance
office.

Human resources
management office

Management
policy.
Conducted
training-courses
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Management
bodies.

Rais; lificats Head of | Teaching Trained staff.
) aising  qualification administration university staff Documents.
in European partner . Memorandums.
universities in order to Quality Evidence of
get international sharing
. assurance experience
experience and .
) o office
introduce it into the
Teaching University
Improvement of L . Regulation rule
: Learnin earning  process | for learnin
mechanisms related to & management ocess &
: process £fi p .
the regulations about % 1C€13. Analysis of
: management aculty.
students/  vocational s 8 Vocati}(f) nal survey results
students status E ICT‘ " education
egal office development office
5.1 Constant care for X « :
flexibl lati fih Improvement of Learning ) Students rights
ex1b. eregulationsofthe | . . protect Management Learning  process | and obligations”.
learning process . management Surveys.
student rights and System office.
- T8 Y . Contracts
lawful interests Head of legal | Legal office. | yotween the
. Lifelong learning
office student and
centre -
university
Supporting the
student initiatives and Faculty.
needs through the Vocational Lifelong learning
legislative education center.
amendments as well as development | Learning process
using quality office. management
educational Lifelong office.
programmes, student learning Vocational Evidence for
support services, center education individual
individualized development office | consultations.
education Survey results
5.2 Improvement of | programmes, and
student support services | mechanisms for
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encouragement and
support.

Creating the joint Learning-
vocational educational . . . production
Sl Lifelong Lifelong learning .
space considering the 1 . partnership
s earning centre.
possibilities for centre. Vocational system
lifelong learning, Vocational education
different cycles of education development
. o development | office.
learning and diversity .
office. Faculty
Faculty
Career
Deepen contact with development
employers. Career centre. Contracts.
Implementation of development Manager of Documents for
] hi B centre. practice of implemented
1nterr.1s 1p an Manager of | vocational practice and
practice practice of | programmes internship
Deepen contacts with vocational
employers. programmes
Implementation  of
internship and
practice
Finding information Career
development
about career C P Survey results
devel . areer centre.
evelopmen development | Manager of
centre. practice of
Manager  of | vocational
practice of | programmes
vocational
programmes
Constant research of Career Career Survey results
career needs  of development | development
students/vocational centre. centre. Manager of
students Manager of practice of
practice of vocational
vocational programmes
programmes
. " dents’ Evidence for job
nsure the stu er.1ts Public Public  relations | fairs
attendance at the job relations office.
fairs office. Procurement office
areer
C
development
center
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Providing Career Rewalats .
L . egulations rules
beneficiaries with the Career development 8
career services development | centre of career
centre development
centre.
Evidence for
meetings
Career
i Web-page
Creating the database Career development pag
for employers and development | iopire
. centre
alumni
Carrying out activities Career Evid ;
. vidence or
for the active development
. | ¢ £ Management centre. conducted
mvolvemen ) 0 bodies. Manager of | ctivities
employers in  the Career practice of
process of designing development | vocational
bachelor’s, master’s %entrle. I\’{fogiﬁmmes
. aculty. orking  group
n ional :
and ) vocationa Vocational created under the
educational education Rector’s order
programmes development
office
Enhancing Lifelong Report of
Learning Centre Lifelong Lifelong Learning | Lifelong Learning
(student support Learning Centre Centre
service-centre)- Centre
Career Development
Centre, Extension
Centre, Foreign
Language  Learning
Centre.
Constant research of ‘ Career ‘
students/  vocational Learning development Stipend.

d . process centre. Flexible schedule
5.3 Further growth of | St" ents‘ S0C10- management | Production of tuition fee and
student support activities | €CONOmMIC status, office. practice manager | other benefits
including financial | implementing Faculty. of vocational
support relevant activities Vocational programmes

(stipend flexible education
pend, o development
schedule of tuition fee, office

and other benefits)
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Introducing the

supproting
mechanisms for SES
students. "Designing Quality
the programmes of assurance
higher education office . .
s Special learning
accessibility for SES Lifelong Learning | programmes.
students and regions”. centre. Schedules.
Providing the Learning process | Electronic
laboratory created management office | lectures
within the project
“DARE’, with audio
and video lectures;
special learning
programmes;
schedules and
electronic lectures for
IDPs. Introducing
blended learning
methods.
Implementing Management | Structural — units. | Implemented
projects (educational, bodies Faculty. projects
social) to support IDPs Vc;)catlgnal
from Abkhazia education .
development office
5.4 Increasing the | Accessibility of the Quality ITfoffice. i Web-page.
activity and involvement | information about assurance Software specialist Targeted link
¢ stud i local and | local and i onal office. of the web-page
of students in local and | local an mternatlo.na Science office.
international projects projects, and assuring Public
the students/ relations
vocational  students office.
. Software
participation in these specialist  of
projects the web-page
Fostering and Science office. Evidence for
sUpDOrtin Head of | Public  relations | extracurricular
pp ‘g administration | office. activities
extracurricular Procurement
activities office.  Financial
(conferences, public office
lectures, cultural-
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educational and
creative activities)

Implementation  of Head of
supporting projects for administration
the development of .
priority  educational Vocational PFfbliC relations . 4
rogrammes at the education orice. Evidence an
PTog ; . ) Procurement documents about
Teaching University. development | office. winter and
Winter and summer office Financial = office. | summer schools
schools ~with  the Faculty.
AR Vocational
participation of the education
students from development office
different universities
as well as foreign
professors.
Accessibility to the Foreign Foreign language | Web-page in
information about the langqage learning centre. English
Teaching University learning Software specialist
in English, Web-page centre. of the web-page
in English IT centre
6.1 Integration  of Organizing and Head — of .

) participation in administratio | Academic staff Conference
learning and research | ! : 4 n material
components, promoting | Nterna an Science office
the implementation of international
research projects conferences

Publishing the Head ~of
volumes of scientific admlmgtr'atlo Academic staff Volumes of
n. cience D
. scientific works
works office
Enhancing the . Main educational | Educational
research components Quality unit (faculty). programme
] p assurance Academic staff
in programmes. office
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Integration of learning
and research

Implementation  of Management )
h project bod; Academic staff Implemented
research projects odies. projects
Science office
Attracting the Science office | Science office Publications.
researchers/scholars of Material
the region as well as
outside the region to
promote and
popularize researches
Deepenin . .
—eepentig Quality Quality assurance
international assurance office Memorandums.
partnership office Agreements
Research/study of
historical ~ materials Management | Academic staff Memorandums.
kept in the archives, as bodies. Reports of
) ] conducted
well as  cultural Science office researches
heritage  kept in
ethnographic
museums in the region
6.2 Introducing the | Defining the budget Management
system of finding the | for research funding, bodies Head . of | Budget
. administration
sources of funding and constant care for
increasing the funding
. . Management
Introducing  public, bodies, Management Rules for research
transparent and fair Head of | bodies. funding
procedures for administratio | Legal office
research funding n
) ) Management | Management
Attract.mg business bodies. bodies. Staff with
sector in researchers Head ¢ | Science office international
ea' ) _0 experience
administratio
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6.3 Introducing the
system of evaluation and
reports in order to define
the quality of research
and scientific
productivity of academic
staff

7.1  Management of
development processes of
the infrastructural and
material-technical base in

order to carry out
appropriate educational,
research and
administrative activities

effectively according to
the planned number of
students/
students, as well as to care

vocational

for student and staff safety
and health

Designing assessment | X
and  self-assessment
questionnaires for
staff; reporting; survey
analysis to implement
further activities

Quality
assurance
office

Quality assurance
office.

Working  group.
Science office

Questionnaires.
Analysis of
survey results

Foreign language | X
courses for
academic/affiliated
staff ~ using the
Teaching University
resources (Foreign
Language
Centre)

Learning

Head

of

administratio

n

Foreign language
learning centre

Report of foreign
language learning
centre

Defining the | X Head of
efficiency perspectives administration | Material resources | Material of stock-
of functional load and office taking.
use of real estate Current/existing
through the stock- material-

) technical base
taking.
Constant X Material resources
development and Head of | office. Documents of the
renewal of material- administration | Procurement updating of
technical base, office. material
laboratories, learning Financial office resources.
material, equipment Purchases.
and tools in order to Acts
improve the learning
process quality
Constant  providing | X Head of | Material resource | Relevant
and control of the administration | office. documentation.

Legal office. | Rules

system of the
uninterruptible power
central

supply and

Financial office
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heating.  Protecting

sanitary-hygienic

norms in sanitary
places.
Improvement of Head of | Material resources | Relevant
mechanisms for fire administration | ffice- ] documentation.
. d saf Legal office. | Rules
p'].'EVE%'lthD and satety, Financial office
first aid and order.
Arrangement of Head of | Material resource | Documents
documents certifying administration | office. approving
possession of fixed and Legal office. | the possession of
liquid assets of the Financial office assets
Teaching University
Introducing the Head of | Material resource | Relevant  rules
mechanisms for the administration | office. and regulations
effective functioning Legal office.
of support buildings Financial office
(student  dormitory,
kitchen, greenhouse,
animal farm,
workshop)
Renewal of parking lot Material ~ resource
of Teaching Head ' .of office. Purchase _
Universi administration | Procurement documentation
niversity office.
Financial office

Planning and Material resources
implementation of Mar}agement office. Survey for needs.

o ad bodies. Procurement Reoulations
act1v1t1es‘ t? add new Head of | office. g
study building administration | Financial office
Conducting Management | Quality assurance | Surveys.
satisfaction survey and bodies. office. Analysis
planning further Quality Working  groups
activities in assurance created under the
accordance with the office Rector’s order.

survey results

Financial office
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Designing the project

Material resources

of workshop for Management | office. Project.
Beekeeping. bodies. Procurement Construction
Construction works Head of | office.  Financial | works
administration | office
Arranging  Dentist’s Head of | Material resources | Dentist’s
laboratory administration | fice- laboratory
Procurement
office, Financial
office
Renovation of Head of Mqterial resources ‘ ‘
existing medical administration | 2ffice- Medical cabinet
b Procurement
cabinet office.
Financial office
Carrying out repairing
works in  Senaki Material resource | Repairing works
dormitory Head of | office.
administration | Procurement
office.
Financial office
Material resources
Head of | office.
Development of administration | Procurement Manure conveyor
animal farm through office.
introducing new Financial office
technology
Bringing the‘ existing Head of | Material resources | Identifying needs
adapted environment administration | office.
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7.2 Creating adapted
environment for students
with special needs

in accordance with
the standards in order

to improve
educational and
infrastructural

conditions for

students with special
needs

Procurement
office.
Financial office

Creating an adapted Adapted
environment for Head of | Material resources | environment.
students with special administration | office. Lift
educational needs on E;’f(i)gsremem
the first floor of the Financial office
study building in
Zugdidi; installing a
lift
Installing a lift in the Material resources
study building in Head of | office. Adapted
Senaki administration | Procurement environment.
cnaxi office. Lift
Financial office
Conducting Management
satisfaction ~ surveys bodies. Working  group | Surveys. Analyze
d plannine furth 1 created under the
and planning further Quality Rector’s order
activities on the basis assurance
of analysis of these office
surveys
7.3 Improvement of | Improvement of Head ~ of | Head of library. ,
library environment, | library management administration | Chief  specialist. | Library
d o R lib . Specialist. environment
resources and services in | system, ibrary Head of | Procurement management
order to ensure | environment and hbrary office. Financial svstem
effectiveness and | services in order to use office Y '

Regulation rules.
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development of learning
activities

library resources and
services effectively.

Renewal of library Head of | Head of library.
resources  (printing library Procurement Results of stock-
d 1 . office. taking
an electronic) Academic staff.
considering the results Vocational
of stock-taking education teacher
Constant process of Head of | Head of library.
lectroni taloging; lib Chief specialist.
.e o romF cataloging Horary Specialist “Open biblios”
introducing
Integrated Library
System “Open biblio”
Creati d tant Head f
reating and constan ol " | Head of library. Web-page
updating  of  the library Chief specialist.
electronic  catalogue
on the web-page
Constant Head of | Head of library. Trained human
improvement of the administration | Chief = specialist. | resource
qualification of library : Specialist
Head of
support staff related to lib
ibrary
the usage of
international
electronic library
bases
Promotion of using Quality Science office. Electronic library
international assurance Scientific head of | network.
electronic library office. library Evidence for
Science office consultations

network resources for
researchers ( giving
consultations)
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7.4 Improvement of

services in the
management system
through introducing

information technology.
Providing access to
information technologies
Providing accessibility to
information technology

Developing Head of | IT centre. Local
. L oca
infrastructure of administration | Head of computer tworki
information laboratory. Ee hess ©
] Programmer USINESS |
technologies to continuity plan
provide business
continuity, including
electronic
management services
and systems
Attracting best IT Human resources | Mechanisms and
specialists and Head of | management rules of staff
promoting their administration | office. IT centre. attracting
professional growth. Head of laboratory.
Organizing staff Programmer
training to teach them
how to use modern
programme products
and technologies
Purc‘hasmg and using Head of | Procurement Licensed
the licensed software administratio | office. software
n Financial office.

IT centre.

Head of laboratory.

Programmer
Improving the quality Head of Web-page in
of providing administratio | Foreign language English
. . n learning  centre.
information- ~ Web-

) . Programmer.
page in  English, Specialist of the
growth of web-page
information and
communication
resources of the web-
page
Daily update of the Head of | IT centre.
web-page; providing administratio | Public  relations | Web-page
’ n office

publicity of ongoing
reforms and news in
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the Teaching
University

Introducing
mechanisms for
business continuity

Head of
administratio
n

Relevant structural
units

Business
continuity plan

Systematic update of
technical and
program-information
means

Head of
administratio
n

IT centre.
Head of laboratory

Systematically
updated
programmes

7.5 Creating an effective
system of accountability,
financial ~management,

planning and control;

Improvement of
financial-budget

policy and budget
process management
of the  Teaching
University. Providing
educational research
and other activities
with adequate
financial  resources;
opportunities for
optimal planning and
allocation of financial
resources  including
student
training

researches,
projects,
courses for
qualification growth,
infrastructural

projects, financial
resources for the
implementation  of

strategic plan

Management
bodies.

Head of
administration

Financial office.
Internal audit
office.

Main accountant.
Accountant

Decisions.
Budget

Introducing the
system of financial
management and
control in the

Management
bodies.

Head of
administration

Head of
administration.
Faculty.

Structural units

Documents for
financial
management and
control system.
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Teaching University: Monitoring
strengthening  roles, methodology and
involvement, reports.
initiatives and control Regulations.
of main educational Decisions.
units, structural units
and students in the
process of drawing up
and carrying out the
budget
Management of Management | Financial office. Rules for
diversified financial bodies. Main accountant university
resources ( program Head of funding.
finances from the state administration Funding sources.
budget, income gained Budget.
through the economic Relevant
activities, program documentation
funding, donations),
attracting new sources
of funding, (external
sources of funding-
grants, state project
funding), finding and
activating university
internal resources (
commercialization)
Evaluation of the Head of .
system of financing quality Internal audit | Surveys.

office. Analyze.
management and assurance Relevant structural | Internal ~ audit
control office units. annual report

Working  group
created under the
Rector’s order
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