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1.0

GOALS AND OBJECTIVES POLICIES

1.1

111

1.1.2

1)

2)

3)

4)
5)

6)

7)

8)

The Mission, Statement of Faith & Vision of the University

The Mission

The Mission of Christ’s University in Pacific is to provide an academically challenging,
Christ-centred, advanced-quality tertiary education programme in the arts, businesses,
and sciences, to students from diverse traditions and low socio-economic backgrounds,

which will equip them to lead and labour as scholar-servants in a changing world.
Statement of Faith

Christ’s University in Pacific holds to the following truths:

We believe in the Triune God, eternal in three persons, Father, Son and Holy Spirit One
God, the only living and true God, the Creator of Heaven and Earth. (Genesis 1:1,
Matthew 28:19, John 10:30).

We believe in the deity of Jesus Christ (John 10:13), the only begotten Son of the
Father(John 3.16); that He conceived by the Holy Spirit, born of a virgin (Isaiah7:14,
Matthew 1:23, Luke 1:35) crucified, died and was buried, was resurrected from the dead
and ascended into Heaven; that He is presently at the right hand of God the Father as
Prophet, Priest and King and will personally return to earth in power and glory to judge
the living and the dead (Acts 1:11, Revelation 19:11).

We believe that the Holy Scriptures of the Old and New Testaments as originally given
are the inspired and infallible record of the Revelation of God to man, and are the
supreme authority in all matters of life and faith. We believe the Bible to be the inspired,
the only infallible, authoritative, inerrant Word of God (2 Timothy 3:16, 2 Peter 1, 21).
We believe in the sovereignty of God in creation, providence and redemption.

We believe God's acts of creation, and not evolution, are responsible for the origin of
all things, and that creation according to the Biblical record is an historical event.

We believe in the providence of God whereby He upholds the universe, governs the
world, supplies the needs of His creatures and brings His will to pass.

We believe that man was created in the image and likeness of God to have dominion
over the Earth and to do all things to the glory of God.

We believe in man's universal fall into sin through Adam's transgression and in his

subsequent guilt, depravity, judgment and condemnation.
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9) We believe in the free offer of salvation to all men and the necessity of faith in the Lord
Jesus Christ to be saved.

10) We believe that to those who believe, God imputes righteousness not on account of
their faith or good works, but because of God's grace (Ephesians 2:8-9).

11) We believe in the necessity of the work of the Holy Spirit to apply the benefits of
Christ's redemption to individual sinners, working in them at times for regeneration,
faith, repentance, sanctification, and to bring glory to God.

12) We believe the Holy Spirit's indwelling of the believer begins at regeneration and
enables the believer to continuously die unto and be forgiven for sin and to live a godly
life unto righteousness (Romans 8:9, 1 Corinthians 3:16,1 Corinthians 6:19-20,
Ephesians 4:30, Ephesians 5:18).

13) We believe in one Holy, universal Church, the Body of Christ, to which all God's
redeemed people belong and in which they are united through the Spirit (Romans 8:9,1
Corinthians 12:12-13, Galatians 3:26-28).

14) We believe in the resurrection of both the saved and the lost — those that are saved, unto
the resurrection of eternal life in heaven, and those that are lost, to the resurrection of

condemnation (John 5: 28-29).
1.1.3 The Vision of the University

Christ’s University in Pacific is committed to the following goals and objectives: These
are specifically related to The University’s purpose and central theme, of educating and
training individuals to make their lives unique and distinctive in Christian integrity,
academic excellence and in being equipped with skills for God-given services. The
general objectives in meeting these goals are that Christ’s University in Pacific will: -

1. Provide an academically challenging Christ — centred education in the arts, businesses,
and sciences to students from diverse traditions and economic backgrounds and equip
them to lead and labour as scholar-servants in a changing world.

2. Promote the University’s commitment to biblical principles and spiritual development.

3. Share the Christian faith with others through action and example.

4. Advocate and represent the collective ideas, interests and concerns of the student body
to the administration and vice-versa.

5. Carry out research at all levels for the advancement of knowledge, enhancement of
learning, improved education systems, and provision of service to the community and

humanity at large.
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6. Facilitate the interchange of ideas and co-operation among respective schools within
the University.

7. Assist the Professional Staff in fostering a quality academic environment.

8. Award certificates, diplomas and degrees which may be deemed necessary or useful to
carry into effect the objectives and purposes of the organisation.

9. Offer services to the community through innovations, consultancies and partnerships.

10. Promote moral and socio-cultural values that are compatible with Christian values.

Furthermore, Christ’s University in Pacific is committed to:

Establishing and maintaining a local Christian community based on the Bible, such that

staff, students and visitors can sense a unique CUP culture that welcomes all and excludes

none.

1. The spiritual, educational and social development of our students, providing the best
teaching and support appropriate for people of all ethnic origins.

2. Providing current and relevant training courses that optimize the opportunities for
students to secure employment and further training.

3. Being a good employer: attracting and retaining the best staff and supporting on-going
training and development.

4. Continually improving the delivery of training as well as the effectiveness of
management and administrative practices of the organization and to ensure the most
effective and efficient use of our resources to maximize benefits to our students.

5. Within the staff, supporting each other in our personal and professional development to
the benefit of the student body, the organization and the community at large.

6. Providing quality service that is responsive to the requirements of students, employees,

TNQAB and the wider community.

REVIEW OF QMS MANUAL POLICY

1. A review of the entire QMS Manual will be undertaken once every two years

2. The QMS folder will be updated annually to reflect the changes recommended by each
of the 5 Committees reviewing their own Division’s activities.

3. Once a year, in a staff meeting, staff will be notified of changes and where they may
view (including the MIS Policy Library) the amended QMS Manual.

4. Annual reviews by Committees, when approved, will be entered in the Table that records

the reviews (dates, authority etc.) at the last page of the document reviewed.

Page 10 of 72



1.2

121

1.2.2

1.2.3

1.2.4

2.0

REVIEW OF QUALITY MANAGEMENT SYSTEM

Policy

All quality management policies aim to ensure that Christ’s University in Pacific is
achieving its goals and objectives, and provide assurance that it will continue to do so.
Quality management policies are developed in consultations and approval of the Board
of Governors, processed through the Senate and/or the SEMC in consultation with the
Quality Assurance Office. The Vice-Chancellor shall ensure that any new approved

policies are promptly implemented.

Procedures and Responsibilities

Feedback on the various policies will be collected annually from the PVCs and/or the
5 Committees stipulated in the new CUP model.

If a need is identified for policy development and/or amendment, then the 4 Pro Vice-
Chancellors will draft either a new policy or amendment(s) on an existing policy or
policies under his/her Division’s responsibility and process for approval of the Senate
on academic matters or the SEMC on non-academic matters, and the BOG if required.

Staff are responsible for implementing the policies and monitoring policy effectiveness.

Review and Evaluation

The policies and procedures in the QMS Manual will be reviewed at least once every
two years by the Senate regarding academic matters or SEMC on non-academic
matters.

See Table on page 74 (Section 4.1.1) on what a CUP entity/authority’s responsibility to

review.

Qutcome

Policies are consistently reviewed, evaluated, and developed to ensure that CUP

continues to achieve its goals and objectives.

GOVERNANCE AND MANAGEMENT POLICIES
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2.1 Governance and management policies

2.1.1 Organisational Structure

The structure of the University is divided into three tiers. The first tier is the
Governance Level. At the top of Tier 1 is the Board of Governors (BOG), the most
supreme authority of the University. The BOG delegates powers to the VC for the
management of the University. The VC is the Chairman of both the Senate and the
Senior Executive Management Council. The Senate has the sole power delegated by
the BOG to decide on all academic matters and the SEMC has sole power on all non-
academic matters. An Advisory body known as the Friends of the University advises
the BOG through the VC. The Quality Assurance Manager (QAM) advises the VC on

quality assurance matters.
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Governance Level

(Tier 1)

BOARD OF GOVERNORS

Quality Assurance Manager
(QAM)

VICE-CHANCELLOR

Friends ofthe Dnversty
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Senior Executive Management Council (SEMC)

Purpose
The SEMC was proposed by the VC and approved by the BOG in May 2021 to advise him on any matter related to the management of the

University outside the jurisdiction of the Senate.

CHANCELLOR’S

FINANCIAL
AFFAIRS OFFICE

PVI()YE(;:“IC PVC OF PVC OF RESEARCH
ACA ol ADMINISTRATION OFFICE
AFFAIRS OFFICE AND STUDENT

AFFAIRS OFFICE
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Management Level

(Tier 2)

Quality Assurance Manager
(QAM)

Senior Executive
Management Council

VICE-CHANCELLOR

(PVCs and QAM)

THE SENATE

Friends of the University
(MOoT)
CUP Overseas Office

PVC OF ACADEMIC AFFAIRS

School of Theology and Apologetics
- (Dean/HOS)

— School of Education (Dean/HOS)

1 Schoolof Business and Law (Dean/HOS)

= Schoolof Computer Science (Dean/HOS)

> School of Science (Dean/HOSHOD)

1 School of Ayiation(Dean/HOS)

QA Office (Acad emic)

PVC OF ADMINISTRATION - o . - PVC OF FINANCIAL AFFAIRS
AND STUDENT AFFAIRS PVC OF RESEARCH AFFAIRS
Chaplain’s Office . .
| RESEARCH | Bursar’s Office
Registrar’s Office CENTRE
=N (Vv and Hp Campuses) Research Project Manager’s
BN <= Office (Finance)
-~ Human Resource Manager’s (SOE, SOTA, SOBL,
Office
SOCS, SOS)
e,l IT Manager’s Office | | SN Tongan Government (Fund)
=N Student Affairs Office
Tokaikolo Church Head Office
> .
_ | Marketing and Health & Safety (Finance Department)
Office - -] Research Project Manager’s
Office
Library L - Facilities Renovation & Services
B Centre
Student Body Council
= QA Office (Academic) = Other Financial Avenue

= QA Office (Administration)

SPIRITUAL COMMITTEE — Chaplain (Chairperson), Student Life Officer (Secretary), Dean SOTA, HOS SOTA, SOTA lecturers,

Librarian, Discipleship Trainer, Representative of Intercessors Group
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Senate

PVC OF ACADEMIC
AFFAIRS

CUP SENATE

VICE-CHANCELLOR
Chairperson

PVC OF ADMINISTRATION

SOTA - B.Th., M.Th., P.hD.,
D.Min.

PVC OF RESEARCH

PVC OF FINANCIAL

SOE - B.Ed., M.Ed., P.hD.

SOBL - B.BA., B.Com., M.BA.,
M.GB.. P.hD.

SOCS - B.CIS., M.FIT., M.CS.,
P.hD.

SOS — B.Sc., M.Sc., P.hD.

SOA - Flight School

QA Office (Academic)

AND STUDENT AFFAIRS AFFAIRS

— Chaplain’s Office

SOTA - Research Centre <> BURSAR’S OFFICE
Registrar’s Office

<2 (Vv. and Hp. Campuses)

SOE - Research Centre RESEARCH PROJECT
<> MANAGER’S OFFICE
.o~| Human Resource Manager’s (Finance)
Office SOBL - Research Centre

<> IT Manager’s Office <> TONGAN GOVERNMENT
SOCS - Research Centre

=N Student Affairs Office

TOKAIKOLO CHURCH
X <> HEAD OFFICE
<> Marketing al::lﬁl:les]th & Safety S0S — Research Centre (Finance Department)
e

) Library R h Proiect M. s FACILITIES RENOVATION &
e ot | et <] SERVICES CENTRE

<> Student Council

<) QA Office (Administrsﬁon) QA Office (Academjc) <] OTHER FINANCIAL AVENUE
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1. Academic Affairs Committee (AAC)

TIER 3 - Committees

SCHOOL OF
THEOLOGY &
APOLOGETICS

e B.Th., M.Th., D.Min.,

P.hD.

SCHOOL OF BUSINESS
& LAW
¢ B.Com., B.BA., MBA.,
M.GB., P.hD.

SCHOOL OF SCIENCE
s B.Sc., M.Sc., P.hD.

SCHOOL OF
EDUCATION

e B.Ed., M.Ed., P.hD.

ACADEMIC

AFFAIRS OFFICE

SCHOOL OF
COMPUTER SCIENCE
e B.CIS., MLFIT., M.CS,,
P.hD.

SCHOOL OF AVIATION
(On Hold)

QUALITY ASSURANCE
OFFICE
(QA — Academic)
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2. Administration and Student Affairs Committee (ASAC)

REGISTRAR’S
OFFICE

STUDENT
AFFAIRS OFFICE

QUALITY ASSURANCE
OFFICE
(QA - Administration)

CHAPLAIN’S
OFFICE

LIBRARY

HUMAN RESOURCE
MANGER'’S OFFICE

MARKETING
OFFICE

IT MANAGER’S
OFFICE
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3. Financial Affairs Committee (FAC)

PVC OF

FINANCIAL
AFFAIRS OFFICE

OTHER FINANCIAL FACILITIES
AVENUE RENOVATION &
SERVICES CENTRE

TOKAIKOLO RESEARCH
CHRISTIAN TONGAN PROJECT
BURSAR'’S OFFICE CHURCH HEAD GOVERNMENT MANAGER’S
OFFICE (Fund) OFFICE
(Finance Department) (Finance)
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4. Research Affairs Committee (RAC) — Research Institute

SCHOOL OF THEOLOGY
& APOLOGETIC

¢ Research Centre

SCHOOL OF EDUCATION
¢ Research Centre

SCHOOL OF BUSINESS &
LAW
¢ Research Centre

RESEARCH PROJECT
MANAGER’S OFFICE

RESEARCH

OFFICE

QUALITY ASSURANCE
OFFICE
(QA - Academic)

SCHOOL OF COMPUTER
SCIENCE
¢ Research Centre

SCHOOL OF SCIENCE
¢ Research Centre
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5. Spiritual Committee

HOS/ Program Leader

REGISTRAR

STUDENT LIFE

STUDENT
REPRESENTATION(S)

NOMINATED SOTA
LECTURER(S)

LIBRARIAN
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Operations 1

Dean of Schools
Theolo —

Business & Law [ .
= Science

Computer
Science

Head of

School
L Program
Leaders
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2.

Entities of the University

2.1 Board of Governors

2.1.1 Membership

1.

The supreme governing body of Christ’s University in Pacific is the Board of

Governors, the membership of which represents a spectrum of expertise in the fields

of Christianity, Education, Business and public service.

The Board of Governors shall consist of at least twelve (12) persons comprising:

a)

b)
©)
d)
e)

f)

g)
h)

The President of the Tokaikolo Christian Church (TCC) — Chairman (And when
Chairman is absent, then the Deputy Chairman becomes Acting Chairman).
Secretary General of the Church (TCC)

Treasurer of the Church (TCC)

Four Chairman Ministers of the Church (TCC)

The Vice-Chancellor, after he has been appointed by the Board of Governors,
shall be a member of the Board.

Lawyer of the University

Tokaikolo Christian Education System (Director)

Two members with expertise in the fields of Education, Business, Science and

Public Service.

The Board of Governors shall elect a Secretary from the existing members.

The Board of Governors shall elect a Deputy Chairman from the existing members.

The Chairman of the Board of Governors shall initially be (in the beginning stages)
the President of the Tokaikolo Christian Church (TCC).

If any appointed member of the Board of Governors:

a)
b)

©)
d)
e)
f)

g)

Dies.

Resigns his Office in writing,

Becomes a mentally disordered person,

Is adjudged bankrupt,

Has been convicted of an offence punishable by imprisonment for a term of no
less than one year, or

Fails to attend 3 consecutive meetings of the Board of Governors without leave
of the Board,

His seat shall become vacant and shall be filled by the appointment of a member
in his place. The new appointee shall hold office for the remainder of his
predecessor’s term of office.
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5. Board members may be paid such remuneration as may from time to time be

determined by Christ’s University in Pacific in the General Meeting of the Board of

Governors.

2.1.2 Powers of the Board of Governors

1.

The main responsibility of the Board of Governors is to establish the strategic
direction, to ensure its financial stability and to establish, review and implement
policies to govern and bring to fruition the vision of the University.

The Board of Governors may by resolution:

a) Establish any committees as it thinks fit to assist and advice the Board in
execution of its functions and the exercise of its powers, including regulating
and control over the finances of the University.

The Board of Governors delegates the management of academic quality control and
assurance to the Senate and SEMC. The Reports of the Senate, SEMC and its
committees are submitted to the following Board of Governors meeting. The Chair of
the Senate and SEMC is responsible for tabling reports concerning academic quality
and performance.

The Board of Governors shall delegate the administration and the management of the

University to the Vice-Chancellor and his official designated assistants.

2.1.3 Meeting Procedures

1.

The Board of Governors shall meet at such time and place as it may determine. At
any meeting of the Board, five (5) members of the Board shall form a quorum.
Every question before the Board of Governors shall be decided by the majority of the
votes of the members present at the meeting, entitled to vote on that question.
The person chairing any meeting of the Board shall have a deliberative vote, and
in the case of an equality of votes, shall have a casting vote.
The Board of Governors shall cause minutes to be made:
a) By the Secretary General of the Board of Governors, after He/She is appointed
by the Board, prior to proceeding of business.
b) Of all appointment of officers,
c) Of the names of members of the Board of Governors present at all meeting of
the Board,
d) Of all proceedings at all meetings of the Board.
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2.14

2.2
2.2.1

Minutes of meetings are to be signed by the Chairman of the meeting at which the
proceedings were held or by the Chairman of the next succeeding meeting.

All members of the Board of Governors are expected to always act in the best
interests of the University. If a Board member is alleged not to be acting in the best
interests of the University, an extraordinary meeting may be convened, and the
alleged offence may be debated, with substantiating evidence provided, unless there is
a need for civil or criminal action.

An extraordinary meeting has the power of removing a member of the Board of
Governors from office.

The Board of Governors shall meet twice a year in ordinary session, and other times

in extra-ordinary session on invitation of its Chairperson or 2/3 of its members.

Responsibilities of the Board of Governors

1. The responsibilities of the Board of Governors shall include, but are not limited to:

a) Ensuring that the processes of the Board of Governors are carried out in
accordance with this Constitution.

b) Establishing and monitoring the strategic direction of the University,

c) Approving the rolling strategic plan, annual budget and business plan of the
University to ensure financial stability.

d) Appointment of a Finance, Audit and Executive Administration Control Unit
or any other committee that will furnish financial and management
information and advise the Vice-Chancellor and to the Board of Governors,
when required.

e) Considering the reports from the Senate.

f) Approving and monitoring systems of control, accountability and auditing.

g) Overseeing and reviewing the management of the University and its
performance as a higher education provider,

h) Overseeing and monitoring academic activities of the University,

1) Approving the Annual Report of the University before public release.

j) Establishing adequate procedure for continuous improvement through
monitoring of academic standards, educational outcomes and compliance

with local regulations and conditions where the University operates.

FRIENDS OF THE UNIVERSITY

Role and Responsibilities
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2.2.2

2.3

2.3.1

2.3.2

1.

. There shall be an Advisory Council, in addition to other existing bodies of the

University, to advise the Vice-Chancellor and the Board of Governors on any matter
relevant to the smooth running, improved performance and the effective up-building
of the University.

The members shall be invited either from inside or outside the University.

The Advisory Council shall be chaired by the PVC or Director of the Research

Institute.

Meetings

The Advisory Council shall meet employing mediums that are convenient,
considering the location of the members.

At any meeting of the Advisory Council, a majority of the total number of members
for the time being of the Board constitutes a quorum.

Notice of meetings shall be circulated to members of the Advisory Council at least 7

days in advance of the date of the meeting.

THE SENATE

Membership
There shall be a Senate of the University which shall consist of:
a) The Vice-Chancellor, who shall be the Chairman
b) The PVC’s
c) All full Professors
d) Directors
¢) Heads of Schools
f) President of the Student Body
g) Staff Representation
h) QAM
1) QAO
J) Secretary — To be nominated by the VC.
Role and Responsibilities
The Senate shall be the supreme academic body of the University and, subject to the

provisions of the Constitution, the statutes and regulations, shall have the control and
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general direction of instruction, research and examination, and the power to award
degrees, diplomas and certificates.

2. The Senate shall provide an opportunity for its members to discuss and express views
upon any matter it considers of interest to the Staff and to make recommendations and
pass resolutions with respect thereto.

3. It shall have the power to submit recommendations to the Vice-Chancellor and the

Board of Governors.

4. The Senate may from time to time, appoint standing or special Sub — committee, Task

Force or Working Group or Team, and delegate any of its powers and duties to any such
entities or persons.
5. The delegated entity in sub-section 4 above has no power to delegate its powers and

duties bestowed by the Senate.

2.3.3 Meetings

1.
2.

24

The Senate shall meet at least twice per semester and no less than four times a year.
Given the geographically dispersed nature of the University, it is envisaged that the
business of the Senate will be discharged through a mixture of traditional formal meetings

in one location and discussion electronically or online and by correspondence.

SENIOR EXECUTIVE MANAGEMENT COUNCIL (SEMC)

A new CUP organisational structure (model) was approved by the Board of Governors
(BOG) in May 2021, replacing the previous CUP organisational model.

The new model divides CUP organizationally into four Divisions: Academic Affairs
(AA); Research Affairs (RA); Administration and Student Affairs (ASA); and Finance
Affairs (FA). Each Division is headed by a Pro Vice Chancellor (PVC) who is
responsible to the Vice Chancellor (VC) for managing the Division allocated to him/her.

Purpose
1. Provide advisory services to the VC (Chairman) as the top senior executives in CUP —

the 4 PVCs and the Quality Assurance Manager for quality management purposes.

2. The SEMC was designed to fill the other non-Senate roles (i.e. all non-academic
matters) and responsibilities, functions and their management e.g. operational activities in
safety and security, non-teaching professionals and administrative staff.

3. To discuss confidential non-Senate issues that are very important to the well-being and

advancement of CUP.
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2.4.1 Membership

1. There shall be a Senior Executive Management Council (SEMC) of the University which
shall consist of:
a) The Vice-Chancellor who shall be the Chairperson
b) Pro Vice-Chancellor of Academic Affairs
¢) Pro Vice-Chancellor of Research Affairs
d) Pro Vice-Chancellor of Administration and Student Affairs
e) Pro Vice-Chancellor of Financial Affairs
f) Quality Assurance Manager
g) Secretary is the Registrar

2.4.2 Role and Responsibilities

1. The SEMC shall be the supreme management, administration, and finance body of the
University.

2. The SEMC shall provide opportunity for its members to discuss and express views upon any
matter it considers being of interest to the Staff and to make recommendations and pass
resolutions with respect thereto.

3. It shall have the power to submit recommendations to the Vice-Chancellor and the Board of
Governors.

4. The SEMC may from time to time, appoint standing or special Sub — committee, Task Force,
or Working Group, and delegate any of its powers and duties to any such entity or person.

5. The delegated entity in sub-section 4 above has no power to delegate its powers and duties

bestowed by the SEMC.

6. SEMC services information to the Vice-Chancellor on the financial performance of the
University.

7. The SEMC functions would include the following:

e Function as an advisory entity to the University’s Vice-Chancellor on all non-academic

matters,
e Provide information for the University strategic planning process.
e Prepare budget advice for the Vice-Chancellor.

e Monitors key performance indicators and reports to the Vice-Chancellor.

2.4.3 Meetings

1. The SEMC shall meet at least twice per semester, and no less than four times a year.
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2. Given the geographically dispersed nature of the University, it is envisaged that the business
of SEMC will be discharged through a mixture of traditional formal meetings in one location,

and discussion electronically or online and by correspondence.

2.5 THE STANDING COMMITTEES
The governance of the University shall also include Standing Committees.
2.5.1 The Standing Committees
1. There are 5 Committees in the new May 2021 CUP model. - Academic Affairs, Research Affairs,
Administration and Student Affairs, Financial Affairs, and Spiritual Affairs. They
replace all previous named Committees and Councils having the same roles and

responsibilities.

2 Each of the 5 Committees may establish a Sub-Committee, or a Task Force, or a Team, or a
Working Group or an advisory Board, but not a Council, to carry out a specific role or task when
required, and shall consult the VC and obtain his endorsement.

3 These Sub- Committee, Task Force, Team or Working Group or advisory Board shall be recorded in
Committees Register as an Appendix or Annex to the QMS. Each of these entities shall have a
Terms of Reference (TOR) and adopt other administrative measures similar to that for the five
Committees.

4. All 5 Committees shall adopt these administrative measures:

a). Appointments and Terms

Committee members will be appointed by the Vice Chancellor (VC) for a term not
exceeding 3 years and may be re-appointed for another term.

b). Chairperson

The PVC of each Division will be the Chairman of each appropriate Committee, except the
Spiritual Committee, which will be chaired by CUP’s Chaplain. The VC will appoint a
Deputy Chairman. In the absence of the substantive Chairman, the Deputy Chairman will
act as Chairman of any meeting.

¢). Secretary

The VC or Committee Chair will nominate a Committee Secretary.

d). Quorum

The quorum of a Committee meeting shall be half of the members eligible to attend and
able to vote, and one of the Chairman or Deputy Chairman.

e). Frequency of Meetings

The Committee will be expected to meet at least 2 times per Semester in a school year or
as required by the Chairman or VC in special circumstances.
f). Notice of Meeting
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(1) Unless otherwise agreed, notice of each committee meeting confirming the venue, time
and date together with an agenda of items to be discussed and supporting papers, will be
forwarded or notified to each member of a Committee and any other person required to
attend, no later than 2 working days before the date of the meeting.

(i1) Inthe case of a special meeting called by the Chairman or VC, and if there is a quorum,
an agenda shall be tabled at the meeting.

g). Conduct of Meetings

(1) Except as outlined above, meetings of a Committee will be conducted in accordance
with the provisions of CUP’s Quality Management System (QMS) manual which allows
electronic communication technologies and non-face to face meetings to take place.

(i1) An approval or resolution of a Committee may be passed by a simple majority of those
present and entitled to vote at the meeting.

(ii1)) A Committee may make arrangements to pass resolutions between meetings either in
writing or by electronic communications. Any decision made by it through these methods
must be tabled at its next meeting and recorded in the Minutes.

(iv) Any member of a Committee who has a material interest relating to any decision to be
made by the Committee must declare his/her interest at the beginning of the meeting under
an Agenda Item called “Declaration of Interests” before the item relating to that decision
is discussed and will not be entitled to vote on that decision. The Chairman will have the
final ruling on whether or not the member is entitled to vote.

h). Minutes of Meetings

The Committee Secretary will take Minutes of the Meeting and circulate a draft to the
Chairman and Members within three (3) working days of the meeting. Final Minutes will
also be properly filed and tabled in the next meeting.

i). Delegation of duties

A Committee may delegate any of its duties to an advisory Board, sub-committee, or task
force, or working group, it requires to effectively undertake its responsibilities and may
approve the terms of reference, membership and any delegated authority to its sub-
committee, or task force, or working group or Board.

j)- Review of Terms of Reference

A Committee’s TOR will be reviewed every 2 years or earlier if warranted, and
recommended changes submitted to the VC for review. Any review is to be entered in the
QMS and the Committee’s records.

The TORs are:

2.5.1.1 Academic Affairs Committee (AAC)

1

The AAC shall be the General Meeting of all Academic and Senior Support Staff of the
University. The PVC Academic shall preside over the meetings of the Committee.

The AAC shall play an advisory role to VC, Senate, SEMC and Board of Governors on
relating to all academic matters, and in consultations with the ASAC and FAC on staff and
student welfare, staff career profile, social cohesion, development of the university.
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3 Membership shall consist of:
a) PVC Academic Affairs (Chairman)
b) Any PVC that may wish to attend
c) Deans
d) Heads of School or nominated lecturer from each School
e) President or nominated representative of Student Body Association
f) Registrar
g) Bursar
h) QA Manager and/or QA Officer
1) HR Manager or HR Officer
j) IT Manager
k) Librarian
1) Others may be co-opted by the Chairperson to attend all or part of any meeting.

Reports to:
o The Senate
o Annual Report
o Interim Reports

2.5.1.2 Research Affairs Committee (RAC)

Roles/Duties:

1. Responsible for oversight of campus computer policies. These include policies related
to classroom technology, student/faculty/staff computers, college network and web
pages, administrative software and services provided by Technology Services or the
Office of Instructional Technology. It is not intended that this committee be in charge
of all these diverse functions of the college, but that any policies developed in these
areas be approved by this committee.

2. Serve as an advisory body for the Director of Technology Services and Director of
Instructional Technology. These two members, in particular, will work with the chair
in developing committee agendas. Among other matters, the committee will approve
service protocols.

3. Serve as the primary planning committee for charting the university’s response to the
rapid changes in computer technology.

4. Provide budgetary guidance related to recommended technology initiatives.

Membership:
a) PVC RA chairs the RAC
b) PVCs —AA, ASA, FA
c) Directors of Research
d) Deans
e) Heads of School
f) Registrar
g) QA Officer and/or QAM
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h) IT Manager
1) Research Project Manager

Report to:
o The Senate
o Annual Report
o Interim Reports
o Minutes to All Committees

2.5.1.3 Administration and Student Affairs Committee (ASAC)

The ASAC is set up to assist the PVC ASA in the management of the Division. The ASA
Division comprises of the following: Registrar’s Office; Quality Assurance Office, IT Office,
Marketing Office, Human Resource Office; Student Life Office; Safety and Security Office;
Library; and also, the Student Body Association.

Purpose

ASAC is responsible to the Vice Chancellor for:

a) To serve as an advisory group to the Vice-Chancellor.

b) To determine risks and provide solutions to address them.

c) Coordinating body for strategic planning and management

d) Clearinghouse for specific staff awards and honours

e) Approve all new programs after consultations with other PVC Divisions.

f) Monitor key performance indicators.

g) Oversee all curricular offerings at CUP, including coordination of the master schedule and final
exam schedule.

h) Recommend to faculty an academic calendar for the successive years, including changes to
current schedules

1) Ensuring that student recruitment and enrolment are in accordance with the appropriate
policies.

J) Managing and monitoring Quality Assurance activities to ensure that all Division’s
functions are in accordance with the appropriate policies and plans.

k) Ensuring risk management considerations are included in all of CUP’s activities.

1) Ensuring that the appropriate IT tools are fit for purpose so that CUP can operate as the
leading university in Tonga to study.

m) Determining the best way to market CUP offering a good value for money and the place
to study in, to increase student enrolment in all of its courses.

n) Assessing that the human resource requirements are appropriate and that the
management of all employees are in accordance with widely accepted best practices.

0) Monitoring and managing students’ life at CUP, including biblical based counselling to
prevent individual or group anticipated problems.

p) To ensure that CUP’s physical assets are safe and secure.

q) Ensuring that the library is appropriately used by students and that it has the resources
to assist students in their studies.
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)

Provide a forum for student’s concerns to be brought to the attention of the Committee
so that the necessary actions be taken to prevent any potential problem from occurring.

3. Membership:

a)

b)
c)
d)
e)
f)
g)
h)
i)
j)
k)

PVC Administration and Student Affairs (Chairperson, unless otherwise appointed by
the VC)

Any PVC who wishes to attend

Registrar

HR Manager

QAO

IT Manager

Student Life Officer

Marketing Officer

Head Librarian

Student Body President or nominated representative

Others may be co-opted by the Chairperson to attend all or part of any meeting.

4. Reporting Channel

o The SEMC or Senate
o Annual Report
o Interim Reports

5. Other Responsibilities

Under the new structure, these offices will report to the PVC ASA (Administration and
Student Affairs)

1.
. Chaplain’s Office

O 0 3 O DN KW DN

Registrar’s Office

. IT Manager

. Student Life Officer

. Librarian

. Student Body Association
. QA Office

. HR Office

. Marketing Officer

6. Duties and responsibilities
(1) Subject to consultation with the PVC FA, to review CUP’s annual capital budgets.
(i) Subject to consultation with the PVC FA, to recommend to the Senior Executive
Management Council (SEMC) of major capital investment where benefits outweigh risks.
(ii1) In consultation with the PVC FA, to review annually and agree on the remuneration
levels of Staff, the Board of Governors and Committee non- executive members.
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(iv) To proactively manage CUP’s contribution to pension funds of staff in consultation
with the PVC FA.

(v) To investigate any activity within its role. It is authorized to seek any financial
information, in consultation with the PVC FA, it requires from any member of staff. All
members of staff are directed to co-operate with any request made by the Committee.

(vi) To review CUP’s IT Policies annually and recommend changes for improvement of
the Management Information System (MIS).

(vil) After consultation with the VC, to obtain outside legal or other independent

professional advice and to secure the attendance of outsiders with relevant experience and

expertise if it considers this necessary

2.5.1.4 Financial Affairs Committee (FAC)

1. Purpose
The Finance Affairs Committee (FAC) is responsible to the Vice Chancellor for:

a) Ensuring CUP operates appropriate financial and accounting policies.

b) Assessing the financial performance of CUP.

¢) Determining the strategy for management of CUP financial affairs and investments ensuring
appropriate reserve levels and generating adequate returns.

d) Setting staff and non - executive remuneration levels

e) Monitoring and managing the impact on CUP’s liquidity of significant income and expenditure
items e.g. variation in income from student fees, CUP’s contribution to pension funds of staff.

f) Conducting regular financial scenario planning and recommending the long-term
viability, investment plan (including maintenance of assets) and framework.

2. Membership
The FAC will be comprised of:

a) The PVC of Finance Affairs (PVC FA) as Chairman

b) Any PVC that may wishes to attend.

¢) Bursar’s Office

d) QA Officer (Administration/Finance)

e) Research Project Manager’s Office

f)  Tokaikolo Christian Church Head Office (Finance Dept.)

g) Tonga Government — funding source

h) Other financial avenue source(s)

i)  Others may be co-opted by the Chairman to attend all or part of any meeting.

3. Duties and responsibilities

a) To review CUP’s annual budget, financial forecasts, and annual or interim financial
statement and monitor operational financial performance against Business Plan.

b) To recommend changes to financial policies or controls.

¢) To recommend to the Senior Executive Management Council (SEMC) of investment
opportunities where benefits outweigh risks.

d) To report errors, omissions and breaches of CUP’s investment policy and other
significant financial matters to SEMC.
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2

h)

To review annually and agree on the remuneration levels of the Board of Governors and
committee non- executive members.

To proactively manage CUP’s contribution to pension funds of staff.

To investigate any activity within its role. It is authorised to seek any financial
information it requires from any member of staff. All members of staff are directed to
co-operate with any request made by the Committee.

After consultation with the VC, to obtain outside legal or other independent professional
advice and to secure the attendance of outsiders with relevant experience and expertise
if it considers this necessary.

4. Reporting to the SEMC.

2.5.1.5 Spiritual Life Committee

l.
2.
3.

8.

Promote and coordinate spiritual life and growth for the university community.
Regularly evaluate and advise concerning the programs administered by the Chaplain
Cooperate with the local church in coordinating the planning, publicity, follow-up,
and evaluation of Christian Life Emphasis Week.
Encourage and coordinate the efforts of student organizations involved with Christian
life and services.
Promote appropriate training for advisors and officers of student organizations, music
ministry groups, and other individuals or groups on campus as may be suitable.
Cooperate with other committees in assisting the faculty to share and implement
concepts developed at workshops such as faith/learning institutes.
Members:

a) Chaplain

b) HOS/Program Leader School of Theology and Apologetics

c) Registrar

d) Student Life Officer

e) Librarian

f) Nominated SOTA lecturer(s)
g) Student representation

Roles/Duties:

a). Promote and coordinate spiritual life and growth for the university community.

b). Regularly evaluate and advise concerning the programs administered by the Chaplain
c). Cooperate with the local church in coordinating the planning, publicity, follow-up, and
evaluation of Christian Life Emphasis Week.
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d). Encourage and coordinate the efforts of student organizations involved with Christian
life and services.

e). Promote appropriate training for advisors and officers of student organizations, music
ministry groups, and other individuals or groups on campus as may be suitable.

f). Cooperate with other committees in assisting the faculty to share and implement
concepts developed at workshops such as faith/learning institutes.

9. Report to:

o VC
o Interim Reports to each meeting
o Annual Report.

2.5.1.6 Student Body Association

1.

bl

® N e

Provides information to help incoming students make a successful adjustment to
university life and achieve academic success;

Emphasises spiritual growth and character development of students;

Facilitates the student’s social development and provides assistance with students
career planning.

Consultations with Administratien PVC ASA on Student’s policies;

Look out for the best interest of students

Develop programs that will enhance the tripartite existence of the students

Process any student’s complaint to the PVC ASA through the SLO or Registrar.
Process any student’s counselling needs to the PVC ASAD through the SLO,
Chaplain or Registrar.

Membership:

a) President is elected by enrolled students

b) Office holders elected by enrolled students.
¢). Reps from each school

d). Reps from UG and PG

PRINCIPAL OFFICERS

The following positions are the Principal Officers of CUP:

1.

The Chancellor

a). He/she is the titular Head of the University.
b). See Article X of the Constitution for more information.

2.

Vice Chancellor (VC)

a). The Vice-Chancellor shall be the Chief-Executive and Chief Academic Officer of the
University.
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b). See Article XI of the Constitution and the Job Description under the Policy Library in
CUP’s website <cup.edu.to> for more information.

3. Pro Vice Chancellor (PVC)

a). There are four (4) Divisions — Academic Affairs (AA), Research Affairs (RA),
Administration and Student Affairs (ASA), and Financial Affairs (FA).

b). A PVC heads a Division — AA, RA, ASA, FA.

¢). Job Description for each PVC, see CUP’s Constitution Article XII and the MIS - Policy
Library for further information.

OTHER PRINCIPAL OFFICERS
4. Quality Assurance Manager (QAM)

a). The main task of a QAM is to ensure that the products and services delivered by CUP
meet the standards and requirements created.
b). See the Job Description of the Quality Assurance Manager in Article XIII and the MIS -

Policy Library for further information.

S. Dean

a). The Dean is the Executive Head of the Staff (Faculty) and academic leader of a School;
b). See the Job Description of a Dean in Article XIII and the MIS - Policy Library for further
information.

6. Registrar

a). Shall be answerable to the Vice-Chancellor.
b). Shall be the custodian of all academic records of the University.

c). See the Job Description of the Registrar in Article XIII and the MIS - Policy Library for

further information.

7 Quality Assurance Officer (QAO)

The VC may establish two QAOs — one for Academic Affairs and one for non-academic
affairs

a). QAO Academic is responsible for ensuring that the educational products and services
produced by CUP meets certain standards of quality. This would involve working with other
employees to ensure that all aspects of teaching, assessment, moderation are handled properly
and according to policy and plan.

b). QAO Administration is responsible for ensuring that the administration/management
products and services produced by CUP meets certain standards of quality. This would
involve working with other employees to ensure that all aspects of administration and
financial matters are handled properly and according to policy and plan.
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¢). See the Job Description of a Quality Assurance Officer in Article XIII and the MIS - Policy

Library for further information.

8. Directors of Research Centres (DRC)

1. Shall be responsible for recruiting new projects to their Schools, and keeping accurate
records of the progress made on each project.

2. Shall assist new research projects and working together with researchers to set up a feasible
outline for their projects.

3.Shall report to the Director of the Research Institute

4.Shall be responsible for recruiting new projects to their Schools, and keeping accurate records
of the progress made on each project.

5.See the Job Description of DRC in Article XIII and MIS - Policy Library for further
information.

9. Directors of CUP Branches (DB)

The VC may establish Directors of Vava’u, Ha’apai and Overseas Branches that report directly
to the VC. See the Policy Library in the MIS for their Job Description.

10. Bursar

1. Shall report to the Pro Vice-Chancellor of Financial Affairs.
2. Shall keep the financial records of the daily income and expenditures of the university and

make monthly reports of the same to the Pro Vice-Chancellor of Financial Affairs and the Vice-
Chancellor, when required.
3. See the Job Description of a Bursar in Article XIII and the MIS - Policy Library for further

information.

11. Head of School (HoS)

1. Is responsible for the delivery of each academic programme offered by the School.

2. Has the authority to accept or deny entry of a student into each school, based on entry
requirements, and other admission requirements.

3. Assists Dean of School in teaching, examinations and student welfare.

4. Interviewing candidates for teaching positions and making hiring decisions based on the
candidates’ qualifications and cultural fit with the School community

5.Assisting with the implementation of new policies at the School

6. Overseeing the overall operation of the school and overseeing their work performance

7. Providing academic support to students who are struggling in a particular subject area
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8. Reviewing student progress and evaluating teacher performance on an ongoing basis to
ensure that all students are receiving a quality education

9. Ensuring that the School is compliant with all relevant laws and regulations

10. Developing curriculum and lesson plans that meet Government standards for education
11. Evaluating the effectiveness of teachers and other School staff in order to identify training
needs and recommend appropriate disciplinary action.

12. Program Leader (PL)

The Programme Leader is responsible for the overall coherence, delivery, planning, evaluation
and enhancement of an academic programme. The role should model the University’s values
which require collaborative working with a range of colleagues and students.

Effective and inspirational academic leadership is recognised as being essential to the delivery
of an excellent, personalised student experience. CUP is committed to supporting Programme
Leaders and recognises the strategic value and operational significance of their role, some are
discussed below:

1. Coordinates all academic and administrative matters of the School.

2. Responsible for staff and Unit delivery in study area.

3. Assures compliance with standards, quality and academic tone.

13. Support Staff

The supporting staffs consist of all non-teaching employees in support roles which

are an integral part of the University community and shall participate in the governance
structure through committees as established in the QMS and HR policies.

1. See Constitution Article XVI and the MIS Policy Library for further information.

2. See also in Job Descriptions of support staff (Administrative Assistants) in the Policy
Library.

14. Definition of the Terms

a) Officer In Charge

Officer in charge (OIC) is a term used to describe a senior officer (PVC level) at CUP,
appointed by the VC in writing and has temporary authority over a specific situation as
determined by the VC, such as, approval of application to take leave by other senior officer(s)
and other similar administrative roles. An example, is when the VC is staying in NZ but can be
easily reached through email regarding an important matter, such as, creating a new policy.

b) Acting in a Position
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A staff member who was appointed by the VC or the BOG to an "Acting Capacity" has the full
power of the substantive holder of the position. The appointment may be due to a temporary
incapacity of the substantive holder of the position due to: having an annual leave; overseas

travel; physical/health; and legal reasons.

2.2 Health and Safety in Employment Policy

The Occupational Health, Safety and Well-being (OHSW) Strategy document 2021/26 and
other related policies in the Policy Library cover CUP’s plan regarding strategies, timelines
and Key Performance Indicators (KPIs) and are to be considered together with the following
policies in this section.

221 Policy Objectives

1. Christ’s University in Pacific regards the promotion and maintenance of occupational
health & safety as common objectives for everyone who studies, visits  or  has
business on our premises.

2. CUP is dedicated to the provision of a healthy and safe working environment and to
conducting all its activities in a safe manner to prevent harm to people, damage to
property or disruption to programmes.

3. The University will do all that is reasonable and within its power to

a) Provide and maintain a healthy and safe working environment;

b) Provide training and instruction in occupational health and safety

c) Provide suitable and properly maintained safety devices and protective
equipment to further these aims;

d) Promote occupational health and safety standards; and

e) Encourage staff participation in monitoring improvement and promotion
programmes established to enhance or review health and safety standards; and,

f) Initiate investigations into any events that may occur.

2.2.2 Health and Safety Procedures and Responsibilities
All staff, learners and visitors are required to take reasonable steps to ensure their own safety
and that of others. Staff in positions of responsibility have a further role in fulfilling health and
safety requirements. The health and safety duties are detailed below;
The Vice-Chancellor shall:

a) Provide leadership, example and commitment to health and safety policy and

objectives;
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e)

Ensure appropriate resources are allocated to health and safety;

Formulate appropriate objectives relating to health and safety policy and
evaluate subsequent implementation of safety systems;

Review accident statistics of the University to ensure adequacy of health and
safety controls; and

Ensure health and safety resources are properly maintained

The Health and Safety Coordinator may be appointed by the VC who shall:

a)

b)

c)

d)

e)

take all practical steps to ensure staff and students have a safe and healthy
working environment;

put in place systems for hazard identification, assessment and control in areas
of responsibility;

ensure staff members are qualified and competent for the duties they are
undertaking;

ensure staff members are aware of any work-place hazards and the setting up of
health and safety programmes as well as provided with the results of any hazard
monitoring undertaken;

encourage staff to be involved with the development of health and safety

procedures; and

Staff, students and visitors shall:

a)
b)

c)

d)
e)

keep themselves and others safe at all times;

comply with all statutory regulations, CUP rules and standard operating
procedures;

use and maintain all equipment and facilities provided in the correct manner,

and immediately report any unsafe conditions or defects found;

participate where required in health and safety programmes;

report all accidents as instructed in the accident reporting procedures; and

have an attitude of awareness, involvement and commitment to excellence in health and safety.

2.2.3 Smoke Free Policy

See OHSW Policy for further information in the Policy Library.

2231

Scriptural Basis:

1 Corinthians 3:16 -You yourselves are God’s temple and that God’s Spirit lives in you?

For God’s temple is sacred, and you are that temple.
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1 Corinthians 6:19 - Do you not know that your body is a temple of the Holy Spirit who
is in you, whom you have received from God? You are not your own,
you were bought with a price. Therefore honour God with your
body.

2232 Rationale:
God created our bodies and wants us to be healthy. His Word says that, “We are fearfully and
wonderfully made”. He desires the best for us. He wants to give us, “...a hope and a future”.

(Jere. 29:11)

It is a fact that smoking not only harms the person who does it, but is a danger to others directly
and indirectly. It is not a harmless habit as some may imagine. It has no benefits and causes a
lot of unhappiness, suffering and disease in the long-term. It must therefore be strongly

discouraged.

2.2.3.3 Policy:

» Smoking is forbidden anywhere on the University grounds, either inside or outside the
classrooms.

» Cigarettes or lighters may not be brought into the University grounds, classrooms, staff
room or anywhere.

» Should any visitor not be aware of these rules, they will be informed and asked to refrain
from smoking while on the premises.

» The fact that smoking is forbidden is one of the University rules explained to all students
at Registration.

If a student is apprehended for smoking or possessing cigarettes or lighters then he/she will be

counselled and given a verbal warning. Should this happen a second time, the student will be

given a written warning which would be followed by dismissal.

2.24 Protected Disclosure Policy

CUP considers effective and efficient complaint management which are essential to the
provision of quality service and to establishing and maintaining a harmonious and productive
environment. Legitimate complaints enable the University to identify inconsistencies between
the standard of service promised and/or provided, and client expectations. This information can
then be used to instigate preventative strategies to limit the possibility of recurrence and to

initiate continuous improvement targeted toward established areas of need.
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See the Complaints and Resolution Policy (CRP) for further information in the Policy Library.

2.2.4.1 Policy for Staff Member

See also HR policies in the Policy Library for further information
There are internal Christ’s University in Pacific procedures for receiving and dealing with
information about serious wrongdoing. These policies are intended to assist staffs who believe

they have discovered serious wrongdoing.

Protection for staff who discloses information about serious wrongdoing is provided. Such
matters will be treated with confidentiality
(It is not the purpose of this policy to provide a means for staff to question the regular,
financial, business or other decisions of CUP, nor to re-visit matters already addressed

under prescribed processes for dealing with harassment, discipline or other staff matters)

2.24.2 Procedures and Responsibilities

1. Any staff member who believes that serious wrongdoing is being, or has been
committed in, or by CUP, should submit the disclosure in writing to the Vice-
Chancellor who will arrange for any such allegations to be investigated.

2. The Vice-Chancellor will consider the information made available and decide on the
form of investigation to be undertaken. This may involve either setting up an internal
investigation or an independent enquiry, or referring the matter to the Police.

3. The Vice-Chancellor will endeavour to maintain confidentiality and will not identify
the person who made the disclosure during the course of an investigation.

4. CUP will do all it can to protect the staff member disclosing the information about
serious wrong-doing from internal/external reprisals.

5. If no action is taken within 20 working days, or there is urgency, or the staff member
believes that senior staff members may be involved in the serious wrongdoing, then the
staff member may inform the appropriate authorities, which may include the TNQAB

or Tonga Police.
See Staff Employment Guidelines in the Policy Library for further information.

23 Privacy Policy
See the Human Resource Framework and the Staff Employment Guidelines for further

information in the Policy Library.
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23.1

232

233

2.4

Policy

To promote and protect individual privacy with regard to:
» the collection, use and disclosure of information relating to individuals, and
» access by each individual to their own information held by the University
Responsibilities

» The Vice-Chancellor will appoint a Privacy Officer or representative role

» Procedures will be reviewed annually by the Privacy Officer to ensure that the

following are properly conducted:

o Purpose of collection of personal information is valid

o Source of personal information

o Manner of collection of personal information

o Storage and security of personal information

o Access to personal information

o Correction of personal information

o Accuracy of personal information to be checked before use
o Length of time personal information will be held

o Limits on use of personal information

o Limits on disclosure of personal information.

Procedures
All forms used by CUP in the collection of personal information will include a statement
of intent regarding the collection, updating, use, storage, disclosure and exchange of any

personal information collected.

» All staff will ensure that the management and handling of personal information is

carried out very carefully so as to protect the rights of the individual concerned

Equal Employment Opportunity Policy

See the Staff Employment Guidelines and Recruitment Policy in the Policy Library for further

information.
2.4.1 Policy Objectives
1. Christ’s University in Pacific is committed to the principles and practices of providing

all people with equal opportunity to achieve their potential.
In recognizing and valuing all the skills, talents, experiences and perspectives of a

diverse workforce, we will be better able to provide a more flexible and responsive
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service to meet the needs of our students in the wider community. We aim to be trusted
by all communities in Tonga. This means having equal respect for all communities,
cultures, work colleagues and students.

3. CUP will not tolerate discrimination towards any person, including discrimination

based on race, ethnic origin, linguistic affinity or gender.

2.4.2 Procedures
1. Appointments to CUP will be made according to the precept of the best person for the
job, based on Christian commitment and faith, qualifications and previous experience.
Further training will be made available to all staff where needs are identified during the
normal review process.
CUP is committed to reviewing all policies and procedures to ensure equality of opportunity.

Human Resource Policies

2.5 Staff Selection Policy

See the Human Resource Framework, Staff Recruitment Policy and Staff Employment
Guidelines for further information.
Staff are selected on the basis of their Christian commitment and faith, qualifications, teaching
ability, motivational ability, work experience, vocational skills, cultural awareness, relevant
attitude (including flexibility and adaptability), etc. as relevant to specific job descriptions.
Prospective employees are further expected to understand social and cultural issues pertaining
to Tonga and other ethnic groups.
2.5.1 Procedures and Responsibilities
1. A job description will be developed by the HR Manager and endorsed by the
Senior Executive Management Committee, in consultation with affected senior
staff, and made available for initial job inquiry. The job description shall be based
on consideration of the necessary skills, competencies, qualifications, cultural
awareness and outcomes required for the position. The personal specifications in
the job description may include experience, industry, community, teaching and
assessment and cultural aspects required to carry out the job. In this regard,
previous employers may also be asked for input where relevant.
2. All staff positions may be advertised publicly through external media and/or
by word of mouth.
3. All applicants shall provide a recent Curriculum Vitae and evidence of relevant

documentation and names of at least two referees.
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4. Management will create a short-list of applicants from those who initially replied
and meet the required criteria. Those not successful will be notified by letter.

5. Short-listed applicants will attend an interview. The interviewers will be from HR
management and if required from staff, with provision for representatives from
outside agencies where appropriate. The interview panel may quantitatively assess
individual competencies of the final applicants by using set exercises to evaluate
skills required for the position.

6. Appointment of staff shall be on an initial 3-month probationary period. This
period may be extended at the end of the 3-month period, and any extension will be
noted in writing. After 3 months, performance shall be regularly reviewed.

7. A contract of employment drawn up by CUP shall be signed by both parties and may

end on occurrence of a specified event, namely cessation or reduction of funding.

2.2.1.2 Evaluation and Review

This policy is evaluated and reviewed annually by the SEMC.

2.2.1.3 Outcome
Staffs are appointed through various methods outlined in the Staff Recruiting Policy,

designed to ensure the best person for the position is selected.

2.2.2  Staff Appointment Policy
See also the Staff Recruiting Policy for further information in the Policy Library.
2221 Policy Objectives

This policy stipulates the strategy, procedures and measures that establish and verify that
lecturers, tutors, trainers and assessors meet the qualification and competency requirements

and continue to develop their competence through various means
2222 Procedures and Requirements

22221 Qualifications of Employees
In addition to the process outlined in 2.2.1 under Staff Selection Policies, teaching staff at The
University must also meet the following criteria.
a) All undergraduate teaching staff must have one qualification higher than the level they
are teaching.
b) Lecturers in the Graduate level must also have one degree qualification higher than the

level they are teaching and publications record that is recent and sufficient in number.
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2.2.2.2.2 Minimum Staff for employment

1. A minimum of 8§ full-time staff is required to act as Vice-Chancellor, Deans, Heads of
Schools, and other administration roles. They comprise majority of the permanent staff.

2. A minimum of 10 hourly staff members are to lecture courses for the programs that are
currently running.

3. Lecturers should have a maximum of 22-20 (TTH) Total Teaching Hours per week. This
does not include lecture preparation and meetings.

4. Teacher student ratios are about 1:16.
2.2.5 Staff Appraisal and Professional Development

See Staff Performance Guideline, Staff Development Policy and Job Descriptions in the Policy
Library.

2.2.5.1 Policy Objectives

Staff performance and skills levels are maintained and improved through a combination of staff
appraisal and professional development

2.2.5.2 Procedures and Responsibility

1. Staff performance is reviewed and appraised by management on an on-going basis. Job
descriptions are essential for appraisal to take place since each staff member is assessed
according to these documents.

2. The Human Resources Office (HRO), in consultation with PVCs, is responsible for
organizing the appraisal of both the teaching staff and the administration staff. Staff
will be appraised according to the key accountability areas as outlined in their
respective job descriptions.

3. Management provides for a staff appraisal and development programme that is required
in the appropriate policy.

4. The management and staff may each identify the need for professional development at
any time as well as addressing requirements arising from the staff development and
appraisal process. Lecturers will have opportunities to keep up-to-date with changes in
their subject areas. Staff may be required to undertake training that is necessary to their
professional and personal development to improve administrative, and/or educational
outcomes and so to better fulfil the needs of stakeholders. Management encourages staff
to seek and participate in suitable development programmes.

5. There will be funding and time allowed for staff attending in-service development

workshops.
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2.2.5.3 Evaluation and Review
1. Evaluation and development programmes will be carried out by participants; and the
staff attending development programmes will update other staff members and
management.
2. Policies and procedures are evaluated and reviewed at every QMS Review by

management and staff representatives.

2.2.5.4 Outcome
Improvement in the skills of staff in carrying out the key accountability areas outlined in their

job description.
2.2.6 and 2.2.7 have been covered under policies in the Policy Library on the same topic.

2.2.8 Harassment & Bullying Policy

CUP does not tolerate sexual harassment and bullying at all times in its premises, both in Tonga
and overseas.

See Sexual Harassment Prevention and Bullying Policies in the Academic Folder in the Policy
Library for further information.

RATIONALE

Harassment and bullying, by their very nature and the ill will and hurt they produce, are un-
Christian and cruel acts and are prohibited at Christ’s University in Pacific. The very opposite
is promoted: "Love thy neighbour as thyself". All members of the University community have

a right to feel safe and secure at all times.
DEFINITION

See Bullying Policy for further information.
Bullying, or harassment, is defined as follows:

Harass — trouble or annoy, make repeated attacks on a person

Bully — person who uses his or her strength or power to frighten or hurt weaker people
It is aggressive behaviour that has the intent to hurt another person or intentionally
exclude them, it is often repeated, persistent, involves someone getting hurt or being
excluded and the person doing the bullying or harassment, gaining enjoyment from seeing

the distress of another.
PURPOSE

a) To help staff and students identify bullying and harassment when and where they occur.
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b) To provide clear procedures to deal with bullying and harassment.

c¢) To teach all staff and students these procedures.

d) To teach students and staff how to relate to others without the need to bully or harass.
e) To support and restore those who have experienced bullying or harassment.

f) To provide a safe and happy University environment.

GUIDELINES

a) Staff and students will be taught the nature of bullying and harassment, how to recognize
the signs and the effect they can have on a person.

b) Staff and students will be expected to be vigilant in noticing bullying and/ or harassment
either in the classroom or on the campus.

¢) When bullying is identified involving a student, the Pro Vice-Chancellor for Student Affairs
must investigate each incident and follow procedures to deal with it.

d) When harassment of a staff member occurs, either by another staff member or an outside
person then the matter will be reported to the Vice-Chancellor.

e) Students and staff will be given clear guidelines on how to respond if they are the recipients
of harassment of bullying.

f) Students who are bullied, or staff who are harassed, will be offered support.

ARTICULATION OF POLICY
a) The Vice-Chancellor or PVC ASA will present and explain this policy to staff at staff

meetings and require all staff members to follow the policy.

b) The Vice-Chancellor may appoint a staff to explain to other staff the procedure to be
followed in dealing with bullying and harassment and require all staff members to follow this
procedure.

c¢) Students will be told in classrooms and assemblies that bullying is prohibited at CUP and
students found to be bullying will be disciplined accordingly. Staff will be warned in staff

meetings that harassment of fellow staff members will not be tolerated.

PROCEDURES

When student bullying is identified, a staff member will undertake the following:
e Interview the victim(s) and the bully(ies) and learn what happened, when it happened,
the frequency and extent of the bullying and any other pertinent information.
e Offer support, teaching and encouragement to the victim, being aware of psychological
damage to the victim's self-esteem. Provide the victim with positive reinforcement and

assist them to an understanding and belief that he/she does not deserve to be bullied.
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e Discipline the bully(ies) according to the severity of the bullying. Suggestions include:
a) Acknowledgement of bullying and offer of apology and request for forgiveness.
b) Penalty time or alternative tasks.
c¢) Period of exclusion including letter to parent.
d) Check with all parties concerned that things have improved after a week or agreed upon

time.

Follow-up incidents of bullying by recording such on the student's Cumulative Record card. A
student found to have bullied on more than one occasion will be sent to the —Pro Vice-

Chancellor for Student Affairs for discipline.

If bullying persists, a meeting will be arranged with the student and his/her parents where a
written warning will be issued. The consequence of a third incident of bullying could be

suspension or expulsion.

Further behaviours that CUP considers unacceptable on its premises or elsewhere, are: looking
at offensive images on the Internet, using a cell-phone to take photos of others without their
knowledge or permission, texting offensive messages to other CUP students, and the disclosure

of other students’ private information.

2.2.9 Adjunct and Visiting Staff Policy

See HR Policies in the Policy Library for further information.

2.2.9.1 Purpose

The purpose of this policy is to clarify the circumstances under which persons from outside the
University may be appointed to adjunct or visiting positions, the required approval
mechanisms, and how exceptions are to be managed.

2292 Definitions

For purposes of this policy, unless otherwise stated, the following definitions shall apply:

Adjunct: A person who, not being a student or staff member or Professor Emeritus of the
University, has a formal relationship with the University in which his/her time or expertise are:
given without payment, or given on the basis that any prior approved expenses are reimbursed,
or acquired via a contract for services, or acquired by subcontract or similar arrangement with

his/her employer.

Visiting: The situation in which a staff member of another organization has a relationship with

the University while a temporary visitor to it.
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2.2.9.3 Policy Content and Guidelines

Background

The appointment of persons additional to the normal staffing complement provides an
opportunity for the University to: acquire access to additional specialized and often high-level
expertise in teaching and research, establish or build on strategically important relationships,

and achieve reputational benefits by association.

However, in order to provide clarity for those who are engaged with the University in such
relationships, and to protect the University, such appointments and the terms which apply to

them must:

a) Recognise and acknowledge persons who contribute to the academic activities of the
University via these appointments.

b) Distinguish clearly between the relationships involving these appointments and
employment relationships (thereby avoiding potential confusion about delegated
authorities, employer responsibilities etcetera).

c) Assign titles which are appropriate in terms of seniority of the appointee relative to

titles commonly used for staffs who are employed by the University.

“Adjunct” Appointments
a) “Adjunct” appointments, which may be made on a renewable three-year basis, require
the written approval of the Vice-Chancellor. Persons appointed as adjuncts are required
to sign an agreement to ensure that they abide by the policies and procedures of the
University (e.g. in regard to health and safety, quality management etcetera).

Note: This is not an employment agreement.

b) Adjunct appointments may be made with the following titles:
To be approved by the BOG

i. Adjunct Professor — a person deemed to be the equivalent of an Associate Professor
or Professor were they to be appointed to a position as a staff member within the

University.

To be approved by the VC

il. Adjunct Teaching Associate — a person deemed to be the equivalent of Senior
Lecturer or below, and whose contribution to the University will be mainly in

teaching.
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iii. Adjunct Research Associate - a person deemed to be the equivalent of Senior
Lecturer or below, and whose contribution to the University will be mainly in

research.

“Visiting” Appointments

a) “Visiting” appointments are temporary relationships which must nevertheless be
approved by the Vice-Chancellor and Dean of the relevant faculty.

b) Staff of other institutions visiting the University may, with the appropriate approval,
use the term “Visiting” followed by the title of the position they hold at  their own
institution (e.g. “Visiting Assistant Professor”) but have no adjunct, employment or

other formal relationship with the University.

2.3.2 Financial Resources

See the Finances Folder in the Policy Library for further information.

2.3.2.1 Policy Objectives
To ensure that CUP can deliver good quality programmes, adequate and appropriate financial

resources will be provided for in an Annual Budget.

2.3.2.2 Procedures and Responsibilities

1. The Vice-Chancellor has the overall responsibility for financial policy and planning,
the obtaining and allocation of funds in the Annual Budget and the monitoring and
control of financial resources.

2. Instructors in consultation with the Dean of their School will establish individual
course operational needs. Budgets may be set, and monitored by management with
input from staff if necessary. Budgets, if allocated, shall be done with regards to
quality, resources, information, travel, additional learning, occupational health and
safety and comfort requirements.

3. The Vice-Chancellor will ensure that adequate financial resources are available prior
to the approval of any course for delivery.

4. The PVC Financial Affairs (PVC FA) is responsible for planning, monitoring cash
flows, maintaining records and evaluating financial expenditure and resources to
meet changing needs.

5. Approval and monitoring of daily small amount of petty cash, resource purchases
and materials for teaching is provided for in the Finance folder in the Policy Library.

6.  The Bursar shall be responsible for payment of all accounts, salaries and taxes.
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7. He/She shall keep reconciled records of all payments and transactions and present
these to the PVC FA annually for tax and compliance purposes. These records shall
be available for inspection by legally authorized bodies.

8.  The Finance Division will maintain reconciled payment records for tax and auditing
purposes for a minimum of 10 years.

9. A PVC FA or qualified accountant will prepare the accounts and sign an annual

declaration that the CUP’s financial practices and performance meets its obligations.

2.3.2.3 Evaluation and Review
The Bursar and/or PVC FA shall evaluate financial policies and procedures at least
annually. Where a procedure is deemed ineffective or inappropriate, then that procedure
or policy will be reviewed and may be referred to the Vice-Chancellor for final approval.
Findings of the review shall be incorporated into amended policies and procedures.
This policy shall be revised annually by the Financial Affairs Committee.

2.3.2.4 Outcome
The Bursar at CUP will ensure appropriate funding in all operational areas of the
University and will meet the guidelines required by the financial policies in the Policy

Library.

2.3.3 Administrative Resources

2.3.3.1 Policy Objectives

Adequate and appropriate administrative resources are to be maintained to enhance the
learning and professional well-being of CUP students, staff and management and enable CUP

to effectively carry out its academic activities.

2.3.3.2 Procedures and Responsibilities

1. The office of the Pro Vice-Chancellor for Administration & Student Affairs (PVC
ASA) receives and directs all forms of communication as they arrive, as well as
performing various word-processing and house-keeping duties.

2. Staff and management in the administration area compile and maintain relevant
academic and administrative records in accordance with the Summary of Documents to
be kept by Instructors (and offices). (see Policy 2.3.4 following,) As indicated in this
policy, most documents are also required to be kept in the Dean’s Office).

3. The PVC ASA oversees all resource needs of instructors and other offices.

Adequate, appropriate and effective administrative resources are maintained.
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2.3.4 Summary of Documents to be kept by Instructors

2.3.4.1 Policy

X
X
X
X

In the list of documents above: A= admin/instructors; R= Registrar; D=Dean, are responsible.
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2.3.5.4 Outcome

CUP students and staff are safe in their environment and confident that they have the

resources they need to perform their duties and learning.

2.4.0

Student Information, Entry and Support

See Student Handbook for further information.

2.4.1 Local Student Entry Policy
2.4.1.1 Policy

CUP students are selected on the basis of their agreement with the Mission and Vision of the

University and their academic ability as shown by their records of previous study. Placements

will be available for all those who wish to study at CUP.

2.4.1.2 Procedure and responsibilities

1.

Upon enquiry students will be informed of the Mission, Statement of Faith and the
Vision of CUP.

They will also be shown the course selection. The fees structure will also be explained.
Should the Student wish to proceed with enrolment they will be asked to fill in the
“Undergraduate Enrolment Form”.

Students will then be informed of the time and date of the Student Induction which
they will be required to attend. Entry will proceed according to policy 2.4.3 Procedure
for Student Enrolment.

The PVC ASA will preside over the enrolment process.

All Heads of Schools and Deans are to be present at the Student Induction which will
follow the enrolment process. A time will be made, after the StudenttnductionBookiet
Student Handbook has been explained, for new students to meet their Dean of the

Undergraduate or Graduate studies.

2.4.1.3 Evaluation and Review

This policy will be reviewed annually by the Registrar and Administration and Student

Affairs Committee (ASAC).

2.4.1.4 Outcome

Student’s entry to CUP will be through a warm, clear, and fair selection process.
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242

Student Guidance and Support Policy

See Student Handbook for further information.

2.4.2.1 Policy

Guidance and support resources will be available to all students.

2.4.2.2 Procedures and Responsibilities

1.

Staff will provide guidance to respective students when they first make enquiries about
course availability, selection and entry.

Students shall be informed orally and in writing of their rights, responsibilities and
available internal support, counselling, guidance and protection. As part of induction
they will sign a Student Contract to indicate their agreement understanding of, and
willingness to comply with their responsibilities

All students shall be informed in the Student Induction Manual (in the Student
Handbook) of available support, counselling, guidance and protection services available
externally in the community. Staff will be informed in the Staff Induction Manual of
professional, ethical and legal requirements and responsibilities in relation to student
support and guidance.

By mutual agreement between managers and students, support services may be available
outside class time to address urgent issues of concern. Support may include referral to
an appropriate support agency or placement with other training providers.

Students who may need individual pastoral support will generally have been identified
through the pre-course interview and on-going feedback and observation by staff.
Learner support and guidance will be addressed through a number of strategies and
approaches. This support group may include members of staff, a student representative,
and where necessary an outside representative from the cultural community concerned.
CUP staff is responsible for informing students of opportunities for further training and

employment throughout the course and during individual consultation.

2.4.2.3 Evaluation and Review

1.

Support and guidance policies and systems shall be evaluated at least once a year by the
Management, staff, student representative and where appropriate community Liaison
representative(s).

Evaluation information collated by the lecturers and administration will be integrated

into future student guidance and support systems.
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2.4.2.4 Outcome

Students will have access to timely and quality guidance and support.

2.4.3 Procedure for Student Enrolment

See the Student Handbook in the front page of the CUP website cup.edu.to.

Actions to be taken

Check records of student’s previous education to assess eligibility for enrolment

1y

2)
3)

4)

Interview student: discuss the Mission Statement and Vision Statement in the Student
Induction Manual and make sure the new student is in agreement.

Based on the student’s responses to 1, determine suitability of student to enrol at CUP.
Give the student a CUP Undergraduate Enrolment form and help him/her complete it.
Include on the last page of the enrolment form an additional page entitled “CUP Student
Learning Contract” (attached below) ask the student to sign it once he/she has finished
filling in the enrolment form.

Give the student a copy of the CUP Payment of Student Fees Policy-(attached). This
document explains the fees needed for their whole course together with the dates portions
of fees are required to be paid. (This list should have the complete student course fees
written on it, so that the student can take it to his parents and they may prepare for the
payments by the due dates). Ensure also that the Finance Division has a copy of the fees

list up- to- date for each New Year.

In particular, emphasize to the student the due dates of payment for the year’s fees and explain

where and to whom they are to be paid.

S)

6)

7)

8)

Inform the student of the starting date for the Student Induction. (Keep the Student
Induction Booklets to give out at the actual workshop) or advise students of the availability
at all times in the dashboard page of CUP’s website (under Students arrows).

Enter the following details about the student into the Student Registration Book:

Name (as on Birth Certificate), D.O.B., Postal address, Home address, phone number, Date
of enrolment, Course (B.A. major-English) etcetera and School.

Release the student. Keep the Enrolment Form & the Student’s Learning Contract but
give the student the copy of Page 1 only, of the Payment of Fees Statement.

At the end of the registration period, take a /list of the new students to the Finance Division,
together with their enrolment forms. On payment of their entry fees the receipts will be
clipped to the forms. Arrange the time to collect the forms and file them in the Student

Records.
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CUP Undergraduate Student Enrolment Form

CUP STUDENT LEARNING CONTRACT

As a student of Christ’s University in Pacific, I agree to the following:

1. I will do my best to honour the Lord Jesus Christ and His Word -the Bible, in all my
interactions with the staff of CUP and with my fellow students.

2. Twill do my best to meet the academic requirements of each course study, spending the
necessary time studying my notes &completing assignments.

3. Tagree to attend classes, Chapel, and student meetings as required.

4. 1 agree to pay my fees on time according to the Payment Schedule given to me at
enrolment.

5. Tagree to abide by the all the rules and regulations of Christ’s University in Pacific.

This is the full enrolment form for the University It will have the students personal details,
name, address, age, church background as well as their academic history (with copies of
previous school records attached),

CUP Student Learning Contract

This is an agreement signed by the students (above)
CUP Record of Student Registrations Book —

A book which keeps a record of the names, age, addresses, telephone number(s), course

and starting date of each student.

2.4.4 Payment of Students’ Fee

See Policy Library for further information from the Tuition Fees and Other Charges Policy.
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2.4.4.1 Policy
Students are required to pay their course and graduation fees according to the following

schedule:

2.4.4.2 Requirements

1. Students are required to pay fees each year to the Finance Division, according to the number

of courses they enrol in, and on or before the due dates listed below. Graduation fees are also

required for all Diplomas, Certificates and Degrees as appropriate and relevant to a course of

study.

Year 1 Sem. I School fees are due on the Friday of the 3™ Week of the 1 Semester

Year 1 Sem. 2School fees are due on the Friday of the 3™ Week of the 2"!Semester
Graduation fees are due on the Friday the I°' week of December

Year 2 Sem.1 School fees are due on the Friday of the 3" Week of the 1% Semester

Year 2 Sem.2 School fees are due on the Friday of the 3™ Week of the 1 Semester
Graduation fees are due on the Friday the 1°' week of December

Year 3. Sem 1School fees are due on the Friday of the 3™ Week of the 1 Semester

Year 3. Sem 2School fees are due on the Friday of the 3™ Week of the 1 Semester
Graduation fees are due on the Friday the I°' week of December

2. Students will receive receipts for all fees paid

3. Students may not attend classes after the due dates unless their fees are paid in

full.

Outcome: Students’ fees will be received by the University according to the Financial
Policies folder in the Policy Library and this will contribute to the financial well-being of the

University.

2.4.3 Computer Laboratory Rules
See the Computer Policy in the Policy Library for further information.

2.5.0 Programme Development, Approval & Review

This policy seeks to provide CUP’s framework for the formal approval of programmed and
study sequences that assure teaching and learning quality. In turn, schools and centres must

also establish a formal approval process, which articulates into the University process.

See Programme Development, Approval & Review Policy in the Policy Library for further

information.
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2.6.0 Assessment Procedures and Policies
See Assessment Procedures and Policies in the Policy Library’s Quality Assurance policies

and Academic policies folders
CUP’s policy on assessment will follow TNQAB’s guidelines for good assessment.

1. Assessment methods will be manageable, appropriate, fair, and integrated with learning.
2. Evidence will be valid, direct, authentic and sufficient.
3. Assessment will be systematic, transparent and consistent.

2.6.1 Assessment Policy (Criterion- Referenced based).

See Assessment Policies in the Policy Library’s Quality Assurance policies and Academic

policies folders.

2.6.1.1 Policy Objectives

CUP’s policy on assessment will follow TNQAB’s guidelines for good assessment.

1. Assessment methods will be manageable, appropriate, fair, and integrated with
learning.
2. Evidence will be valid, direct, authentic and sufficient.

3. Assessment will be systematic, transparent and consistent

2.6.1.2 Procedures and Responsibilities

1. Planned programmes will have varied assessment, observations, demonstrations
and self, peer or work-based assessments. Indicators of learners’ readiness to be
assessed shall be through tutors observation of learners’ performance. Provision is
made for re-assessment and appeal.

2. Learners will be fully informed by their tutors of the assessment, re-assessment and
appeal procedures at student induction. Students with special needs will be
accommodated appropriately.

3. Each instructor will personally ensure that the work assessed is that of the named

learner.
2.6.1.3 Evaluation and Review

1. Policy and procedures will be evaluated and reviewed annually by the management
and the teaching team. External moderators’ comments will be taken into

consideration.
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2. Instructors will be trained in assessment procedures using in-service workshops to

ensure the TNQAB criteria are met.

2.6.1.4 Outcome
Assessments will be fair and valid. Assessment will meet the diverse needs of the learners by

using a variety of methods.

2.6.2 Assessment — the use of TONGAN
2.6.2.1 Policy
The purpose of this policy is to outline how CUP will recognize the Tongan language as an

official language of the University

2.6.2.2 Procedures and Responsibilities:
1. Tongan is the official language of Tonga, and CUP uses the English language as
principal medium for tuition.
2. CUP will actively promote the retention, transmission, and development of the
Tongan language
3. Teaching programmed may be generic (suitable for a general student audience) or
applied (for students who have particular professional requirements) and will have
regard for Tongan as both a spoken and a written language
4. CUP will ensure that there are academic provisions including student learning
support within the University for students to study Tongan and to study in the
medium of Tongan at undergraduate levels
5. In the future, academic units which teach Tongan will also undertake research
related to the further development of Tongan language and will seek opportunities
to participate in externally funded research programmed where Tongan is a major
focus.
6. A characteristic of CUP Tongan research and teaching programmed will be
excellence and high levels of achievement.
2.6.23 Outcome:
Students will gain an appreciation of their national language and gain competency in

Tongan as both a spoken and a written language.
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2.6.3 Assessment Recognition of Prior Learning
See Assessment Recognition and Prior Learning Policy in the Policy Library (Academic

Affairs folder) for further information.

2.6.3.1 Policy Objectives

Skills, knowledge and understanding gained outside formal education or training can be
recognized. Recognition is by assessment of prior learning and acknowledges the skills and
knowledge gained outside formal learning from paid or unpaid work and experience and/or

courses of study undertaken.

2.6.3.2 Procedures and Responsibilities
Credit towards a qualification or exemptions from specific courses of study requirements can

be awarded as a result of:

1. Cross-crediting - from a short course or another course of study within Christ’s

University in Pacific

2. Credit transfer - from a short course or course of study offered by another
education and training provider

3. Recognition of Prior learning - credit awarded for informal or un-certificated
learning

a) An RPL (Recognition of Prior Learning) can be requested for any course that
CUP is accredited to assess.

b) The Head of School is responsible for confirming that units is (are) responsible
for assessing the evidence and making a decision. At least 2 staff members must
agree before RPL may be granted, the Head of School and Dean of the unit level.

c) The proposed assessment procedure must be fair, valid and transparent, and
must allow determination of whether the applicant’s knowledge, experience and
skills satisfy the course objectives. Typically assessment involves one or more
of:

1)  Anexam, where the learner undertakes the same or equivalent assessment

to that of learners enrolled in the course, or

i1)  An oral examination in which the learner’s knowledge and learning are
determined through an interview process. Interview questions and

answers should be recorded, as well as the names of those involved, or
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ii1) A portfolio that details the learner’s relevant experiences (and the learning
achieved in these), and that provides supporting evidence such as letters

or testimonials from employers or supervisors.

d) If the learner through the RPL procedure is assessed competent in the task and
satisfies the course, the RPL will be awarded and the result recorded on the

learner’s academic record or record of learning.

2.6.3.3 Evaluation and Review

Policy and procedures will be evaluated and reviewed annually by the Senate. External

moderators’ comments will be taken into consideration

2.6.3.4 Outcome
RPL will be fair and valid. Student’s prior learning that meets CUP standards and fits into the

course structure available at the time will be recognized.

2.6.4 External Moderation
See the Academic Affairs folder and Quality Assurance folder (Moderation Policy Guideline)
in the Policy Library for further information.

2.6.4.1 Policy Objectives
External moderation is an important part of the quality assurance process. It provides
comparability of standards with regard to the judgements made by academic staff members,
and ensures that student’s results are able to be defended within the broader context of the
education sector. This policy applies to all academic staff.
2.6.4.2 Objectives

1. Tomeasure the quality of judgements made by academic staff with regard to student

assessment

2. To ensure the comparability of academic standards and outcomes of units within

courses offered by CUP.

2.6.4.3 Policy Provisions
1. Atthe conclusion of Semester 1 and Semester 2 of each academic year, each faculty
will select a number of units, normally two for the external moderation and
assessment. (Select 2 subjects from each school and 2 papers from each subject

selected)

The moderation is to be undertaken by persons who are external to CUP and who are
qualified within the disciplines of selected units. These persons may be drawn from the
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public or private higher education providers. Furthermore, the moderation may also be

undertaken by a CUP staff(s) who are external to a School, including Quality Assurance

Office staff, and who are qualified within the disciplines of the selected units.

2. External moderators are to be given the following items from the lecturer/tutor:

Two student marked exam papers

b. A set of model answers to each question which clearly indicates the basis
for mark allocation for each question.

c. A copy of the Course Profile (unit outline) prepared by each teacher which
indicates structure of the course.

d. Copies of student assessment tasks from which identifying features have
been covered or removed

3. Moderators will be asked to provide a written report to the Dean of the relevant
School regarding their conclusions.

4. The Dean will seek to implement appropriate recommendations made by the
moderator. The result of each moderation will be reported in writing to the Senate
by the Dean.

5. Remuneration will not normally be offered to external moderators as this may be
seen to compromise the independence of the moderation process. However,

remuneration may be approved by the Dean on a case-by—case basis.

2.6.4.4 Supporting Procedures and Guidelines
1. Nature of the Moderation

a. The moderator will make a judgement regarding the quality of the academic
grading of the student’s work.

b. The moderation will also consider unit materials with which the course has
been taught and may make helpful suggestions with regards to such aspects as:
e The rationale
e Objectives/outcomes
e Content schedule
e Assessment schedule
e Resources for teaching

2. Documentation to be provided
The moderator is to be provided with all relevant documentation listed in the

Moderation Guidelines under the Policy Library.
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3. Timing of the Process
The internal moderation processes will occur pre and post all Unit and Program
delivery; and, all assessment material (e.g. Exams, tests and so on) will be pre and
post moderated. All moderation reports are entered into the Brown Bag process for
the internal auditor assessment. External moderation of programs will be invited

from comparable Universities on a biennial basis for all programs.

Reporting

a. External moderators are to provide a written report to the Dean of the faculty

regarding such aspects as comparability of academic standards, the standard of
student work, and the appropriateness of lecturer judgements and comments

b. Deans will summarize the moderator’s report for inclusion in the Schools
Annual Report with the original report attached as an Appendix for admission

to The Senate.
2.6.5 Internal Moderation Policy

See the Moderation Policy and Assessment Policy under the QA folder in the Policy Library
for further information.

2.6.5.1 Policy Objectives

Moderation of Assessment is the process by which the University satisfies itself that the
assessment tasks are well-designed and applied consistently across the University and its
programmes. It supports assessment practices in which student performance is properly,
fairly, reliably and consistently judged across all students undertaking the same assessment
task.

1. Learning activities and assessments are closely aligned with stated learning

2. Assessment procedures and practices are valid, fair, flexible, and culturally

appropriate and incorporate clearly defined assessment criteria.
Moderation also seeks to ensure that:

1. Good practice in assessment is being applied consistently across the institution

and its programmes.

2. Student performance is being properly, fairly and consistently judged across all

students taking the same course of study
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3. Standards expected of and achieved by students are appropriate, reliable and

comparable to good practice at the University and nationally.

2.6.5.2 Definitions

Moderation
of

Assessment:

Moderation:

Pre-
Assessment

Moderation:

Post-
Assessment

Moderation:

Moderation is a quality assurance process by which an individual or
group not involved in setting or marking an assessment task confirms
that assessment is continuously conducted with accuracy, consistency
and fairness. Moderation contributes to the continuous improvement of

assessment practices and to sharing good practice among colleagues.

Is a moderation process undertaken by a member of the University’s
academic staff who is not directly responsible for setting or marking

assessment tasks in that course.

Pre-assessment moderation validates the appropriateness, fairness,
clarity, accuracy and standard of assessment tasks and materials before

they are used for assessment.

Post-assessment moderation checks marking by moderating a designated
sample of marked student work to ensure that markers are making
consistent and accurate assessment decisions, in accordance with

published assessment criteria.

Moderator:

Unit

Moderators:

Assessment

Task:

A person, apart from the person who has set or marked the assessment
task, who is responsible for ensuring the quality of setting and marking

of student assessment.

An individual or group of individuals appointed to conduct pre- and/or

post-assessment moderation of a course.

Specific, discrete learning activities or exercises designed to obtain
evidence about students’ achievement of the published learning
outcomes of a course. Examples of assessment tasks include an essay, a

final examination, a presentation, performance or exhibition.
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Published The intended Course Objectives, presented as observable learning
Learning outcomes, and provided in writing to students in the Course Description
Outcomes: prior to the start of teaching. These learning outcomes serve as a

reference point for the pre-assessment moderation of assessment tasks.

Published The criteria, against which students’ performance in the course will be
Assessment judged, made available in writing to students in the Course Description.
Criteria: The intent is to provide students with a clear and explicit understanding

of the standards they are expected to achieve relative to the marks
awarded. The assessment criteria provide a common reference point on
which academic judgment can be based, thus promoting consistency in

marking.

2.6.5.3 Moderation of Undergraduate Unit and Post-Graduate Papers
Pre-assessment moderation will be conducted by a moderator to ensure that all: assessment

tasks meet these criteria:

1. They are appropriately aligned to the published learning outcomes and

assessment requirements of the course.
2. Are valid, fair, flexible and feasible.

3. Their content and instructions are clearly, comprehensibly and accurately

presented, and

4. The academic challenge they present the student is consistent with the level of
the course.
2.6.5.4 Responsibility for Moderation
Within the requirements and definitions set by this policy, faculties are responsible
for developing their own moderation guidelines. Faculty moderation guidelines must

be consistent with University policy and should at a minimum address:

e Definition of roles, responsibilities and accountabilities of all those engaged in
moderation.
e Provision of information about moderation to students and staff, including

moderators.
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e Provision of induction and training activities for moderators where appropriate.

e Guidance as to which assessment tasks are to be moderated

e Guidance on technical aspects of moderation.

e Procedures for resolving disagreements between markers and moderators.

e Requirements for recording decisions, reporting results and maintaining records.

e  Expectations and responsibilities for monitoring the implementation and outcomes

of moderation, including provision for continuous review by the each faculty

The Senate is responsible for approving each school’s moderation guidelines to support
the implementation of University's Moderation of Assessment Policy in their Schools.
The Quality Assurance Office sets a date by which all schools submit their moderation

guidelines and related matters.

The Deans, or nominee, is responsible for ensuring that individual Unit Moderators are
appointed and that moderation is carried out according to the approved University and

Faculty guidelines.

Unit Moderators are responsible for conducting and reporting the outcome of pre-
and/or post-assessment moderation, in accordance with the School’s Moderation

Guidelines.

The Senate is responsible for monitoring the implementation and outcomes of this
moderation of assessment policy by a) endorsing School Moderation Guidelines and b)
by receiving annual reports as part of the Annual Programme Performance Report from

each School

Staff development opportunities to support the start-up and continued implementation

of moderation will be provided.

2.6.5.5 Marking of Thesis
1. Level 9 Theses are to be assessed by the Supervisor writing a comprehensive report
and submission to an International or/and CUP moderator. Any difference of
opinion can be resolved by the Research Committee, or appointing a second
International marker.
2. Level 10 Theses are to be assessed by one CUP and two or three International

markers if there is no appropriate CUP staff expertise on the subject. Any
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difference of opinion can be resolved by the Research Committee, or appointing a

second International marker.
2.7.0 Notification & Reporting of Student Achievement

See the Student Handbook and Policies in the Academic folder in the Policy Library for further

information.
2.7.1 Notification and Reporting Policy
2.7.1.1 Policy

Students will be kept informed of their progress by the issuing of two full academic
reports of their progress each year for every year of their enrolment at CUP. It is
important for students to be kept up-to-date on their progress so that they may be
encouraged by what they have achieved & also make good choices about further

courses to study in the future.

2.7.1.2 Procedures and Responsibilities
1. Students’ records of progress will be prepared and delivered to them within one
month of the final date of examinations for each term.

a. (This being the case, the first semester report will not be given out to students
before the second term begins, therefore courses for both the first and second
semesters must be chosen at the beginning of each year. (This means the
Academic Calendar with a complete list of courses to be held that year

will be finalized by February of each year.)

2. The reports will be cumulative —This means they will contain a list of all results the

student has attempted up to the point of the report (not just the latest set of exams)

3. Each report will be a complete record of all courses the student has entered since

entering the University, including those from which he has withdrawn.

4. On graduation, and provided all fees have been paid, the student will receive a

complete official transcript of his/her courses of study.

2.8.0 QUALITY ASSURANCE POLICY AND PROCEDURES:

» Academic Program Review Process
» Self-Study Report Guide
» External Review Guide
See the QA Policies and Procedures in the Policy Library for further information.
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2.8.1 Policy Purpose

For purposes of ensuring continued academic program quality and excellence, the Christ’s
University in Pacific has adopted a quality assurance program which includes a system of self-
study, an external peer review, and a schedule of follow-up procedures. A quality assurance
review process is essential to assuring the highest academic standards in order that CUP
remains a Christian university dedicated to academic excellence, Christ-centred and Bible-

based education.

3.0 Research

See research policies in the Research Policies folder in the Policy Library.

The policies set the framework for the development and implementation of research at CUP,
within which suitably qualified academic staff carry out their required research obligations and

in which graduate students can engage and be supported in their work.

Furthermore, it also establishes a Research Institute to implement the policy and distribute
research funding, implement industry relationships, oversee consultancy, seminars, public
addresses, academic conferences, publishing and any other matters in relation to research, as

defined by the TNQAB requirements for a University.
4.0 Review of QMS Policies and Procedures

4.1 Policy
QMS Policies and Procedures will be reviewed annually, by September 30.
The purpose of an annual review is to ensure all policies are relevant and operating well in the

situations they are designed for.

4.1.1 Requirements
Policies will first be reviewed by the area of the University which has the most direct
involvement in the policy or procedure. In 2017, the responsibility for review of policies will

be as listed below:

The review will then be processed through each Division’s Committee then to the Senate and/or

SEMC as appropriate, before submitting to the BOG, when required.

Section No. The List of Policies Reviewed by

1.1 Mission, Statement of Faith & Vision of CUP | BOG
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1.2 Achievement of Goals and Objectives BOG

2.1 Governance and Management

2.1.1 Organizational Structure Policy BOG

2.1.2 Entities of the University BOG

2.1.3 Health and Safety in Employment Policy BOG

2.14 Smoke-Free Policy BOG

2.1.5 Protected Disclosure Policy BOG

2.1.6 Privacy Policy BOG

2.1.7 Equal Employment Policy SEMC

2.2 Human Resource Policies

221 Staff Selection Policy -SEMC

2.2.2 Summary of Administrators Qualifications ASAC

2.23 Summary of Staff Qualifications ASAC

2.2.4 Staff Appraisal and Development ASAC

2.2.5 Staff Workshops ASAC

2.2.6 Staff Training Records AAC and ASAC

2.2.7 Harassment & Bullying Policy AAC and ASAC

2.2.8 Adjunct and Visiting Staff Policy Senate and SEMC

2.3 Physical Learning Resources AAC, FAC and ASAC

231 Summary of Facilities Senate and SEMC

2.3.2 Financial Resources FAC

233 Administrative Resources Senate and SEMC

234 Summary of Documents Kept by Instructors | Registrar & ASAC

2.3.5 Physical Resources FAC

24 Student Information, Entry and Support

241 Local Student Entry Policy Registrar &Management
& Administration

24.2 Student Guidance and Support Policy Registrar, Management &
Administration

243 Procedure for Student Enrolment AAC, FAC, ASAC

2.4.4 Payment of Student Fees Management &
Administration

24.5 Computer Laboratory Rules As above
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2.5 Development of New Programmes
2.5.1 Programme Development, Approval & | Senate
Review
2.5.2 Programme Delivery Senate
Course Evaluation Form (3 pages) Senate
2.6.0 Assessment & Moderation
2.6.1 Assessment Policy (Criterion-Based) Senate
2.6.2 Assessment — the use of TONGAN Senate
2.6.3 Assessment / Recognition of Prior Learning Senate
2.6.4 External Moderation Senate
2.6.5 Internal Moderation Senate
2.7 Notification & Reporting of Student
Achievement
2.7.1 Notification and Reporting Policy Senate
2.7.2 Appeal and Reassessment or Supplementary | Senate
Assessment
2.8 Quality Assurance Policy and Procedures Senate
3.0 Research
3.1 Research Policy Senate
4.0 Achievement of Goals and Objectives SEMC
4.1 Review of QMS Policies and Procedures SEMC

4.1.2 Explanation

The results of the review of each policy should be compiled by the secretary of each committee

and forwarded to the Senate or SEMC as appropriate by, or earlier than, the 315 June.

4.1.4 Outcome:

The policies will be relevant and helpful to the University's operations.

4.1.5 Review:
This policy will be renewed by the Senate and SEMC annually. It may be necessary for the

Senate or SEMC to suggest changes in the Committee allocated to review some policies
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