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1. Panduan ini menerangkan proses penyediaan dokumen program pengajian 

untuk tujuan akreditasi program bagi program peringkat prasiswazah dan 
siswazah kecuali program yang mempunyai akreditasi dibawah badan profesional. 

 
2. Tatacara dan proses penyediaan dokumen program dalam panduan ini adalah 

berpandukan keperluan dokumen mengikut kategori akreditasi atau audit program 
sebagaimana berikut :  

 
Jadual 1 : Penerangan berkaitan setiap kategori akreditasi dan audit program 

Bil. 
Kategori 

Akreditasi/Audit 
Program/Penilaian 

Penerangan 

1. 
Akreditasi 
Sementara 

penilaian fasa awal ke atas program baharu untuk 
memastikan sama ada sesuatu program itu menepati 
keperluan kualiti minimum dari segi kurikulum dan 
sistem sokongan penyampaian program sebelum 
sesuatu program ditawarkan. 

2. Akreditasi Penuh 

penilaian ke atas program baharu yang telah 
mendapat kelulusan Akreditasi Sementara dan perlu 
mendapat Akreditasi Penuh selewat-lewatnya satu 
(1) sesi sebelum kohort pertama pelajar bergraduat. 
Penilaian ini adalah untuk memastikan kegiatan 
pengajaran, pembelajaran dan semua aktiviti lain yang 
berkaitan dengan sesuatu program yang ditawarkan 
telah menepati standard kualiti dan mematuhi Kerangka 
Kelayakan Malaysia (KKM).  

3. Audit Pengekalan 

penilaian semula keatas program pengajian yang 
telah mendapat akreditasi. Pelaksanaan penilaian 
adalah sekurang-kurangnya sekali (1) dalam tempoh 
lima (5) tahun dari tarikh akreditasi terdahulu. 

4. 
Audit Semakan 
Semula 

penilaian ke atas program yang sedang disemak 
semula dan peratus perubahan kurikulumnya melebihi 
30%. 

5. 
Penamaan Semula 
Nama Program 

penilaian keatas perubahan nama program 
disebabkan oleh istilah dan untuk memenuhi 
nomenklatur baharu. 

 
3. Proses yang dinyatakan dalam panduan ini perlu dipatuhi untuk memenuhi 

keperluan Agensi Kelayakan Malaysia (MQA) dan Swaakreditasi Universiti Putra 
Malaysia (UPM). 

 
 
 
 
 
 
 

 

PENGENALAN 
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Rujukan Pematuhan Kepada Standard MQA dan Prosedur UPM 
 
1. Dalam menyediakan dokumen program, fakulti perlu merujuk kepada keperluan 

standard MQA terkini (di laman web MQA www2.mqa.gov.my/QAD)  bagi 
memastikan pematuhan program terhadap standard yang ditetapkan iaitu : 
 

(a) Kerangka Kelayakan Malaysia (KKM) atau Malaysian Qualifications 
Framework (MQF) terkini  
 

- Penjelasan berkaitan tahap pembelajaran, hasil pembelajaran dan sistem 
kredit berasaskan beban pembelajaran pelajar.  
(Kerangka Kelayakan Malaysia : www2.mqa.gov.my/QAD) 

 
(b) Kod Amalan terkini iaitu panduan berkaitan bidang penilaian bagi tujuan 

jaminan kualiti meliputi: 
 

(a) Kod Amalan Akreditasi Program (COPPA); 
(b) Kod Amalan Audit Institusi (COPIA); dan 
(c) Kod Amalan Pembelajaran Terbuka dan Jarak Jauh (COP-ODL)  

        (Kod Amalan : www2.mqa.gov.my/QAD) 
 

(c) Standard Program  
 

- Kriteria yang ditentukan berdasarkan tahap minimum yang perlu dicapai 
untuk sesuatu bidang dan merangkumi kesemua tahap kelayakan MQF dari 
sijil hingga ijazah kedoktoran. (Standard Program : www2.mqa.gov.my/QAD) 
 

(d) Standard  
 

- Dokumen standard menetapkan garis panduan umum berkenaan sesuatu 
tahap kelayakan berdasarkan MQF iaitu Kursus Asas, Diploma Eksekutif, 
Ijazah Sarjana dan Kedoktoran dan Sijil Siswazah dan Diploma Siswazah. 
(Standard : www2.mqa.gov.my/QAD) 
 

(e) Garis Panduan Amalan Baik 
 

- Siri garis panduan untuk membantu dalam melaksanakan COPPA dan 
COPIA. (Garis Panduan Amalan Baik : www2.mqa.gov.my/QAD) 

 
2. Justeru, dokumen program yang akan disediakan hendaklah : 

 
(a) merujuk dan menggunakan format COPPA yang terkini iaitu COPPA edisi 

kedua;  
(b) merujuk bersama standard program (jika ada); atau  
(c) merujuk dokumen standard yang berkaitan, contohnya Standard Kursus 

Asas untuk Program Asasi Sains Pertanian dan Standard Ijazah Sarjana 
dan Kedoktoran untuk program siswazah iaitu Master dan Ph.D. 
 

Panduan Bagi Penyediaan Dokumen Program  

Prasiswazah & Siswazah
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3. Fakulti juga perlu memastikan keperluan tindakan penyediaan dokumen program 

serta proses kelulusan akreditasi dipatuhi sepertimana yang dinyatakan dalam 
Prosedur Audit Swaakreditasi Program Pengajian yang boleh dicapai di e-ISO 
UPM http://www.reg.upm.edu.my/eISO/  dan Panduan Pengurusan 
Swaakreditasi Program Pengajian di laman web CQA pada Muat Turun 
Dokumen (http://www.cqa.upm.edu.my/faildokumen). 

 
 

Format Penyediaan Dokumen 
 
1. Secara umumnya bagi memenuhi keperluan akreditasi program,  tiga (3) dokumen 

berkenaan perlu disediakan iaitu :  
 

Bahagian A : Maklumat Umum Universiti Putra Malaysia  

Bahagian B : Ringkasan Program Pengajian 

Bahagian C : Standard Program (serta Penilaian Kendiri Program 
(Program Self-Review Report (PSRR)) 

 
2. Keperluan dokumen yang perlu disediakan adalah mengikut kategori akreditasi 

atau audit program. Ringkasan keperluan dokumen mengikut akreditasi serta 
tindakan penyediaan dokumen adalah seperti jadual di bawah: 
 
Jadual 2 : Jadual keperluan dan tindakan penyediaan dokumen mengikut kategori akreditasi 
/ audit program 

Bil. 
Kategori 

Akreditasi / Audit 

Bahagian 

A 
Maklumat 

Umum UPM 

B 
Ringkasan 
Program 

C 
Standard 
Program 

1. 
Akreditasi 
Sementara 

√ 
(tindakan CQA) 

√ 
(tindakan Fakulti) 

√ 
(tindakan Fakulti) 

2. Akreditasi Penuh 
√ 

(tindakan CQA) 
√ 

(tindakan Fakulti) 

√ 
serta PSRR 

(tindakan Fakulti) 

3. 
Audit Semakan 
Semula melebihi 
30% 

- - 

√ 
(Bidang 1,2 & 3-  
Rujuk *PPDPP 

sedia ada 
(prasiswazah) / 
Standard Ijazah 

Sarjana & 
Kedoktoran 
(siswazah)) 

(tindakan Fakulti) 

4. Audit Pengekalan 
√ 

(tindakan CQA) 
√ 

(tindakan Fakulti) 

√ 
serta PSRR 

(tindakan Fakulti) 

5. 
Penamaan Semula 
Nama Program 

Kertas Pembawa dan Ringkasan Program Pengajian 
(Bahagian B) (penyataan justifikasi penamaan semula 
nama program) 

 
*PPDPP : Panduan Penyediaan Dokumen Program Pengajian  

 

http://www.reg.upm.edu.my/eISO/
http://www.cqa.upm.edu.my/faildokumen
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3. Kriteria dan standard serta penyataan soalan kepada setiap kriteria dan 
standard dalam COPPA Edisi Kedua yang disediakan oleh MQA adalah 
dalam Bahasa Inggeris. Walau bagaimanapun, fakulti diminta untuk memberikan 
maklum balas dalam Bahasa Melayu, selaras dengan arahan kerajaan yang 
mewajibkan penggunaan Bahasa Melayu dalam urusan rasmi dan pentadbiran.  

 
4. Dokumen program pengajian yang telah siap perlu dikemukakan sebanyak 3 

salinan keras dan 1 salinan lembut ke urusetia untuk pertimbangan 
Jawatankuasa Swaakreditasi Program Pengajian (JKSPP). Tatacara terperinci 
proses penyediaan dokumen program, proses pengauditan dan kelulusan 
akreditasi/audit boleh merujuk kepada Prosedur Audit Swaakreditasi Program 
Pengajian yang boleh dicapai di e-ISO UPM http://www.reg.upm.edu.my/eISO/ 
dan Panduan Pengurusan Swaakreditasi Program Pengajian di laman web 
CQA pada Muat Turun Dokumen (http://www.cqa.upm.edu.my/faildokumen). 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

http://www.reg.upm.edu.my/eISO/
http://www.cqa.upm.edu.my/faildokumen
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Penerangan ringkas keperluan setiap bidang penilaian  
 

1. Bahagian A : Maklumat Umum Universiti Putra Malaysia 
 

Pada asasnya, ia merupakan satu profil institusi Pemberi Pengajian Tinggi 
(PPT). Terdapat 19 perkara seperti tersenarai di bawah : 

• Perkara 1 dan 2 memerlukan nama PPT dan tarikh penubuhannya. 

• Perkara 3 pula memerlukan nombor rujukan yang menunjukkan bahawa 
penubuhan institusi berkenaan telah pun menerima kelulusan pihak 
berkuasa yang berkaitan.  

• Perkara 4 pula meminta nama dan jawatan rasmi ketua pegawai 
eksekutif PPT. 

• Perkara 5 hingga 9 memerlukan PPT menyenaraikan alamat dan 
maklumat-maklumat lain untuk perhubungan.  

• Perkara 10 meminta nama dan alamat jabatan-jabatan PPT berkenaan 
yang terletak di luar kampus utamanya.  

• Perkara 11 meminta nama dan alamat kampus cawangan, jika 
berkenaan.  

• Perkara 12 dan 13 memerlukan PPT menyenaraikan kesemua jabatan, 
termasuk yang berada di kampus cawangan, di samping bilangan 
program yang ditawarkan dan maklumat terperinci program-program 
tersebut.  

• Perkara 14, 15 dan 17 meminta maklumat berkenaan staf akademik, 
pelajar dan staf pentadbiran dan khidmat sokongan.  

• Perkara 16 pula adalah khusus berkenaan kadar penyusutan pelajar.  

• Perkara 18 memerlukan PPT mengemukakan carta organisasinya.  

• Perkara 19 mahukan nama dan maklumat terperinci pegawai 
perhubungan PPT berkenaan. 
 

Maklumat ini akan disediakan daripada Bahagian Pengurusan Kualiti Akademik 
dan Akreditasi, CQA. 

 

2. Bahagian B : Ringkasan Program Pengajian 

 

Ringkasan program pengajian adalah sama seperti Ringkasan Eksekutif yang 
digunakan untuk tujuan pembentukan program baharu/semakan semula 
kurikulum diperingkat prasiswazah dan siswazah.  

 
3. Bahagian C : Standard Program  

 
3.1 Terdapat tujuh (7) bidang penilaian dalam COPPA Edisi Kedua yang 

mengandungi 98 kriteria dan standard yang wajib dipatuhi untuk sesuatu 
program itu diberikan akreditasi. Tujuh (7) bidang penilaian serta 
bilangan standard bagi setiap bidang penilaian tersebut adalah seperti 
berikut : 
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 Jadual 3 : Senarai dan tajuk bidang penilaian dalam COPPA Edisi Kedua 

Bil. 
Bidang 

Penilaian 
Tajuk Bidang Penilaian 

Bilangan 
Standard 

1. Bidang 1 Pembangunan dan Penyampaian Program 17 

2. Bidang 2 Penilaian Pembelajaran Pelajar 11 

3. Bidang 3 
Pemilihan Pelajar dan Perkhidmatan 
Sokongan  

20 

4. Bidang 4 Staf Akademik 15 

5. Bidang 5 Sumber Pendidikan 10 

6. Bidang 6 Pengurusan Program 16 

7. Bidang 7 
Pemantauan, Semakan dan Penambahbaikan 
Kualiti Berterusan 

9 

JUMLAH 98 

 

3.2 Didalam bahagian ini, pihak CQA telah mengenalpasti terdapat soalan 
dan penyataan standard yang memerlukan maklum balas pelaksanaan 
diperingkat berikut : 

 
(a) peringkat universiti; atau 
(b) peringkat fakulti; atau 
(c) peringkat universiti dan fakulti. 

 
Bagi memudahkan fakulti, maklumat diperingkat universiti akan 
disediakan oleh pihak CQA hasil maklum balas daripada PTJ yang 
berkaitan. Oleh itu, pihak fakulti hanya perlu memfokus kepada 
memberi maklum balas pelaksanaan diperingkat fakulti sahaja. 

 
3.3 Dalam memenuhi keperluan penyediaan dokumen di bahagian ini, fakulti 

perlu mengemukakan Penilaian Kendiri Program atau Programme Self-
Review Report (PSRR) bagi setiap bidang penilaian untuk tujuan 
Akreditasi Penuh dan Audit Pengekalan sahaja. PSRR ini merupakan 
audit kualiti dalaman yang dilaksanakan oleh jabatan. Secara ringkas, 
Laporan Penilaian Kendiri harus mengandungi perkara-perkara berikut:  

 
•  Kekuatan program dalam mencapai matlamatnya;  
•  Bidang yang perlu diberikan perhatian;  
•  Strategi bagi mengekal dan meningkatkan kekuatan 

program;  
•  Langkah-langkah yang telah diambil untuk mengatasi 

bidang bermasalah; dan  
•  Kesimpulan serta cadangan untuk penambahbaikan. 
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CONTOH FORMAT DOKUMEN PROGRAM 

 

 

 
 

 

 

DOKUMEN PROGRAM PENGAJIAN  
 

 

 

NAMA PROGRAM  : 

 

FAKULTI    : 

 

TUJUAN    : Akreditasi Sementara   

PENYEDIAAN     Akreditasi Penuh 

DOKUMEN    Audit Pematuhan  

Audit Semakan  

Semula 

 

      

TARIKH DOKUMEN  :  

DISIAPKAN 
 

 
 
 
 
 
 
 
 
 



8 

 

BAHAGIAN A: MAKLUMAT UMUM UNIVERSITI PUTRA MALAYSIA 

(Maklumat ini akan disediakan oleh Bahagian Pengurusan Kualiti Akademik, CQA) 

 
1. Nama Pemberi Pendidikan Tinggi : 

2. Tarikh Penubuhan   : 

3. No. Rujukan Kelulusan Penubuhan: 

4. Nama, gelaran dan jawatan rasmi ketua eksekutif: 

5. Alamat: 

• Alamat : 

• Surat menyurat (sekiranya berlainan daripada yang atas): 

6. Tel. : 

7. Faks : 

8. E-mel : 

9. Laman Web : 

10. Nama dan alamat Fakulti/Sekolah/Jabatan/Pusat (sekiranya terletak di luar kampus utama): 

i.  

ii.  

iii.  

 

11. Nama dan alamat kampus cawangan (jika berkenaan): 

12. Senarai Fakulti/Sekolah/Jabatan/Pusat di Pemberi Pendidikan Tinggi (dan kampus 
cawangan) dan bilangan program yang ditawarkan: 

 

Bil. Nama Fakulti/Sekolah/Jabatan/Pusat Bil. Program yang ditawarkan 
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13. Jumlah bilangan staf akademik: 

 

Status Kelulusan Akademik 
Bilangan Staf 

Tempatan Luar negara Jumlah 

Sepenuh Masa 

PhD    

Sarjana    

Sarjana Muda    

Diploma    

Profesional    

Lain-lain    

Jumlah Kecil    

Separuh Masa 

PhD    

Sarjana    

Sarjana Muda    

Diploma    

Profesional    

Lain-lain    

Jumlah Kecil    

 

14. Jumlah Bilangan pelajar: 

 

 
Bilangan Pelajar Orang Kurang Upaya Jumlah 

Tempatan Luar Negara Luar Negara Tempatan 
 

Lelaki      

Perempuan      

Jumlah      

 

15. Kadar penyusutan jumlah pelajar: 
 

 
 

Tahun 
Jumlah 

Pelajar (A) 
Bilangan pelajar 

meninggalkan institusi (B) 

Kadar 
Penyusutan 

(%) (B/A)*100 

Sebab 
meninggalkan 

institusi 

Tahun semasa      

1 tahun sebelum      

2 tahun sebelum      

3 tahun sebelum      

 

16. Jumlah bilangan staf pentadbiran dan sokongan: 
 

Bil. Jawatan Bil. Staf 
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17. Butiran program yang kini ditawarkan oleh Pemberi Pendidikan Tinggi (dan kampus 

cawangan) 
 

Bil
. 

Nama 
Progra

m 

Peringk
at 

MQF 

Badan 
Pembe

ri 
Ijazah 

 
Lokasi 

Penawara
n 

Jenis 
Program 
(Kerjasa

ma 
Sendiri) 

Tarikh 
Kelulusa

n 

Tarikh 
Akreditasi 

Penuh 
(termasuk 

Badan 
Profesion

al) 

Tarikh 
Pengiktiraf

an  

Enrolme
n 

Pelajar 

          

          

          

          

          

 

18. Lampirkan carta organisasi terkini Pemberi Pendidikan Tinggi. 

19. Pegawai Perhubungan : 

• Nama (Gelaran) : 

• Jawatan  : 

• Tel.  : 

• Faks  : 

• E-mel  : 
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BAHAGIAN B: RINGKASAN PROGRAM PENGAJIAN 
 

Ringkasan program pengajian adalah sama seperti Ringkasan Eksekutif yang 
digunakan untuk tujuan pembentukan program baharu/semakan semula kurikulum 
diperingkat prasiswazah dan siswazah. Rujuk format terkini yang ditetapkan oleh 
Bahagian Urus Tadbir Akademik untuk prasiswazah dan Sekolah Pengajian Siswazah 
untuk program siswazah. 
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BAHAGIAN C : STANDARD PROGRAM 

 

INFORMATION ON AREA 1: PROGRAMME DEVELOPMENT AND DELIVERY 

 

1.1 Statement of Educational Objectives of Academic Programme and Learning 

Outcomes 

 

1.1.1 Explain how the programme is in line with, and supportive of, the vision, mission 

and goals of the HEP. 

Maklumat pelaksanaan di fakulti 

 

1.1.2 Provide evidence and explain how the department has considered market and 

societal demand for the programme. In what way is this proposed programme an 

enhanced of the other? 

Maklumat pelaksanaan di fakulti 

 

1.1.3 a) Map the programme learning outcomes against the programme                                                                                     

educational objectives. (Provide information in Table 1). 

Maklumat pelaksanaan di fakulti 

 

b) Map the programme learning outcomes against the programme educational 

objectives. (Provide information in Table 1). 

Maklumat pelaksanaan di fakulti 

 

Contoh jadual MQA :Table 1: Matrix of Programme Learning Outcomes 

(PLO) against the Programme Educational Objective (PEO). (Mohon 

kemukakan jadual sepertimana yang ditetapkan oleh Bahagian Urus 

Tadbir Akademik / Sekolah Pengajian Siswazah) 

Programme Learning 
Outcomes (PLO) 

Programme Educational Objectives (PEO) 

PEO1 PEO2 PEO3 PEO4 

PLO 1     

PLO 2     

PLO 3     

PLO 4     

PLO 5     

 

c) Describe the strategies for the attainment of PLOs in term of teaching and 

learning strategies, and assessment.    

           Maklumat pelaksanaan di fakulti 

 

1.1.4 Map the programme learning outcomes to MQF level descriptors and the eight 

MQF learning outcomes domains.  

Maklumat pelaksanaan di fakulti 
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1.1.5 a)   How are the learning outcomes related to the career and further  

studies options of the student on completion of the programme? 

        Maklumat pelaksanaan di fakulti 

 

b) Do the learning outcomes relate to the existing and emergent needs of the 

profession, industry and the discipline? How was this established?  

Maklumat pelaksanaan di fakulti 

 

1.2 Programme Development: Process, Content, Structure and Teaching-

Learning Methods 

 

1.2.1 Describe the provisions and practices that indicate the autonomy of the 

department in the design of the curriculum, and its utilisation of the allocated 

resources. 

Maklumat diperingkat Universiti  

 

Maklumat pelaksanaan di fakulti 

 

1.2.2 Describe the processes to develop and approve curriculum. 

Maklumat diperingkat Universiti  

1.2.3 a)   Who and how are the stakeholders consulted in the development of  

the curriculum? 

 Maklumat pelaksanaan di fakulti 

 

b) Explain the involvement of educational experts in this curriculum 

development. 

Maklumat pelaksanaan di fakulti 

1.2.4 a)    Describe how the curriculum fulfils the requirements of the discipline  

of study in line with the programme standards  (if applicable) and  

good practices in the field   

Maklumat pelaksanaan di fakulti 

 

b) Provide the necessary information, where applicable, in Table 2: 

  Maklumat pelaksanaan di fakulti 
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Contoh jadual MQA : 

Table 2: Components of the programme and its credit value 

(Mohon kemukakan jadual sepertimana yang ditetapkan oleh Bahagian Urus Tadbir 

Akademik / Sekolah Pengajian Siswazah) 

 

No. Course Classification 
Credit 

Value 

Percentage 

(%) 

1. Compulsory courses/modules*   

2. 
 

Core**/Major(s)***/Specialisation:  

• Courses 

• Projects/Thesis/Dissertation 

  

  

3. Optional/Elective courses****   

4. Minor courses (if applicable)   

5. Industrial training/Practicum   

6. Others (specify)   

Total Credit Value  100 

 

Note:  

* Compulsory courses/modules refers to Mata Pelajaran Umum (MPU) and other courses 
required   by the HEP. 
** Core courses also include faculty common courses. 
*** Provide information on major including double major if applicable.  
**** Optional/elective courses refer to courses where students can exercise choice. 
 

c) Provide a brief description for each course offered in the programme. Please 

arrange the courses by year and semester as in Table 3. 

Maklumat pelaksanaan di fakulti 

(Mohon kemukakan jadual sepertimana yang ditetapkan oleh Bahagian 

Urus Tadbir Akademik / Sekolah Pengajian Siswazah) 
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Contoh jadual MQA : Table 3: Brief description of courses offered in the programme 

(Mohon kemukakan jadual sepertimana yang ditetapkan oleh Bahagian Urus Tadbir 

Akademik / Sekolah Pengajian Siswazah 

 

 

No. 

Semester/ 

Year 

Offered 

Name and 

Code of 

Course 

Classification 

(Compulsory 

Major/Minor/ 

Elective) 

Credit 

Value 

Programme Learning 

Outcomes (PLO) Prerequisite/ 

co-requisite 

 

Name(s) 

of 

Academic 

Staff 

P
L

O
1

 

P
L

O
2

 

P
L

O
3

 

P
L

O
4

 

P
L

O
5

 
1.            

2.            

3.            

4.            

       

d) Provide information for each course, where applicable in Table 4. 

Maklumat pelaksanaan di fakulti 

Contoh jadual MQA : Table 4: Course information (a template in Excel format is provided 

separately for HEP to fill in) (Mohon kemukakan jadual sepertimana yang ditetapkan oleh 

Bahagian Urus Tadbir Akademik / Sekolah Pengajian Siswazah) 

 

1. Name and Code of Course: 

2. Synopsis: 

3. Name(s) of academic staff:  

4. Semester and year offered: 

5. Credit value: 

6. Prerequisite/co-requisite (if any): 

7. 

Course learning outcomes (CLO): 
CLO 1 - …. 
CLO 2 - …. 
CLO 3 - …. 

1. 8. 

Mapping of the Course Learning Outcomes to the Programme Learning Outcomes, Teaching 
Methods and Assessment: 

Course 
Learning 
Outcomes 
(CLO) 

Programme Learning Outcomes (PLO) 
Teaching 
Methods 

Assessment 
 

PLO 
1 

PLO 
2 

PLO 
3 

PLO 
4 

PLO 
5 

PLO 
6 

PLO 
7 

PLO 
8 

PLO 
9 

  

CLO 1            

CLO 2            

CLO 3            

 

Indicate the primary causal link between the CLO and PLO by ticking “✓“ the appropriate box. 
(This description must be read together with Standards 2.1.2, 2.2.1 and 2.2.2 in Area 2.) 



16 

 

2. 9. 
Transferable Skills (if applicable): 
(Skills learned in the course of study which can be useful and utilised in other settings.) 

3. 10. 

 
Distribution of Student Learning Time (SLT): 
 

Course Content 
Outline 

CLO* 

Teaching and Learning Activities 

Total SLT Guided Learning (F2F) Guided Learning 
(NF2F) 

e.g. e-Learning  

Independent 
Learning 
(NF2F) L T P O 

1         

2         

3         

4         

 

Continuous 
Assessment 

 Percentage (%) Total SLT 

1   
 

2   

Final 
Assessment 

 Percentage (%) Total SLT 

1   
 

2   

 

GRAND TOTAL SLT  

 

L = Lecture, T = Tutorial, P = Practical, O = Others, F2F = Face to Face, NF2F = Non Face to Face 
*Indicate the CLO based on the CLO’s numbering in Item 8. 

4. 11. 
Identify special requirement or resources to deliver the course  
(e.g., software, nursery, computer lab, simulation room): 

5. 12. References (include required and further readings, and should be the most current): 

6. 13. Other additional information: 

 

1.2.5 Explain the appropriateness of teaching and learning methods applied to achieve  

the objectives and learning outcomes of the programme. (This is to be read 

together with information in 1.1.3.) 

Maklumat pelaksanaan di fakulti 

1.2.6 What are the co-curricular activities available to the students of this programme? 

How do these activities enrich student learning experience, and foster personal 

development and responsibility? 

Maklumat diperingkat Universiti  

  Maklumat pelaksanaan di fakulti 
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1.3 Programme Delivery 

 

1.3.1 Provide evidence on how the department ensures the effectiveness of delivery in 

supporting the achievement of course and programme learning outcomes. 

Maklumat diperingkat Universiti  

 

Maklumat pelaksanaan di fakulti 

 

1.3.2 Show evidence that the students are provided with, and briefed on, the current 

information about the programme, for example, Student Study Guide, Student 

Handbook and Student Project Handbook. 

 Maklumat diperingkat Universiti  

 

Maklumat pelaksanaan di fakulti 

 

1.3.3 a) Provide details of the coordinator of the programme and members of the  
team responsible for the programme. State the manner in which the 
academic team manages the programme. What are their authority and 
responsibility? What are the procedures that guide the planning, 
implementation, evaluation and improvement of the programme? 
Maklumat diperingkat Universiti  

Maklumat pelaksanaan di fakulti 
 
b) Does the programme team have access to adequate resources? Provide 

evidence. 
Maklumat pelaksanaan di fakulti 

 

1.3.4 Show how the department provides favourable conditions for teaching and 

learning. 

 Maklumat pelaksanaan di fakulti 

 

1.3.5 Describe the department’s initiatives to encourage innovations in teaching, 

learning and assessment. 

Maklumat diperingkat Universiti  

 

Maklumat pelaksanaan di fakulti 

 

1.3.6 State how the department obtains feedback and uses it to improve the delivery of 

the programme outcomes. Provide evidence.   

Maklumat diperingkat Universiti  

 

Maklumat pelaksanaan di fakulti 

  
PROGRAMME SELF- REVIEW REPORT : AREA 1 
( hanya untuk keperluan Akreditasi Penuh dan Audit Pengekalan ) 
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INFORMATION ON AREA 2: ASSESSMENT OF STUDENT LEARNING 

 

2.1 Relationship between Assessment and Learning Outcomes 

 

2.1.1 Explain how assessment principles, methods and practices are aligned to the 

achievement of learning outcomes of the programme consistent with MQF level. 

(The information given for this standard must be consistent with that of 1.2.4 in 

Area 1.)  

Maklumat pelaksanaan di fakulti 

 

2.1.2 Describe how the alignment between assessment and learning outcomes are 

regularly reviewed to ensure its effectiveness (please provide policy on the 

review, if any). Provide evidence. 

 Maklumat pelaksanaan di fakulti 

 

2.2 Assessment Methods 

 

2.2.1 Describe how a variety of assessment methods and tools are used in assessing 

learning outcomes and competencies. Show the utilisation of both summative 

and formative assessment methods within the programme. 

(The information given for this standard must be consistent with that of 1.2.4 in 

Area 1.) 

 Maklumat pelaksanaan di fakulti 

 

2.2.2 a) Explain how the department ensures the validity, reliability, integrity, 

currency and fairness of student assessment over time and across sites 

(if applicable).  

         Maklumat pelaksanaan di fakulti 

 

b) Indicate the authority and processes for verification and moderation of 

summative assessments. 

          Maklumat pelaksanaan di fakulti 

 

c) What guidelines and mechanisms are in place to address plagiarism 

among students? 

Maklumat diperingkat Universiti 

 

d) Are the assessment methods reviewed periodically? Describe the review 

of the assessment methods in the programme conducted (e.g., the 

existence of a permanent review committee on assessment and 

consultation with external assessors and examiners, students, 

alumni and industry). 

        Maklumat pelaksanaan di fakulti 
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2.2.3 a) Describe the student assessment methods in term of its duration,  

      diversity,weight, criteria and coverage. Describe the grading system  

       used. How are these documented and communicated to the students? 

Maklumat diperingkat Universiti 

 

b) Explain how the department provides feedback to the students on their 

academic performance to ensure that they have sufficient time to 

undertake remedial measures. 

 Maklumat pelaksanaan di fakulti 

 

c) How are results made available to the students for purposes of feedback 

on performance, review and corrective measures? 

Maklumat diperingkat Universiti 

 

d) Specify whether students have the right to appeal. Provide information on 

the appeal policy and processes. How are appeals dealt with? 

Maklumat diperingkat Universiti 

 

e) Explain the mechanism to review and implement new methods of 

assessment. Append a copy of the Regulations of Examination. 

Maklumat diperingkat Universiti 

 

2.2.4 Explain the processes in making changes to the assessment method. How are 

the changes are made known to the students? 

Maklumat diperingkat Universiti 

 

2.3 Management of Student Assessment 

 

2.3.1 Explain the roles, rights and power of the department and the academic staff in 

the management of student assessment. 

   Maklumat pelaksanaan di fakulti 

 

2.3.2 Describe how the confidentiality and security of student assessment documents 

as well as academic records are ensured. 

   Maklumat pelaksanaan di fakulti 

 

2.3.3 Explain how and when continuous and final assessments results are made 

available to students.  

Maklumat diperingkat Universiti  

Maklumat pelaksanaan di fakulti 
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2.3.4 What guidelines and mechanisms on students’ appeal against course results are 

in place? 

Maklumat diperingkat Universiti 

 

2.3.5 Explain how the department periodically reviews the management of 

student assessment and measures it take to address the issues 

highlighted by the review.  

Maklumat pelaksanaan di fakulti 

 

PROGRAMME SELF- REVIEW REPORT : AREA 2  

( hanya untuk keperluan Akreditasi Penuh dan Audit Pengekalan ) 
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INFORMATION ON AREA 3: STUDENT SELECTION AND SUPPORT SERVICES 

 

3.1 Student Selection 

 

3.1.1 a) State the criteria and the mechanisms for student selection including  

that of transfer students and any other additional requirements, for 

example, those in relation to students with special needs. 

 Maklumat diperingkat Universiti 

 

Maklumat pelaksanaan di fakulti 

 

b) Provide evidence that the students selected fulfil the admission policies 

that are consistent with applicable requirements. 

 Maklumat diperingkat Universiti 

 

c) Describe the admission mechanisms and criteria for students with other 

equivalent qualifications (where applicable). 

Maklumat diperingkat Universiti 

 

3.1.2 a) Explain how the selection criteria are accessible to the public. 

          Maklumat diperingkat Universiti 

 

b) If other additional selection criteria are utilised, describe them. 

       Maklumat diperingkat Universiti 

 

c) Show evidence that the admission policy and mechanisms are free from 

unfair discrimination and bias. 

       Maklumat diperingkat Universiti 

 

3.1.3 a) Provide information on student intake for each session since        

commencement and the ratio of the applicants to intake. 

Maklumat pelaksanaan di fakulti 

 

b) Describe how the size of student intake is determined in relation to the                   

capacity of the department and explain the mechanisms for adjustments, 

taking into account the admission of visiting, auditing, exchange and 

transfer students. 

Maklumat diperingkat Universiti 

 

Maklumat pelaksanaan di fakulti 
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3.1.4 Describe the policies, mechanisms and practices for appeal on student selection, 

if applicable. 

Maklumat diperingkat Universiti 

 

Maklumat pelaksanaan di fakulti 

 

3.1.5 State the support provided for those who are selected but need additional 

developmental and remedial assistance.  

Maklumat diperingkat Universiti 

 

Maklumat pelaksanaan di fakulti 

 

3.2 Articulation and Transfer 

 

3.2.1 Describe how the department facilitates student mobility, exchanges and 

transfers, nationally and internationally. 

Maklumat diperingkat Universiti 

 

   Maklumat pelaksanaan di fakulti 

 

3.2.2 Indicate how students accepted for transfer demonstrate comparable 

achievements in their previous programme of study.  

Maklumat diperingkat Universiti 

 

Maklumat pelaksanaan di fakulti 

 

3.3 Student Support Services 

 

3.3.1 What support services are available to students? Show evidence that those who 

provide these services are qualified. What other additional support arrangements 

provided by other organisations are accessible to students? 

Maklumat diperingkat Universiti 

 

3.3.2 a) Describe the roles and responsibilities of those responsible for  

     student support services. 

Maklumat diperingkat Universiti 

 

b) Describe the organisation and management of the student support 

services and maintenance of related student records. 

       Maklumat diperingkat Universiti 
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3.3.3 How are students orientated into the programme? 

Maklumat diperingkat Universiti 
 
Maklumat pelaksanaan di fakulti 

 
 

3.3.4 a) Describe the provision of the academic, non-academic and career  

      counselling services to students. 

 Maklumat diperingkat Universiti 
 

b) How are the effectiveness of the academic, non-academic and career 

counselling services measured, and the progress of those who seek its 

services monitored? What plans are there to improve the services, 

including that of enhancing the skills and professionalism of the 

counsellors? 

 Maklumat diperingkat Universiti 

 

3.3.5 Describe the mechanisms that exist to identify and assist students who are in 

need of academic, spiritual, psychological and social support. 

Maklumat diperingkat Universiti 
 

3.3.6 Describe the processes and procedures in handling disciplinary cases involving 
the students. 
Maklumat diperingkat Universiti 

 
3.3.7 What mechanism is available for students to complain and to appeal on 

academic and non-academic matters? 

 Maklumat diperingkat Universiti 

 

3.3.8 How are the adequacy, effectiveness and safety of student support services 

evaluated and ensured? 

Maklumat diperingkat Universiti 

 
 

3.4 Student Representation and Participation 

 

3.4.1 What policy and processes are in place for active student engagement especially 

in areas that affect their interest and welfare? 

Maklumat diperingkat Universiti 
 

3.4.2 Explain student representation and organisation at the institutional and 

departmental levels. 

Maklumat diperingkat Universiti 

3.4.3 a) What does the department do to facilitate students to develop  
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      linkages with external stakeholders? 
    Maklumat pelaksanaan di fakulti 
b) How does the department facilitate students to gain managerial,    

entrepreneurial and leadership skills in preparation for the workplace? 
     Maklumat diperingkat Universiti 

 
Maklumat pelaksanaan di fakulti 

 

3.4.4 How does the department facilitate student activities and organisations that 

encourage character building, inculcate a sense of belonging and responsibility, 

and promote active citizenship? 

Maklumat pelaksanaan di fakulti 

 

 

3.5 Alumni 

 

3.5.1 a) Describe the linkages established by the department with the alumni. 

     Maklumat diperingkat Universiti 

 
Maklumat pelaksanaan di fakulti 

 

b) Describe the role of the alumni in development, review and continuous 

improvement of the programme. 

Maklumat diperingkat Universiti 

 

Maklumat pelaksanaan di fakulti 

 

 

PROGRAMME SELF- REVIEW REPORT : AREA 3 

( hanya untuk keperluan Akreditasi Penuh dan Audit Pengekalan ) 
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INFORMATION ON AREA 4: ACADEMIC STAFF 

 

4.1 Recruitment and Management 

 

4.1.1 Explain how the department’s academic staff plan is consistent with HEP’s 

policies and programme requirements. 

Maklumat diperingkat Universiti 

 
Maklumat pelaksanaan di fakulti 

 

4.1.2 a) State the policy, criteria, procedures, terms and conditions of service for  

the recruitment of academic staff. 

      Maklumat diperingkat Universiti 

 

b) Explain the due diligence exercised by the department in ensuring that 

the qualifications of academic staff are from bona fide institutions. 

Maklumat diperingkat Universiti 
 

Maklumat pelaksanaan di fakulti 

 

4.1.3 Provide data on the staff–student ratio appropriate to the teaching-learning 

methods and consistent with the programme requirements.  

Maklumat diperingkat Universiti 
 

Maklumat pelaksanaan di fakulti 

 

4.1.4 a) Provide summary information on every academic staff involved  in       

conducting the programme in Table 5. 

Maklumat pelaksanaan di fakulti 

 

Table 5:  Summary information on academic staff involved in the programme 

No. 

Name and 

designa-

tion of 

academic 

staff 

 

Appointment 

status (full-

time, part-

time, 

contract, 

etc.) 

Nationality 

Courses 

taught in 

this 

programme 

Cour-

ses 

taught 

in 

other 

prog-

ram-

mes 

Academic 

qualifications 
Research 

focus 

areas  

(Bachelor 

and 

above) 

 

Past work experience 

 

Quallifi-

cations, 

Field of 

Speciali-

sation, 

Year of 

Award 

Name of 

Awarding 

Institution 

and 

country 

Positions 

held 

Emplo-

yer 

Years 

of 

Service 

(Start 

and 

End) 

1.            

2.            

3.            

4.            

b) Provide Curriculum Vitae of each academic staff teaching in this 
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programme containing the following: 

Maklumat pelaksanaan di fakulti 

 

i. Name 

ii. Academic Qualifications 

iii. Current Professional Membership  

iv. Current Teaching and Administrative Responsibilities  

v. Previous Employment 

vi. Conferences and Training  

vii. Research and Publications  

viii. Consultancy  

ix. Community Service 

x. Other Relevant Information 

 

c) Provide information on turnover of academic staff for the programme (for 

Full Accreditation only).                    

Maklumat diperingkat Universiti 
 

Maklumat pelaksanaan di fakulti 

 

4.1.5 Describe how the department ensures equitable distribution of duties and 

responsibilities among the academic staff. 

Maklumat pelaksanaan di fakulti 

 

4.1.6 Describe how the recruitment policy for a particular programme seeks diversity 

among the academic staff such as balance between senior and junior academic 

staff, between academic and non-academic staff, between academic staff with 

different approaches to the subject, and academic staff with multi-disciplinary 

backgrounds and experiences. 

Maklumat diperingkat Universiti 

  
Maklumat pelaksanaan di fakulti 

 

4.1.7 a) State the policies, procedures and criteria (including involvement in  

      professional, academic and other relevant activities, at national and  

     international levels) for appraising and recognising academic staff. 

    Maklumat diperingkat Universiti 

 

b) Explain the policies, procedures and criteria for promotion, salary 

increment or other remuneration of academic staff. 

Maklumat diperingkat Universiti 

c) How are the above information made known to the academic staff? 

Maklumat diperingkat Universiti 
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4.1.8 Describe the nature and extent of the national and international linkages to 

enhance teaching and learning in the programme. 

Maklumat pelaksanaan di fakulti 

 

 

4.2 Service and Development 

 

4.2.1 Provide information on the departmental policy on service, development and 

appraisal of the academic staff. 

Maklumat diperingkat Universiti  

 

Maklumat pelaksanaan di fakulti 

 

4.2.2 How does the department ensure that the academic staff are given opportunities 

to focus on their respective areas of expertise such as curriculum development, 

curriculum delivery, academic supervision of students, research and writing, 

scholarly and consultancy activities, community engagement and academically-

related administrative duties? 

Maklumat pelaksanaan di fakulti 

 

4.2.3 a) State the HEP policies on conflict of interest and professional conduct of  

     academic staff. 

     Maklumat diperingkat Universiti 

 

b) State the HEP procedures for handling disciplinary cases. 

      Maklumat diperingkat Universiti 

 

4.2.4 Describe the mechanisms and processes for periodic student evaluation of the 

academic staff. Indicate the frequency of this evaluation exercise. Show how this 

evaluation is taken into account for quality improvement.  

Maklumat diperingkat Universiti 

 

Maklumat pelaksanaan di fakulti 

 

4.2.5 a) State the policies for training, professional development and career  

advancement (e.g., study leave, sabbatical, advanced training, 

specialised courses, re-tooling, etc.) of the academic staff. 

    Maklumat diperingkat Universiti 
 

b) Describe the mentoring system or formative guidance for new academic 

staff. 

Maklumat diperingkat Universiti 
 

      Maklumat pelaksanaan di fakulti 
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4.2.6 Describe the opportunities available to academic staff to obtain professional 

qualifications and to participate in professional, academic and other relevant 

activities at national and international levels. How does this participation enhance 

the teaching-learning experience?  

Maklumat diperingkat Universiti 

 

Maklumat pelaksanaan di fakulti 

 

4.2.7 Describe how the department encourages and facilitates academic staff in 

community and industry engagement activities. Describe how such activities are 

rewarded. 

Maklumat pelaksanaan di fakulti 

 
PROGRAMME SELF- REVIEW REPORT : AREA 4 

( hanya untuk keperluan Akreditasi Penuh dan Audit Pengekalan ) 
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INFORMATION ON AREA 5: EDUCATIONAL RESOURCES 

 

5.1 Physical Facilities 

 

5.11 a) List the physical facilities required for the programme in Table 6. 

Maklumat pelaksanaan di fakulti 

 

Table 6: List of physical facilities required for the programme 

No. Facilities required 

Provisional Accreditation 
Full 

Accreditation 

Available for 
Year 1 

To be provided 

No. Capacity In Year 2 In Year 3 

No. Capacity No. Capacity No. Capacity 

1. Lecture Halls           

2. Tutorial Rooms         

3. Discussion Rooms         

4. 

Laboratories and Workshops         

- IT lab         

- Science lab         

- Engineering workshop         

- Processing workshop         

- Manufacturing workshop         

- Studio          

- Mock kitchen         

- Moot court         

- Clinical lab         

- Others         

5. 
Library and Information Centres         

Learning Support Centres         

6. Learning Resources Support         

7. Student Social Spaces         

8. 
Other Facilities including  ICT 
related facilities 

        

 

b) Describe and assess the adequacy of the physical facilities and 

equipment (e.g., workshop, studio and laboratories) as well as human 

resources (e.g., laboratory professionals and technicians). 

  Maklumat pelaksanaan di fakulti 

 

c) Provide information on the clinical and practical facilities for programmes 

which requires such facilities. State the location and provide agreements 

if facilities are provided by other parties.  

       Maklumat pelaksanaan di fakulti 
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d) Provide information on the arrangement for practical and industrial 

training. 

        Maklumat pelaksanaan di fakulti 

 

e) How are these physical facilities user friendly to those with special 

needs? Provide a copy of any technical standards that have been 

deployed for students with special needs.   

Maklumat pelaksanaan di fakulti 

 

5.12 Show that the physical facilities comply with the relevant laws and regulations 

including issues of licensing.   

Maklumat diperingkat Universiti 

 

5.13 a) Explain the database system used in the library and resource centre. 

Maklumat diperingkat Universiti 

b) State the number of staff in the library and resource centre and their 
qualifications. 
Maklumat diperingkat Universiti 

 
c) Describe resource sharing and access mechanisms that are available to 

extend the library’s capabilities. Comment on the extent of use of these 

facilities by academic staff and students. Comment on the adequacy of 

the library to support the programme. 

Maklumat diperingkat Universiti 

 

d) State the number of reference materials related to the programme in 

Table 7. 

Maklumat diperingkat Universiti 

 

 
Table 7: Reference materials supporting the programme 

 
 
 
 

Resources supporting the programme  
(e.g., books, online resources, etc) 

Journals 

State other facilities such as 

CD ROM, Video and 

electronic reference material 

BUKU BERCETAK E-BUKU JURNAL BERCETAK E-JURNAL BAHAN MEDIA 

JUMLAH 
JUDUL 

JUMLAH 
NASKHAH 

JUMLAH 
JUDUL 

JUMLAH 
NASKHAH 

JUMLAH 
JUDUL 

JUMLAH 
NASKHAH 

JUMLAH 
JUDUL 

JUMLAH 
NASKHAH 

JUMLAH 
NASKHAH 
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5.4.1 a) Describe how the HEP maintains, reviews and improves the adequacy,  
      currency and quality of its educational resources and the role of the  
     department in these processes. 
    Maklumat diperingkat Universiti 

 

Maklumat pelaksanaan di fakulti 

 

b) Provide the information on, and provision for, the maintenance of the  

physical  learning facilities.  

      Maklumat diperingkat Universiti 

 

Maklumat pelaksanaan di fakulti 

 

5.2 Research and Development  

(Please note that the standards on Research and Development are largely directed to 

universities and university colleges) 

 

5.2.1 a) Describe the policies, facilities and budget allocation available to support 

research. 

  Maklumat diperingkat Universiti 

 

b) Describe the research activities of the department and the academic staff 

involved in them.  

Maklumat diperingkat Universiti 

 

Maklumat pelaksanaan di fakulti 

 

5.2.2 a) Describe how the HEP encourages interaction between research and                 
learning. Show the link between the HEP’s policy on research and the 
teaching-learning activities in the department. 
Maklumat diperingkat Universiti 

 

b) State any initiatives taken by the department to engage students in   

research. 

Maklumat diperingkat Universiti 

 

Maklumat pelaksanaan di fakulti 

 

5.2.3 Describe the processes by which the department review its research resources 

and facilities and the steps taken to enhance its research capabilities and 

environment. 

Maklumat pelaksanaan di fakulti 
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5.3 Financial Resources 

 

5.3.1 Provide audited financial statements or certified supporting documents for the 

last three consecutive years. Explain the financial viability and sustainability 

based on the provided statements/documents. 

Maklumat diperingkat Universiti 

 

5.3.2 Demonstrate that the department has clear procedures to ensure that its financial 

resources are sufficient and managed efficiently. 

Maklumat diperingkat Universiti 

 

Maklumat pelaksanaan di fakulti 

 

5.3.3       a) Indicate the responsibilities and lines of authority in terms of budgeting    

and resource allocation in the HEP with respect to the specific needs of 

the department.  

Maklumat diperingkat Universiti 

 

b) Describe the HEP’s financial planning for the programme in the next two  

     years. 

       Maklumat diperingkat Universiti 

 

PROGRAMME SELF- REVIEW REPORT : AREA 5 

( hanya untuk keperluan Akreditasi Penuh dan Audit Pengekalan ) 
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INFORMATION ON AREA 6: PROGRAMME MANAGEMENT  

 

 

6.1 Programme Management 

 

6.1.1 a) Describe the management structure and functions, and the main  

decision- making components of the department, as well as the 

relationships between them. How are these relationships made known to 

all parties involved?  

Maklumat pelaksanaan di fakulti 

 

b) Indicate the type and frequency of department meetings. 

Maklumat pelaksanaan di fakulti 

 

6.1.2 Describe the policies and procedures that ensure accurate, relevant and timely 

information about the programme which are easily and publicly accessible, 

especially to prospective students. 

 Maklumat diperingkat Universiti 

 

6.1.3 a) Describe the policies, procedures and mechanisms for regular review   

and updating of the department’s structures, functions, strategies and 

core activities to ensure continuous quality improvement. Identify 

person(s) responsible for continuous quality improvement within the 

department.  

  Maklumat diperingkat Universiti 

 

Maklumat pelaksanaan di fakulti 

 

b) Highlight the improvements resulting from these policies, procedures and 

mechanisms. 

  Maklumat pelaksanaan di fakulti 

 

6.1.4 Show evidence (such as terms of reference, minutes of meeting) that the 

academic board of the department is an effective decision-making body with 

adequate autonomy.  

Maklumat pelaksanaan di fakulti 

 

6.1.5 Describe the arrangements agreed upon by the HEP and its different campuses 

or partner institutions - for example, collaborative programmes, joint awards, 

collaborative research, student exchange arrangements - to assure functional 

integration and comparability of educational quality.   

 Maklumat diperingkat Universiti 
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6.1.6 Show evidence of internal and external consultations, and market needs and 

graduate employability analyses. 

 Maklumat pelaksanaan di fakulti 

 

6.2 Program Leadership 

 

6.2.1 Explain the criteria for the appointment and job description of the programme 

leader.  

Maklumat diperingkat Universiti 

 

6.2.2 Indicate the programme leader of this programme. Describe the qualifications, 

experiences, tenure and responsibilities of the programme leader. 

Maklumat pelaksanaan di fakulti 

 

6.2.3 Describe the relationship between the programme leader, department and HEP 

on matters such as staff recruitment and training, student admission, allocation of 

resources and decision-making processes.  

Maklumat diperingkat Universiti 

 

6.3 Administrative Staff 

 

6.3.1 a) Describe the structure of the administrative staff which supports the    

       programme. 

    Maklumat diperingkat Universiti 

 
Maklumat pelaksanaan di fakulti 

 

b) Explain how the number of the administrative staff is determined in 

accordance to the needs of the programme and other activities. Describe 

the recruitment processes and procedures. State the terms and 

conditions of service. 

Maklumat diperingkat Universiti 

c) State (in Table 8) the numbers required and that are available, job 

category and minimum qualification for administrative staff of the 

programme.  

 Maklumat pelaksanaan di fakulti 

 

Table 8: Administrative staff for the programme 

No. 
Job 

Category 
Minimum 

qualification 
Number of staff 

required 
Current 
number 

1     

2     
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6.3.2 State the mechanisms and procedures for monitoring and appraising the 

performance of the administrative staff of the programme. 

Maklumat diperingkat Universiti 

 

6.3.3 Describe the training scheme for the advancement of the administrative staff and 

show how this scheme fulfils the current and future needs of the programme. 

Maklumat diperingkat Universiti 

6.4 Academic Records 

 

6.4.1 a) State the policies and practices on the nature, content and security of  

      student, academic staff and other academic records at the departmental  

level and show that these policies and practices are in line with those of 

the HEP. 
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b) Explain the policies and practices on retention, preservation and disposal 

of student, academic staff and other academic records. 

Maklumat diperingkat Universiti 

 

6.4.2 Explain how the department maintains student records relating to their admission, 

performance, completion and graduation. 

Maklumat diperingkat Universiti 
 
Maklumat pelaksanaan di fakulti 
 

6.4.3 Describe how the department ensures the rights of individual privacy and the 

confidentiality of records. 
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6.4.4 Describe the department’s review policies on security of records and safety 

systems and its plans for improvements. 

Maklumat diperingkat Universiti 
 
PROGRAMME SELF- REVIEW REPORT : AREA 6  

( hanya untuk keperluan Akreditasi Penuh dan Audit Pengekalan ) 
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INFORMATION ON AREA 7: PROGRAMME MONITORING, REVIEW AND CONTINUAL 

QUALITY IMPROVEMENT 
 

 

7.1 Mechanisms for Programme Monitoring, Review and Continual Quality Improvement 

 

7.1.1 Describe the policies and mechanisms for regular monitoring and review of the 

programme. 

Maklumat diperingkat Universiti 

7.1.2 Describe the roles and the responsibilities of the Quality Assurance unit 

responsible for internal quality assurance of the department. 
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7.1.3 a) Describe the structure and the workings of the internal programme 

monitoring and review committee. 

        Maklumat pelaksanaan di fakulti 

 

b) Describe the frequency and mechanisms for monitoring and reviewing the 

programme. 
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c) Describe how the department utilises the feedback from a programme 

monitoring and review exercise to further improve the programme.  
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d) Explain how the monitoring and review processes help ensure that the 

programme keeps abreast with scientific, technological and knowledge 

development of the discipline, and with the needs of society. 
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7.1.4 Which stakeholders are involved in a programme review? Describe their 

involvement and show how their views are taken into consideration. 
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7.1.5 Explain how the department informs the stakeholders the result of a programme 

assessment and how their views on the report are taken into consideration in the 

future development of the programme.  
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7.1.6 Explain how student performance, progression, attrition, graduation and 

employment are analysed for the purpose of continual quality improvement? 

Provide evidence.  

Maklumat diperingkat Universiti 
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7.1.7 Describe the responsibilities of the parties involved in collaborative arrangements 

in programme monitoring and review. 
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7.1.8 Describe how the findings of the review are presented to the HEP and its further 

action therefrom. 
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7.1.9 Explain the integral link between the departmental quality assurance processes 

and the achievement of the institutional purpose. 
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PROGRAMME SELF- REVIEW REPORT : AREA 7 

( hanya untuk keperluan Akreditasi Penuh dan Audit Pengekalan ) 
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Latar belakang 

 
1. Kod Amalan Akreditasi Program  atau COPPA (Code of Practice for Programme Audit) 

Edisi Pertama yang dibangunkan oleh Agensi Kelayakan Malaysia (MQA) pada tahun 
2008, mengandungi garis panduan penyediaan dokumen dan proses penilaian untuk 
akreditasi program. Seiring dengan persekitaran pendidikan tinggi yang dinamik, MQA 
telah menyemak dan mengkaji semula kandungan COPPA Edisi Pertama dan 
menghasilkan COPPA Edisi Kedua, bagi memastikan kandungannya bersesuaian 
dengan keperluan semasa serta setanding dengan jaminan kualiti akademik di peringkat 
antarabangsa.  

 
2. MQA melalui surat pekelilingnya bil. 5/2017 bertarikh 23 November 2017, telah 

memaklumkan pemakaian COPPA Edisi Kedua ini akan diguna pakai bermula pada 1 
April 2018. Perubahan utama dalam COPPA Edisi Kedua ini adalah pada Seksyen 2 
iaitu Kriteria dan Standard bagi Akreditasi Program yang mencakupi tujuh (7) bidang 
penilaian seperti berikut : 

 
(a) Bidang 1 : Pembangunan dan Penyampaian Program 

(b) Bidang 2 : Penilaian Pelajar 

(c) Bidang 3 : Pemilihan dan Khidmat Sokongan Pelajar 

(d) Bidang 4 : Staf Akademik 

(e) Bidang 5 : Sumber Pendidikan 

(f) Bidang 6 : Pengurusan Program 

(g) Bidang 7 : Pemantauan, Semakan dan Penambahbaikan Kualiti 
Berterusan Program 

 
 

Penambahbaikan dalam COPPA Edisi Kedua  
 
1. Penambahbaikan dan perubahan yang telah dilaksanakan dalam COPPA Edisi Kedua 

ini adalah sepertimana berikut : 
 
(a) Pemantapan bidang penilaian daripada 9 bidang kepada 7 bidang iaitu 

penggabungan Bidang 1 : Visi, Misi dan Hasil Pembelajaran dengan Bidang 2: 
Reka bentuk Kurikulum dan Penyampaian dibawah satu (1) bidang iaitu Bidang 1 
: Pembangunan Program dan Penyampaian; dan penggabungan Bidang 7 : 
Pemantauan dan Semakan Program dengan Bidang 9 : Penambahbaikan Kualiti 
Berterusan dibawah satu (1) bidang iaitu Bidang 7 : Pemantauan Semakan 
Program dan Penambahbaikan Kualiti Berterusan; 

 

Kod Amalan Akreditasi Program (COPPA) Edisi Kedua 

Oleh 

Agensi Kelayakan Malaysia 
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(b) Hanya satu (1) tahap standard sahaja dalam COPPA Edisi Kedua ini berbanding 
dua (2) tahap standard dalam COPPA Edisi Pertama iaitu standard asas dan 
standard tinggi; 

 
(c) Pemetaan tiga (3) seksyen iaitu Seksyen 2 : Kriteria dan Standard bagi 

Akreditasi Program, Seksyen 3 : Permohonan Akreditasi Program dan Seksyen 6 
: Garis Panduan Penyediaan Laporan Akreditasi Program; 

 
(d) Penambahbaikan keperluan maklumat dalam Bahagian A : Maklumat Umum 

Universiti, Bahagian B : Deskripsi Program dan Bahagian C : Standard Program; 
 
(e) Pemerkasaan dan penstrukturan kriteria standard daripada 159 kepada 98 

standard dengan empat (4) kriteria standard yang baharu iaitu berkaitan 
hubungan dengan alumni, keupayaan kewangan, kawalan rekod pelajar, dan 
pewujudan Unit Jaminan Kualiti di setiap jabatan yang menawarkan program; 
dan 

 
(f) Laporan Penilaian Kendiri Program atau Program Self -Review Report (PSRR) 

dimasukkan dalam Bahagian C : Standard Program untuk tujuan Akreditasi 
Penuh. Oleh itu, tiada lagi laporan berasingan sepertimana sedia ada iaitu 
bahagian D : Laporan Penilaian Kendiri Program. 

 
 
2. Ringkasan penambah baikan dalam COPPA Edisi Kedua adalah sepertimana jadual 

berikut : 
 
Jadual 4 : Ringkasan penambahbaikan dalam COPPA Edisi Kedua 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

Bil. COPPA Edisi Kedua 

1. 7 bidang penilaian 

2. 1 tahap sahaja iaitu Standard 

3. 

98 standard dengan mewujudkan empat (4) elemen baharu : 
(a) Hubungan dengan Alumni; 
(b) Keupayaan kewangan; 
(c) Kawalan rekod pelajar; dan  
(d) Unit Jaminan Kualiti  

4. 
Pengekalan 6 seksyen dengan penambahbaikan keperluan maklumat dalam setiap 
seksyen berkenaan dan mewujudkan pemetaan antara Seksyen 2, 3 dan 6.  

5. 
PSRR telah dimasukkan dalam Bahagian C iaitu diakhir setiap bidang penilaian, 
fakulti perlu membuat penilaian kendiri. PSRR ini hanya untuk keperluan Akreditasi 
Penuh sahaja.  
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Kepentingan Merujuk Pemetaan Seksyen 2, Seksyen 3 dan Seksyen 6 
 
1. Dalam COPPA Edisi Kedua ini, MQA telah membuat pemetaan tiga (3) seksyen utama 

dalam COPPA iaitu : 
 

(a) Seksyen 2 iaitu Kriteria dan Standard Program;  
(b) Seksyen 3 iaitu Permohonan Akreditasi Program; dan  
(c) Seksyen 6 iaitu Garis Panduan Penyediaan Laporan Akreditasi Program. 

 
2. Pewujudan pemetaan ini amat signifikan dalam memudahkan proses penyediaan 

dokumen program dan penilaian akreditasi untuk rujukan penggubal kurikulum di fakulti 
serta panel penilai program.  
 

3. Selain untuk tujuan rujukan kepada kriteria dan standard yang telah ditetapkan serta 
penyataan soalan kepada standard, fakulti amat digalakkan untuk turut merujuk 
kepada Seksyen 6 sebagai panduan penilaian serta kecukupan maklumat bagi 
setiap kriteria dan standard yang akan dibuat oleh panel penilai. 

 
Jadual 5 : Penerangan berkaitan Seksyen 2, 3 dan 6 dalam COPPA Edisi Kedua 
  

Bil. Seksyen Keterangan Tindakan 

1. 2 
Merupakan kriteria dan standard yang ditetapkan. Sebagai 
rujukan kepada penggubal kurikulum dan panel penilai. 

Penggubal 
Kurikulum 

& Panel Penilai 

2. 3 

Merupakan penyataan soalan kepada kriteria dan standard 
(seksyen 2) untuk tujuan permohonan akreditasi program. 
Penyataan soalan ini akan digunakan dalam menyediakan 
dokumen program seperti mana di Bahagian C muka surat 13. 

Penggubal 
Kurikulum 

 

3. 6 

Merupakan penyataan soalan penilaian kepada kriteria dan 
standard (seksyen 2) yang akan digunakan oleh panel penilai 
semasa membuat penilaian dan menyediakan laporan hasil audit 
program. Penyataan soalan ini juga boleh menjadi rujukan 
kepada penggubal kurikulum jangkaan soalan dan penilaian 
yang akan dikemukakan oleh panel penilai semasa pelaksanaan 
audit program. 

Penggubal 
Kurikulum 

& Panel Penilai 

 
 

 

 

 

 

 

 

 

 



41 

 

 

 

 

 

 

 

 

 

 

 

Pemetaan Seksyen 2, 3 dan 6 

Kod Amalan Akreditasi Program (COPPA) Edisi Kedua 
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Sebarang maklumat dan pertanyaan lanjut berkaitan  

akreditasi program 

 

Sila hubungi : 
 

Bahagian Pengurusan Kualiti Akademik dan Akreditasi 

Pusat Jaminan Kualiti 

(03-89471513) 

cqa@upm.edu.my 

 
 

 

 

 

 

Kemas kini : 4 Julai 2018 
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