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HIGHER EDUCATION INSTITUTIONAL ACCREDITATION SCHEME 
APPLICATION GUIDANCE NOTES
These notes are provided to assist institutions which are applying for HEC institutional accreditation in completing their application fully and appropriately. The first stage of the accreditation process involves scrutiny of the application form and the supporting documentation provided by the institution. It is vitally important that the form is filled in accurately and in full. Failure to provide all the information and documentation requested will lead to a delay in the processing of the application. An inspection will not be arranged until HEC is satisfied that the application review has been completed successfully. Institutions are therefore strongly advised to take the submission of the application very seriously and to ensure that all requests for information are answered in all possible detail. Information on the accreditation process is provided in the Institutional Accreditation Handbook which institutions are strongly advised to read thoroughly before attempting to complete the application form.

The note reference numbers correspond to those provided in the relevant section of the application form.

The application form must be completed electronically in Arabic and English and submitted electronically and in hard copy in both languages. The required documents must be submitted in English. Official documents such as contracts and leases, written in Arabic can be submitted in Arabic only. Forms completed by hand will not be accepted.
	Ref number
	Guidance

	GN1
	The HEC accreditation scheme is designed for institutions which deliver programs at higher education level, which are currently operating or wish to operate in the Kingdom of Bahrain. Applicants for this scheme must ensure that their institution meets the eligibility criteria set out in the Institutional Accreditation Handbook.

	GN2
	This address will be used for all correspondence unless otherwise indicated and it will be the address which the inspectors will be provided with when arranging the inspection.

	GN3
	Ensure that the contact person identified is fully available and will be able to answer any queries about the application authoritatively and comprehensively. Please ensure the email address included is specific to the relevant person and is not a generic address.

	GN4
	All institutions applying for HEC accreditation must be in possession of a full or provisional licence issued by HEC.

	GN5
	This checklist is provided to help institutions to ensure that all the documentation which must accompany the application form is submitted. Failure to include any of the documents listed will significantly delay the application. Please label the documentation with the corresponding number to make it easier for HEC’s application reviewer to process. Please ensure that two copies of all documents are submitted in English. Official documents, produced by external bodies, such as leases and contracts, which have been written in Arabic can be submitted in Arabic only.

	GN5.1
	Please include company records from the official government office which deals with the registration of companies. 

	GN5.2
	Please provide full copies of the lease, if premises are leased.

	GN5.3
	If the institution is newly established and does not have three years of audited accounts, please supply bank statements or internal accounts to prove financial status and stability.

	GN5.4
	The organogram provided must outline the management structure of the institution and must include all senior, academic and administrative staff employed, displaying full names and job titles.

	GN5.5
	Please provide full CVs detailing qualifications, training and experience of all senior management and academic staff, as well as a copy of their job descriptions. Qualifications listed on CVs need to include the dates and places of study and the awarding bodies. As part of an institution’s internal quality assurance, all staff qualifications should have been checked and verified. HEC will not award accreditation to institutions which employ staff with unrecognised academic qualifications. 

	GN5.6 & 5.7
	Please ensure that the staff and student handbooks provided are directly relevant to the institution and are not generic documents downloaded from the internet. They must contain detailed grievance, complaints and appeals procedures setting out the stages involved.

	GN5.8
	Please provide copies of all marketing materials used by the institution and ensure that all courses advertised are current and accurate. It is essential that information on the institution’s website and in publicity material represents the institution and its provision honestly and is not in any way misleading to prospective students. HEC expects all publicity material and the institution’s website to be free of any typographical, spelling and grammatical errors. Ensure that all documentation is proof-read before submission.

	GN5.9
	Please provide details of student fees for each course and the institution’s refund policy. This policy must be fair and provide prospective students with the opportunity to recover the majority of any fees paid in advance should circumstances beyond their control prevent them for taking up their place. 

	GN5.10
	Please ensure curricula are correct and up to date; this is particularly relevant to externally validated courses.

	GN5.11
	Please provide timetables for all programs and courses. 

	GN5.12
	Please provide copies of all partnership agreements with Kingdom of Bahrain HE providers, international HE providers and chartered and approved accrediting bodies

	GN5.13
	The institution must provide evidence that it is on the Institutional Listing provided by the General Directorate of National Qualifications Framework or have evidence that it has applied to be listed. If awards have been, or are in the process of being, approved for admission on to the National Qualifications Framework, please submit copies of correspondence dealing with this issue.

	GN6
	Complete all fields of Appendices A, B and C on each row. Do not leave any columns blank.

	GN7
	Please ensure all relevant parts of Section 1A are completed. It is imperative that HEC has full details of the legal and financial status of institutions applying for accreditation so that the necessary checks can be made. Provide as many accurate details as possible.

	GN8
	Section 1B requests a brief general description of the institution. This is to help HEC’s application reviewer and inspectors to gain an overview of what the institution does and how it operates. You do not need to try to ‘sell’ the institution; a factual account is what is required. Please also provide a rationale for the programs offered, the choice of partners and resources provision.

	GN9
	Please declare all collaborative agreements with recognised UK and international HE institutions and be specific about the nature and formality of such relationships. The inspectors will need to see documentary evidence of the existence of claimed relationships at the inspection.

	GN10
	You must declare all other accreditations by other bodies at institution and program level 

	GN11
	Please make sure that all premises are declared. Only those premises which have been declared at the application stage will be included in the initial inspection. Please also ensure that the maximum capacity of each classroom is included, as well as detailed notes on the facilities. 

	GN12
	Please ensure that the number of staff in Section 3 corresponds to the staff in Appendix B and C.

	GN13
	Ancillary staff are employees who are not teaching staff - such as administrative assistants, cleaners, catering staff, etc. 

	GN14
	Please provide the names of the three staff members.

	GN15
	It is very important that the numbers of students listed in Section 4 are current and accurate. 

	GN16
	Inspections are very time-consuming to organize and, therefore, the institution is required to supply detailed information about the availability of the Head of the institution and senior managers. They must be present at the inspection. Also, the inspectors will need to observe teaching in all subject areas. Please provide full details of any period when there will not be any teaching to observe. It is essential that the inspectors have the opportunity to observe teaching.

The inspection dates will be negotiated with each institution so as to ensure that there is minimal disruption. Please indicate if you have a preference for a particular period and if there are any works planned which could affect the inspection.

	GN17
	The declarations in Sections 6 and 7 must be signed by the person with overall responsibility for the institution and are legally-binding. Those signing the declarations are strongly advised to ensure that the institution does comply with all of the legal requirements placed on it.

	GN18
	When filling in Appendix A, please complete all fields for each entry. If programs have not yet started or currently have no students enrolled on them, you should still enter the details and provide an explanation in the appropriate box. The list provided should match exactly with information in publicity material and on the website. It is recommended that larger institutions complete separate sections for each of their faculties/schools.

	GN19
	Please list all senior management and administration staff employed by the institution and ensure that the total number corresponds with the numbers provided in Section 3 of the application form.

	GN20
	Institutions are asked to provide as much detail as possible about the academic staff it employs. The ‘Post held’ box should give an indication of the level at which the employee operates such as Senior Lecturer, Professor, Dean of College.

It is recommended that larger institutions complete separate sections for each of their faculties/colleges.
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