ANNEX 5 

Student Support Regulations and Student Development Center Operation 
 

1.  
Services 

 
The Student Development Center is under the auspices of the Academic Affairs and Student Welfare Service and is housed in a specially designed area in the "Tassos Papadopoulos" building, providing the following services: 

 
1.1   
Counseling Center 

· Individual psychological support to students 

· Group therapy for students 

· Lectures / presentations / events open to students, the university community and the public in general 

· Book Reading and Psychology Club (group meetings for reading and discussion) 

· Visual therapy ( Art therapy) 

· Experiential workshops on mental health and personal development issues 

· Adaptation and socialization programmes for new entrants. 

· Referrals to doctors 

 
1.2   
Center for Students with Disabilities 

· Individual meetings for the submission of medical certificates, prescription medications, reports on learning abilities. 

· Family meetings 

· Designing a personalized support / facilitation programme for students with special needs and sending same to all teaching staff, academic advisors and Heads of department every semester. Monitoring the implementation of the facilities granted.  
· Arrangements for providing tutorial support to students with special needs. 

· Management of the specially equipped room for servicing students with disabilities 

· Systematic (each semester) monitoring of the progress of the students who receive tutorial support and facilities, as well as evaluation of the collaborators provided by the tutorials. 

· Managing applications for undergraduate positions in Special Categories that invoke medical problems 

 
1.3  
Learning Center 

· Guidance on improving skills and study 
· Psychometric evaluation to evaluate the personal way of learning and understanding 
· Pre-symptomatic assessment of learning difficulties with a specific questionnaire aimed at recognizing symptoms to students and referring them for psychometric assessment. 
· Offering programmes addressed to first-year students aiming their adaptation to university, information on student issues such as decision making, development of initiative, problem solving, goal achievement, organization and time management, academic success and diversity.

· Arrangements for providing tutorial support to students with lack of knowledge and / or difficulties in understanding, a) in selected undergraduate courses with a high degree of difficulty, as evidenced by the systematically high rate of failure (beyond 25%), b) for students who fail same course for two or more times and attend the 5th year of their studies.  
· Academic encouragement. Personalized student approach for guidance towards improvement of competencies and studying methods, through psychometric assessment to evaluate personal learning and understanding. 

 
1.4    
Drug abuse Prevention Center 

· Prevention of drug abuse and emphasis on their negative effects on students
· Individual and group meetings 

· Dissemination of printed material 

· Peer-to-Peer Information Groups
· Cooperation with Cyprus Anti-Drugs Council and other relevant bodies and organizations 

 
2. 
Support of student with special needs 

2.1     
Methods of identifying students with special needs 

The methods of identifying students with special needs are the following: 

(a)  
Through the admission procedure for students with Special Criteria. 

(b)  
After information received from the teaching staff. 

(c)  
Information from External Bodies, Organizations, Charities, Associations, etc. 

(d)  
At the initiative of the students with special needs or their parents. 

 
It is understood that all the above are evidenced by relevant medical and other certificates / reports. 

 
2.2       
Approach Procedure 

The severity and uniqueness of each problem also determines the relevant approach. The procedures followed by the Student Development Center are the following: 

a)   
Personal meeting and discussion of problems with the student. 

(b) 
Recording personal data and securing medical reports for the problem. 

(c)  
Recording the student's immediate needs. 

(d) 
Assessment of the needs and informing the student for the assistance and support that can be offered to him / her. 

(e)  Informing the Head of the Department and the Student Support Academic staff (following written assurance of his / her own consent). The Student Support Academic staff of the Department informs all student’s teaching staff (for the role of the Support Academic Staff please see. Subsection I). 

 
2.3   
Support Methods 

The methods of support depend on the particularities of each student and are determined by responsibility of the Student Development Center, according to the University's economic potential and based on the following actions: 

 
2.3.1 Individual psychological support 

· History record of Individual Data and Student Requests. 

· Investigation Interview and evaluation of the request 

· Number of Therapeutic Sessions
· Possible collaboration with family / department if required 

· Possible cooperation with external experts if required 

· Collaboration / updating of the Department and the teaching staff 

 
2.3.2 Examination facilities  

· Information of the Academic Affairs Office so that no final examinations of two or more courses are scheduled for the same day. 

· 30 minutes are given as an extension at the final and intermediate examinations. 

· Special arrangement of the examination area, such as comfortable and quiet environment, no noise and comfortable temperature. The person who coordinates the examination will be aware and sensitive to the special nature of the case. 

· Spelling mistakes are not taken into consideration in cases of students with hearing / dyslexia / distraction / misspelling and other learning difficulties or medical problems to be assessed. Vocabulary is simplified wherever possible, explanation of a difficult word is allowed without specifying the answer to students with learning difficulties or hearing problems. 

· Oral examinations are allowed (where applicable) in the case of severe upper limb or visual impairment or serious learning problems justifying the oral examination , provided that the student had the same facility during his/her attendance at the Lyceum and / or Pancyprian Examinations . The provision of a medical certificate and a report is required. For serious medical / learning problems that may have occurred after Lyceum or Pancyprian Examinations, medical certification and report are required. 

· Examination with transcriber (person to whom the student will dictate the answers). Simultaneous recording of the examination. For cases of students with severe upper limb, visual disabilities, serious dysgraphia or other serious medical / learning problems that justify the use of a transcriber as the only way of examination. In order for the student to be entitled to this facility due to learning disabilities (e.g. dysgraphia, he or she should have received the corresponding facility either at Lyceum or in the Pancyprian Examinations and to provide a relevant certificate to the Student Development Center.) For serious medical / learning problems that may have occurred after Lyceum or Pancyprian Examinations a medical certificate and report are required. 

· Examinations on a monitored computer (depending on the case). 

· Differentiated examination in the format of multiple choice, matching definition with answer, completing a sentence where possible. Applicable for students with a serious medical problem. A medical certificate and report are required. 
· Individual examination at the Student Development Center for differentiated examinations (e.g. examination with a transcriber) . In order to make such arrangements, the student must provide to the Student Development Center a documented report from a physician or other specialist stating explicitly that he/she needs specific arrangements for specific reasons. The examination will take place on a working day and time. (Monday, Tuesday, Thursday, Friday 8:30 - 15:00 and Wednesday 8:30 - 14:30, 15:00 - 18:00). The supervision of the examination is financially undertaken by the Student Development Center, which will cooperate with a postgraduate student or a Special Educational Staff member (SES) or Special Education collaborator of the Student Development Center or a person indicated by the individual course supervisor. If a transcriber is required, the person in charge of the course will indicate an undergraduate or postgraduate student or a Special Educational Staff member (SES) or Special Education collaborator of the Student Development Center. The transcriber or supervisor are not aware of the examination subject. The test will be delivered to the supervisor by the Student Development Center, 15 minutes before the examination, and will be returned by the supervisor to the Student Development Center at the end of the examination. 

 
2.3.3 Course attendance 

· Taking notes during lesson on a laptop computer. 

· Right to record the lesson. 

· Access to texts and teaching notes either through written texts or via the Internet or otherwise. 

 
2.3.4 Tutorial Support 

· Students with learning disabilities, students with psychiatric problems, and students with medical problems have the right to tutorial support, due to pathological symptoms which prevent the smooth learning process. Moreover, any medication received for a serious medical problem also prevents the smooth learning process. Medical certificates, reports and supporting documents are required. 

· The offer of tutorial support is arranged upon request of the student to the Student Development Center, which judges whether it is justified. 

· Requests for tutorial support are submitted in writing until the end of the 2nd week of each semester so that students have a first participation in lessons and decide whether they need support. 

· In a semester, a student with disabilities may receive tutorial support for up to three (3) modules. Where appropriate, by decision of the Student Development Center and validation of the Head of Academic Affairs and Student Welfare Service a student may receive tutorial support for more than three (3) modules. Teaching hours in a module cannot exceed 8 (eight) in one month. Each tutorial meeting takes one hour. Tutorial hours of one month cannot be transferred to another month. 

·  The tutorial support is provided solely in the classrooms of the Student Development Center or University classrooms designated by the Student Development Center. 

· Same lesson can be provided by various partners of Student Development Center, in individual or group form, depending on the partner's available hours and based on the medical condition or learning disability of the student. 

 
2.3.5 Special equipment provision  

· The Student Development Center may purchase and provide (lend) special equipment that is deemed necessary for the proper attendance of students with disabilities and cannot be provided by competent state agencies or other bodies. 

· The equipment is charged on the student and returned, regardless of his/her condition, to the Student Development Center after completing the his/her studies. 

 
2.3.6 Escort for transfers 

· Depending on the specific needs of each student, the necessary escort is provided to facilitate his/her transportation. 

· Finding an escort can be done by the Student Development Center and the escort is remunerated through the University or the University gives same amount of money to the student with disability in order to pay his / her escort. If the escort has been selected and remunerated by the student, no contract is prepared by the University and the accompanied student provides a proof of payment to the remunerated each month.  
· The escort of the student is responsible for the transfer to and from the classes in which the student is enrolled as well as to the tutorial lessons taking place at the Student Development Center, if same take place the time of student presence at the University for other Classes. If the classes of the Department have a big time gap with the tutorial lessons, then the escort is not responsible for the student.  

·  The escort has no obligation on the feeding or the medication of the student with disabilities, or the needs of defecation (toilet), or the transportation to recreation venues. Students with greater needs beyond mere escort to and from the classrooms may pay on a monthly basis an amount of money to their escorts and be responsible for finding and assigning specific tasks of their escort.   
 
2.3.7 Translations of documents  

· In collaboration with the University Library and the Departments, documents may be enlarged and translated for the needs of visually impaired students. 

 
2.3.8 Transcriber during examinations 

· People are employed as transcribers in the semester and final examinations for beneficiaries (see. 2.3.2 above) 

 
2.3.8 Other forms of support that may arise 

 
2.4       Contact with students and their parents  

· The Student Development Center seeks for all students to feel the necessary familiarity and self-confidence to communicate and discuss directly any problems they may have. Parents of students with special needs, especially in the case of serious health problems, may have communication and meetings with the Student Development Center, always upon consent of the student. 

·  The Student Development Center and the Academic Affairs and Student Welfare Service comply with the rules of confidentiality and privacy for anything that involves the academic life cycle of each student. 

·  Confidentiality cannot be kept in cases where a student is directly at risk or in situations where another person is directly at risk from the student. In such cases, the student's parents can be informed either by the Student Development Center or by other offices of the Academic Affairs and Student Welfare Service or by the Departments. 

 
2.5     Implementation of relevant legislation 

In addition to the above, the University abides by the laws concerning people with disabilities. 

 
 
3.    
Student support from the Learning Center 

 
The Learning Center, as part of the Student Development Center, seeks to provide support to all students in order to be able to respond successfully to the curriculum requirements and the academic challenges they face. Priority is given to undergraduate students who, although not included in students with special needs, experience academic difficulties (knowledge gaps, difficulties of understanding, etc.) in their studies. The ways of support are the following: 

 
3.1    
Tutorial support 

 
Tutorial support is provided as a priority to the following two categories: 

· In selected undergraduate modules with a high degree of difficulty, as evidenced by the systematically high failure rate (over 25%), 

· For students who fail the same module for two or more times and attend the 5th year of studies.  

 
3.1.1 
In the case of high degree of difficulty, the support procedure is as follows: 

· The Learning Center, after consulting with the Departments, announces the course titles of high difficulty and the timetable (day, time, and venue) that will provide tutorial lessons during the week of the semester. 

· Interested students submit their interest electronically within the specified deadline. The right to apply is granted to students who attend the module as a compulsory one, even if they have already attended same and failed or are going to attend same the specific semester. 

· The maximum number of students in tutorial support (in this category) is 8 and the minimum is 4. Depending on the interest and the economic potential of Student Development Center, more than one tutorial classes can be created for one module. The positions are filled in based on the time of submission of interest. 

· Students who, while being interested and approved, do not attend the classes systematically, will be excluded from any tutorial support offered by the Student Development Center in the future. It is understood that this is not applicable if the tutorial class coincides with a module attended by the student in the framework of his/her studies. 

· Students not attending a pre-defined group lesson are not entitled to request a replenishment of the course. 

· Students arriving late in class are not entitled to request an extension of the course time. 

· For each module, 2 meetings of 60 minutes long take place once a week, for 13-15 weeks. They start the first week of classes and may continue until the date of the last examination, as per the schedule of each academic calendar. There are no meetings during the Christmas and Easter holidays. 

· The meetings are held in the classrooms of the Student Development Center based on the timetable to be announced. 

· During teaching, time will be given for collaboration, discussion, syllabus study, problem solving. Assignments and exercises are not drafted or prepared or corrected. 

· Students not complying with the classroom usage rules and/or showing behaviour that prevents the learning process will be expelled from the support programme. 

· Students being inconsistent, not arriving on time, not appearing constantly at the lessons or showing general indifference will be expelled from the programme upon approval of the Head. 

·  A student can attend in this context up to 2 tutorials in one semester. A student cannot attend in this context a tutorial lesson more than once during his/her studies. 

 
3.1.2 
In case of failure in the same module for two or more times, while attending the 5th or 6th study year, the procedure is as follows:                
· At the end of the semester and the announcement of the marks, the interested students submit their interest to the Learning Center electronically within the given deadline. A student may request tutorial support in this context for up to 2 modules in one semester. 

· The Learning Center checks whether the conditions are met and informs students accordingly. In order for a class to be created, there must be at least 2 interested students per module, while the maximum number is 5 students. Depending on interest and economic potential of the Student Development Center more than one tutorial classes can be created for one module. The positions are filled based on the time of submission of interest. 

· The timetable will be announced before the beginning of the semester in which the modules will be offered. 

· Students who, while they are interested and approved, do not attend systematically the classes, will be excluded from any tutorial support offered by the Student Development Center in the future. It is understood that this does not apply if the tutorial class coincides with a module attended by the student in the course of his/her studies. 

· Students not attending a pre-defined group class are not entitled to request a replenishment of the class. 

· Students arriving late in a class are not entitled to request an extension of the class time. 

· For each lesson, , 2 meetings of 60 minutes long take place once a week, for 13-15 weeks. They start the first week of classes and may continue until the date of the last examination as per the schedule of each academic calendar. There are no meetings during the Christmas and Easter holidays. 

· The meetings are held in the Student Development Center classrooms based on the timetable to be announced.  
· During teaching, time will be given for collaboration, discussion, syllabus study, problem solving. Assignment and exercises are not drafted or prepared or corrected.  
· Students not complying with classroom usage rules and / or showing behaviour that prevents the learning process will be expelled from the programme upon approval of the Head. 

· Students being inconsistent, not arriving on time, not appearing constantly at the lessons or showing general indifference will be expelled from the programme upon approval of the Head. 

· A student can attend in this context up to 2 tutorials in a semester. A student cannot attend in this context a tutorial lesson more than once during his/her studies. 
 
3.2 
Academic Encouragement               
This is about a personalized approach aiming the academic success of students. The staff of the Student Development Center is at all students’ disposal for guidance in improving the skills and way of studying through psychometric evaluation to assess their personal way of learning and understanding. The programme includes 2-4 meetings for: 

· Assessment of personal way of learning and understanding (kinesthetic, visual, acoustic etc.) 

· Academic skills, strengths and weaknesses 

· Developing strategies for academic improvement 

· Developing willingness and motivation 

· Linking programme of advanced volunteer students with newcomers 

 
At the same time, encouragement and guidance is provided to students who experienced repeated failures in modules and risked of being removed from the University. This is achieved through: 

· Provision s continuous and personalized support.
· Guidance in identifying strengths and areas for improvement. 

· Planning a semester study. 

· Interconnection with University supporting programmes. 

 
4. Budget management to support students with special needs and problems 

· The policies of the Student Development Center are covered by the University Budget and the special Fund entitled "Supporting Students with Special Needs and Problems ".  
· The Student Development Center seeks to respond to all student needs arising from the regulations, based on the available funds. 

· In the case where the availability of the fund is not enough to cover all requests and needs, priority is given to students with disabilities. 

· The Student Development Center, through the Head of the Academic Affairs and Student Welfare Service, submits to the relevant Senate Committees at the end of each year a detailed account of the expenditures made from the Fund. 

 
Annex 5 of the Rules on Academic and Student Affairs have been adopted at the 96th meeting of the Senate on June 6, 2018 and at the 84th Council meeting on June 28, 2018. 

 
 
 
ANNEX 5A 

 
 
Support Academic Staff for students with special needs 

 
The Support Academic Staff is a Teaching and Research Staff member (TRS) or a Special Educational Staff member (SES) appointed by the Council of the Department to coordinate and monitor the support provided to students with disabilities and other problems. 

 
This role includes: 

· Confidential information by the Student Development Center about the presence of students with special needs in the Department. 

· Monitoring of the implementation of the facilities established by the Student Development Center under the Support Regulations. 

· Cooperation with the Student Development Center for the resolution of various administrative, technical or other problems, difficulties faced by the student during his/her studies. 

· Collaboration with Academic teaching staff to solve any academic problems may arise.   
 
 
ANNEX 5B 

 
Classroom Usage in the Student Development Center 

 
Student Development Center has four classrooms, three of which are prioritized for tutorial support and in general for the programmes organized and offered by the Center. One of the four study rooms is exclusively used for studying and tutorial support for students with disabilities due to the specialized equipment and furnishing of the area (Study Room for students with disabilities). 
 
1. 
Reservation and Use of Shared Study Rooms 

 
1.1. University students have the right to reserve and use the study rooms to meet their group work needs. For consideration of a reservation request, the number of students must be at least three (3).         
1.2. The reservation of a room is made through a written request to the Student Development Center, upon completion of a relevant electronic application. Room reservation cancellations must be made 24 hours prior to the day and time of reservation.         
1.3. The reservation must be made by a single person representing the group who will be present in the room at that time and day. The representative of the group provides details of the team members in the application. One reservation per day is allowed from a group of the same people.         
1.4. Room 4 has a maximum capacity of twelve (12) persons, Room 3 has a capacity of eight (8) persons and Room 2 has a capacity of ten (10) persons.           
1.5. The maximum time of reservation by the same team is two (2) hours within the same day and the minimum is 30 minutes. If the group wishes to have an extension, it has the right to stay in the Room until there is a new request from another group for the same Room.           
1.6. Everyone is responsible for complying with the rules of the Study Room usage and is considered accountable for any material damage or impurity in the Room. Therefore, everyone will bear the financial responsibility to replace or repair or clean the space.         
1.7. The venue is open for group study and work preparation. For this reason, each team has to respect the other teams in the other Rooms as well as the support programmes taking place in the Student Development Center. Therefore, there must be silence (music is not allowed, mobiles must be silent, speech intensity must be low).         
1.8. No food and drink are allowed in the Rooms or the waiting area.         
1.9. No furniture transfer from one room to another is allowed and no stationery use and other objects is allowed in the Student Development Center.         
1.10. After the use of a room by each group, a furniture control and cleaning check will be carried out. Where damage / impurity (such as furniture writing, furniture and wall dirt, broken furniture) is observed, the group and its representative will be accountable.     
1.11. Group representatives and team members causing hubbub in the area and not following the rules of study room usage will be accountable. If they do not comply with the rules, their name will be recorded and will not be accepted for future use of the room.     
1.12. There is no charge for the room usage by the students.     
1.13. Rooms 2, 3 and 4 are not available for reservation / usage for other purposes than tutorial support and group study during the academic semester. They can be available for seminars, events and other uses during Christmas and Easter holidays and in August.     
1.14. In peak times, it is possible to use a room of a number of individuals for personal study (e.g. 10 different individuals are allowed to do their personal study in the same room).     
 
2. 
Room for Student with Disabilities (Room 1) 

 
All the above are applicable, except that: 

2.1 Persons with disabilities, learning disabilities or medical problems have the option of making reservation for individual study and use of the Room for Students with Disabilities. No other people can make reservations. 

2.2 The room is also used for individual examination only for students with disabilities. 

 
3. 
Individual examination 

 
Students with serious learning or medical problems may, after consultation with the module supervisors, get through individual examinations for each module at the Student Development Center. The examination takes place on a working day and time. (Monday, Tuesday, Thursday, Friday 8:30 - 15:00 and Wednesday 8:30 - 14:30, 15:00 - 18:00). The supervision of the examination is financially undertaken by the Student Development Center which cooperates with a postgraduate student or a Special Educational Staff member (SES) of a Special Education collaborator of the Student Development Center or a person who will be designated by the module supervisor If a transcriber is required, an undergraduate or postgraduate student or a Special Educational Staff member (SES) or Special Education collaborator of the Student Development Center or a person indicated by the module responsible will undertake this role. The transcriber or supervisor are not aware of the examination subject. The test will be delivered to the supervisor by the Student Development Center, 15 minutes before the examination, and will be returned by the supervisor to the Student Development Center at the end of the examination. 

 
ANNEX 5C 

 
Collaborators, Student Development Center and Remuneration 

 
1. Partner Selection 

 
1.1 
The Center for Student Development employs qualified people to meet the needs of teaching and special support, for escorting students, supervising examinations, transcribing during semester and final examinations and any other needs arising from the policies mentioned in the Support Regulations.    
1.2 
The search for collaborators is carried out transparently through announcements on the website and in the social media of the University and / or the Press.    
1.3 
Priority is always given to individuals within the university community. First of all, in Postgraduate Students and Research Associates of the University. Then, to people who teach or have taught at the University as Special Scientists as well as to individuals outside the University with relevant specialisations. Finally, undergraduate students, provided that in the case of tutorial support they have an objective relevance and high academic performance.    
1.4 
The selection of collaborators takes into account the academic knowledge, relevant experience and the ability of adapting to the timetable. It is understood that the candidates are required to submit the necessary supporting documents.    
1.5 
The same lesson may be provided in the form of support lesson from various collaborators in an individual or group form, depending on the collaborator’s available hours and depending on the medical condition or learning disability of the supporting person.    
1.6 Supporting students have the option of proposing collaborators who can be selected by the Student Development Center if they meet the criteria.    

2. Remunerations 
 
2.1
For tutorial support  

 
Remunerations are estimated per hour (60 minutes) and based on academic qualifications, as follows: 

 
	A 
	Postgraduate Students, Special Educational Staff, Specialized Scientists, Graduates and / or Master degrees holders 
	€ 17,00 individual / € 20,00 team  

	B 
	Undergraduate students 
	€ 10,00 individual / € 13,00 team  

	C
	External Specialists (specialised teaching staff, deaf-specialist teachers, speech pathologists, etc.) 
	€ 20.00 - € 45.00 * 


 
* Above charges are based on specialisation and basic remuneration. Following a call for tenders, the interested parties along with their academic and professional qualifications, send their applications which are subject to hourly pay requirement. The Student Development Center is not obliged to choose a candidate on the basis of the lowest price. 

 
2.2 
For examination supervision or occasional escort 
€ 6.00 per hour                              

 
2.3 
For transcribing to a final / or and intermediate examination     € 13.00 per hour 
 
2.4 
For chronic escorts of blind students or students with disabilities.  
 
Finding an escort can be done through the Student Development Center with the escort being paid directly by the University, however, due to the many particularities , an escort may be employed by the student himself , who will receive a relevant allowance from the University (provided that each month he presents proof of payment to the Student Development Center) . 

 
The remuneration and / or allowance for the escort amounts up to €500 per month. It is paid for the months of the course as well as for the examination period, i.e. 4 months for each semester. It is understood that, if deemed necessary and essential by the Head of the Academic Affairs and Student Welfare Service, the escort and his/her remuneration or allowance may exceed 4 months for each semester. 
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