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Academic Calendar Development Policy

1. Introduction
1.1 Purpose

e To provide a structured approach for the development, review, and approval of
the academic calendar for CIU Germany.
1.2 Scope
 This policy applies to all academic programs at CIU Germany, including Skills &
Vocational Courses (SVCs), Diplomas, University Foundation Courses (UFC),

Undergraduate, Master’s, and Ph.D. degrees.

2. Principles of Academic Calendar Development
2.1 Alignment with Educational Objectives

e Ensure the academic calendar supports the educational objectives and strategic
goals of CIU Germany.
2.2 Compliance
» Ensure the academic calendar complies with national and international
regulations, accreditation requirements, and institutional policies.
2.3 Consistency and Predictability
* Maintain consistency and predictability to facilitate academic planning for
students, faculty, and staff.

3. Structure of the Academic Calendar

3.1 Academic Terms
3.1.1 Semester System
¢ Details on the number and duration of semesters, including start and end
dates.
3.1.2 Trimester/Quarter System (if applicable)

 Information on the trimester or quarter system, if used.




3.2 Important Dates
3.2.1 Start and End Dates
» Specific start and end dates for each academic term.
3.2.2 Registration Periods
» Dates for student registration for each term.
3.2.3 Examination Periods
o Scheduled dates for mid-term and final examinations.
3.2.4 Holidays and Breaks
 Public holidays, mid-term breaks, and other significant breaks in the
academic year.
3.2.5 Graduation Ceremonies

» Dates for graduation ceremonies and related events.

4. Development Process

4.1 Initial Drafting
4.1.1 Committee Formation
e Formation of an academic calendar committee, including representatives
from administration, faculty, and student bodies.
4.1.2 Draft Preparation

* Initial drafting of the academic calendar by the committee.

4.2 Stakeholder Consultation
4.2.1 Faculty Input
» Gathering input and feedback from faculty members.
4.2.2 Student Input
» Seeking feedback from the student body through surveys or focus groups.
4.2.3 Administrative Input
e Consulting with administrative departments to ensure operational

feasibility.

4.3 Review and Approval
4.3.1 Review by Academic Board
e Submission of the draft calendar to the Academic Board for review.
4.3.2 Approval Process
» Formal approval process by the Academic Board and other relevant

authorities.




5. Publication and Dissemination

5.1 Publication
5.1.1 University Website
 Publishing the approved academic calendar on the CIU website.
5.1.2 Print and Digital Formats
e Making the calendar available in print and digital formats for easy access

by students and staff.

5.2 Communication
5.2.1 Notification
» Notifying all stakeholders of the new academic calendar through official
communication channels.
5.2.2 Orientation Programs
 Including the academic calendar in orientation programs for new students

and faculty.

6. Modifications and Amendments

6.1 Procedures for Amendments
6.1.1 Minor Changes
» Process for making minor amendments to the academic calendar,
including approval requirements.
6.1.2 Major Changes
» Process for making major changes, such as altering term dates or

examination periods, including stakeholder consultation and approval.

6.2 Emergency Adjustments
6.2.1 Unexpected Events
e Procedures for adjusting the academic calendar in response to unexpected
events (e.g., natural disasters, pandemics).
6.2.2 Communication

e Timely communication of any changes to all stakeholders.

7. Quality Assurance

7.1 Continuous Improvement
7.1.1 Feedback Collection
» Collecting feedback on the academic calendar from students, faculty, and
staff.
7.1.2 Review and Evaluation
» Regular review and evaluation of the calendar development process to

identify areas for improvement.




7.2 Compliance Monitoring

» Ensuring ongoing compliance with regulatory and accreditation requirements.

8. Roles and Responsibilities

8.1 Academic Calendar Committee
« 8.1.1 Composition
» Composition of the committee, including representatives from key
stakeholder groups.
8.1.2 Responsibilities
» Specific responsibilities of the committee in drafting, reviewing, and

finalizing the academic calendar.

8.2 Academic Board
8.2.1 Oversight Role
e Opversight and final approval of the academic calendar.
8.3 Administrative Departments
8.3.1 Implementation
» Responsibilities of administrative departments in implementing the

approved academic calendar.

9. Policy Review and Updates
9.1 Regular Review

» Scheduled reviews of the Academic Calendar Development Policy to ensure it
remains relevant and effective.
9.2 Stakeholder Involvement

« Involvement of key stakeholders in the review and update process.

This outline provides a comprehensive framework for the CIU Academic Calendar Development
Policy. Each section can be expanded with more detailed procedures and guidelines as

necessary.
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