—,

e p
dlpedigliwa jgs muldl Goghs Glpac fgliawa jgsh oljan Jaogiha
goledl cuaul g ol muyleill 84jg wlidlj gogaisjlei o iy Jaided Jojljeg |
Auidil gl dcols dawl) Higas Auifaidyy s554) Jadsgow

Craipil) dadall | o § 20 s il S S 5 pnonl il g |
el a3 3 il ﬂ‘!dﬂ-‘:‘r‘*:d-iﬁm'm!" - |

"'H-\. Mo .._,.-"II

F Date: \_I:'_._U hv:‘d“s k

) gt f % 82 e
. s

Ol B 4etalls ubdisS 3 3 bl Glayy sails S lzgSy/

40993l Ologbi ogalys Al Sl Sy pad Spaif S JLisgSy 4 Lol oaho Olats 45 SV gt B
el plaid) agailagSil) 04 &5 LGS 34§ Gy Sl glal) G2 Smdyde

| A s | T e | ]
) g OLR04 9 Gell) Sosiyd it (325 S0l | s g g ity sy | )
| phua| S Als (S0l Uiyt G et | T |
[ e Iy S 9 gl s B Stglpty | s dame i | T
[ 4Ty B el Sy 4 ey i PR

_f o BE ol Soga | 6 oley OlgSa | 0

B Saai

s el o f 55 s oty 58y

s B o) 3p I JABaS 3 Pt 1 e B Sl L ly 1M S gy
oy Bl fereny e i wilils g amglya

s S ity B e | ) g

IJ-_,f_lp:

& & w =

Had

raq - Kurdistan Regional - Erbil www.epu.edu.iq

Kirkuk Road \ Hadi Chawshli Str.




Ny SuSGp SIS Siydw 4
Y 393 9 Guadl) )ba 8 32 301 Siden (§)0200030 e $aSyd)
ouihai3S JuEidulan /o

we i) 9 90w

4 Cojbdu SHdddy sdusd) 03)5559ihS Hdwd) Dggayady Sidalin) WS
S 153900 plaidl OladSESil) AaS Fuudl) (guilyas 35 JAEIAwian (5)l gid
09)S ggld I 4,099 45 Silgdigl) (procedut’e) JySoalel

\
-

o -
d.-';-_f . A
=" oo/
— - i ol
- a.a;r’/t
¥ » = HFJ r:_--F"If’. ' &
h = RETW o . 8
% GRS *
ol e 8 g g e "
S guida.o GVeiae 7o <
c/ L - - -
o ,L";” oseR
. " - e a'-ﬂ"f'-""'"":
e (£ O o= _.-)f*’/ﬁr;"f
j .Jf’f;f; . _,.f e - u,r:@ .
o - Gt : -
l{,:) ‘L‘ */ r# ¥ "'f ® g 2_“'} "
4 4 » "HL UL"*"H



Post-Conference Quality Assurance and Documentation Procedure

Quality Assurance Procedure for Post-Conference Evaluation and Documentation
Erbil Polytechnic University — Quality Assurance Directorate
1. Purpose of the Procedure

This procedure establishes the standards, procedures, and documentation requirements that must be
followed after the completion of any scientific conference organized or hosted by Erbil Polytechnic
University (EPU). It ensures that all conferences meet institutional quality expectations, comply with

the ministry and the university’s QA framework, regulations and contribute to continuous
improvement

This policy applies to all academic colleges and institutes at EPU.
2. Procedure Statement

The Quality Assurance Directorate [QAD) requires full post-conference documentation, evaluation
results, and quality indicators to support institutional stamdards, accreditation, and continuous

Improvement.
3. Post-Conference Required Documents

- Abstract book: Ensure all abstracts follow a unified format (title, authors, affiliation, keywords).
Include ISBN if used.

= Proceedings / Journals/ indexing (if applicable): Collect full papers in a single template, apply
formatting checks, and ensure plagiarism screening

- Digital platform used for conference management [provide decuments or URL links)

- list of committees (e.g. High committee, organisation, scientific, ... )

- Attendance lists

= Budget report: Include receipts, sponsorship agreements, and a clear summary of expenses.

- Media files : Compile photos, videos, and social media screenshots, Use folders named by
date /session.

- Types of awarded Certificates (copy of each type)
- Sponsorship contracts
4. Post-Conference Quality Measures

- Surveys : Prepare short, targeted surveys. Use tools like Google Forms. Include rating scales and at
least 1 open question for qualitative insights. Submit raw data and summarized findings.



- Participant surveys - Speaker surveys - 3ession evaluations
- Post-event review meeting minutes

Hold a 1-hour meeting within 7 days of the event with organizers and committee leaders.
Record what went well, challenges, and 3-5 improvement recommendations/plan

5. Required Quality Indicators (KPls)

Callect key performance indicators KPI1 data during and after the event. Ensure accuracy by using
registration logs, evaluation surveys, attendance monitoring and media analytics. Summarize KPls in
tables and charts for the final report

Academic:

= Abstract and final submissions (meeting limits) - Acceptance rate - Number of papers (local) -
Number of papers (international) - Number of total authors - Reviewer data -Workshops fposter
presentation

Engagement:

- Participants (number and type) - Gender balance - Affiliation - Sclentific title -Nationality -
Universities represented - Stakeholders [governmental bodies, companies, establishments)

Financial /Operational: Compare planned vs actual expenses.

- Budget deviation

- Cost per participant

6. Reporting Requirements

Organizing committee must submit a Final Conference Report including:
= Executive summary and outcomes

- Financial summary (just report the total expenses)

- Survey analysis

= Challenges

- Recommendations and improvement plan
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