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Post-Conference Quality Assurance and Documentation Procedure

Quality Assurance Procedure for Post-Conference Evaluation and Documentation

Erbil Polytechnic University - Quality Assurance Directorate

1. Purpose ofthe 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 standards, 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 / fournals/ indexing (if applicable): Collect full papers in a single template, apply
formatting checks, and ensure plagiarism screening.

- Digital platform used for conference management (provide documents or URL links)

- list of committees [e.g. High committee, organisation, scientific, ... J

- 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 ofawarded Certificates (copy ofeach 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.
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- Participant surveys - Speaker surveys - Session 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 lndicators (KPIs)

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

Academic:

- Abstract and final submissions fmeeting limits) - Acceptance rate - Number of papers (local) -

Number of papers (international) - Number of total authors - Reviewer data -Workshops/poster
presentation

Engagement:

- Participants (number and type) - Gender balance - Affiliation - Scientific title -Nationality -

Universities represented - Stakeholders fgovernmental 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 [ust report the total expenses)

- Survey analysis

- Challenges

- Recommendations and improvement plan
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