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Chapter One: Governance and Organizational Environment

SOP Of Surveying OC Stakeholders’ Satisfaction with The

Organizational Climate

Standard Operating Procedures (SOP)

Busgall Josd! lely>]

SOP Code:

el 30

SOP Title: Mechanism of measurement of OC
stakeholders’ satisfaction with the organizational
climate

Elall e prgudall sy old &UT il Yl (uane
o < A ‘

Department: Quality Assurance Administration

8392l AuSgi 8y1] 26y Yl dxdiS (ye A ggeuell dgaell

Prepared by: Quality Assurance Administration

8392l USs5 8yl 16y Blandl dgnl

Date Prepared:1/7/2019

Y A/V/) talasYl

Reviewed by: Senior committee for institutional
accreditation

sl laze M Lkl izl mrlyall dganll

Date Reviewed:23/7/2019

Y\ V/YY dazlyedl Gyl

Next Review Due:1/7/2021

ARARVAVARE VR IR PE IO Y

Approved by: Chief supervisor

pladl OBl 1 (e Coaisl

Purpose

- Identify the prevalent atmosphere in the
Colleges and its effect on the affiliates

- ldentify about the nature of communication
inside the Colleges and its effect on job

satisfaction

- Identifying the relation between the decision-
making process and affiliates’ satisfaction.

and

Provision of suitable organizational
environmental atmosphere for achieving the
Colleges’ mission.
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Chapter One: Governance and Organizational Environment

Standard Operating Procedures (SOP)

Definitions/Acronyms

atmosphere: All internal

processes and characteristics

- Organizational
circumstances,
which distinguish Onaizah Colleges from other
affect the affiliates’

colleges and which

situations.

- Job satisfaction: The positive feelings and
attitude of the employee created by a favorable
atmosphere in which he can fulfil his needs.

Step-by-step Procedures:

1. Organizational Climate is circulated to all OC
stakeholders at the end of each academic
year.

2. Quality Assurance Administration explains
the
stakeholders and urges them to fill it out.

importance of the survey to OC

3. The survey results are analyzed by the
Quality Assurance Administration, and a
report about the results is prepared and
submitted to the owners.

4. The owners review the report and reply to
findings along with an action plan.

5. The report along with the recommendations
are submitted to the chief supervisor.

6. Upon the approval of the recommendations
by the chief supervisor, they are sent back to
the owners for implementation.

Forms/Templates to be Used:

- OC organizational Climate Survey.

N
NV

Busgedl Jaall Cilsly]

Qbhal’-}”/cblnf)aﬂ‘

G20 gyl degeme fpdail Flal -
W e SIS s (@1 pasbasdly oldeally
wguial) FLogl e ygas 355 s 5,3

G elawlly Ol de gaze i i gll (9o -
d3 Flall 03T UM e Cabgall Lgha
Al G pulain Euso OLI

1Olely > Olghas
L}W @A?L] Lso._{.m‘ tLLoJ\ liw! _ad o= L)
stb.) ‘OLC dssjo C‘)L}.&“
Je (pgwiall g DBliwdl ddl musgi e LY
Bogl Cldsg Jad oo diuasd]
‘Baﬁ;_dl 43553 5)‘.)! d"é R G‘:UJJ‘ Jf.lz.‘ij @)23 Y
Ol gadyg UL Ejl:‘«.u Be3Y-A] .)\J.Cp\g

Aol

il sl o LYY nmall Slgnll o3 6
Oluo il dxdlaa) Jas das (nasas g lgd s> ST

2Ll G dual) Slupogilly ylanll b5 .0

Joss cdapMl Sloogill e pladl B dall sbasel day .1
g Janl) duazmyall Slgzdl J)

R VRCS N E.SL».U!

il Flal ol Bl -




dloubiill aiullg dasgall : Jo il wilul

Chapter One: Governance and Organizational Environment
Sluddl_saiall dS)lie Olawdg Lyl aue § (dudiunadly Culobudll 21 &) 40T
Olxllly pullxadl (§ ddlallg

SOP For Engaging Male and Female Stakeholders in Decision-

Making Processes

Standard Operating Procedures (SOP) 8 gall ol Olely>]

SOP Code:

el 50

SOP Title:

staff, and students in decision-making processes.

Engaging male and female leaders, teaching faculty,

sl e
Olasz g L)l jiuo (§ (pdutivally Silalial) aS)lie &7
Obllly pullxadl (§ ddlally Sl yaiall aS)line

Department:

Councils and Committees Administration

ey Yl S o8 Aggenel) dgan!

Ollly ullomall 8513)

Prepared by: Institutional Accreditation Sub-

committee

sy Bdaod! dgll

s godl slazeM eyl daell

Date Prepared: 1/7/2019

Y-1a-V-) alaeyl &6

Reviewed by:

Senior Committee for Institutional Accreditation

tdazyell gl
g §all 3laxeM Llall sl

Date Reviewed: 17/7/2019

17/7/2019 :dazlyell gy

Next Review Due: 1/7/2023

1/7/2023 :4e3\i)) dazrlyall oy

Approved by:

Chief Supervisor

1 (po Cidais

ﬁLaJ\ PN

Purpose:

Engaging male and female leaders, teaching faculty,

staff, and students in decision-making processes.
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Chapter One: Governance and Organizational Environment

Standard Operating Procedures (SOP)

Definitions/Acronyms

- Councils: refer to a group of individuals who meet to
make decisions and provide consultations about issues
for which they were assigned. They act as a legislative

group representing an administration, deanship, and

category individuals.

Bugall Joall Clely]
1OhlaisyI /Ol yadl
3SY Ogaeize SVl e dcgeme puWlxell -

cLe.Lo& Blas O &54'0\540 d5.>- )3%\3 chbﬁJ‘
A58 dalecs ﬁ:)\.)l M a’ga:’ﬂﬁ M.@S”i cQs.Luu”

hld didd Joxd Bpiue S)31 de oo (p 10l -
e pullmeg Ol Byl)

- Committees: are a small group of individuals who are

assigned to implement decisions and plans of higher

administration, committees, and councils.

Step-by-step Procedures:

1.

One

male and one female representative should

attend the councils and committees to discuss

issues related to their interests.

Teaching faculty

should participate in the

membership of relevant councils and committees

(e.g.,

recruitment committee, student issue

committee, exam higher committee).

Administrative staff should participate in the

membership  of relevant councils and
committees (e.g., investment committee,
financial planning sub-committee, HR

committee, and student affairs committee).

All college and departmental councils should be

represented by an adequate number of female

facul

ty and staff.

Student membership should be indicated in all

administrative decisions of committee formation.

An

committees should be

item for female staff performance on

included into their

performance evaluation.
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Chapter One: Governance and Organizational Environment

Standard Operating Procedures (SOP) 8 goll Joadl Oolely

Forms/Templates to be Used: LVRE SIS APV
- 0OC Councils and committee’s evaluation || gk Olxlly (udlxal! elal ddeld el E.Sy;s =
rubric, indicating the involvement of female || pan § ddlally Gl ol S)line D99
individuals and students. Ol ud xal!
- Committee formation template containing an || Jl&l do Je oo ol LSid ziged -
item for the membership of male and female Adlally Jludl_saially crolall

leaders, staff, and students.

&



dloubiill aiullg dasgall : Jo il wilul

Chapter One: Governance and Organizational Environment

SLSIL Glxlly (udlmall auesr euudl

SOP for Evaluating the Effectiveness of OC Councils & Committees

Standard Operating Procedures (SOP)

Bus-gall Jaall ilely>

SOP Code:

el 50

SOP Title: Evaluating the effectiveness of OC

councils and committees

:c-b.?)‘” (P

SUSIL olxdlly pudlrall e @uuss

Department:

Administration of councils and committees

ety Y1 S o A gdunell dgnll

Olarllly udleall 8yl0)

Prepared by:

Council and Committee Administration

sl Bdaell dg=)!

Olarllly udleall 8yl)

Date Prepared: 1/7/2019

Y VA /V/\ talasYl Fonys

Reviewed by: Senior committee for institutional

accreditation

rdazrlpell dgard!
gangall slazedU Lall il

Date Reviewer: 10/07/2019

Y V/V/) - tdaslyedl oy

Next Review Due: 1/7/2023

YoYY/V/Y idesll daslyel! Gy

Approved by: Chief supervisor

el el 1B (e Oodass!

Purpose: Assessing all OC councils and

dakizeall Olrllly Gulmall JlasT ouadts 151521 (0 2541

committees SLWSIL
Definitions/Acronyms rhbassYI /ol yasdl

- Councils: a group of individuals who meet to
take decisions about issues within the scope of

their work.
- Committees: a small group of individuals

assigned to implement decisions and plans of

higher councils.

ShLE 3BSY Ogasizo LYl (pe degeme igmdlxadl -
dum i3 iugS cpghas Bl e gudlge Jg> psladly
) Bolas laf Jhas
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Chapter One: Governance and Organizational Environment

Standard Operating Procedures (SOP)

Step-by-step Procedures:

1. In coordination with the different council and

committee secretaries, a schedule is

circulated in a particular form at the
beginning of each academic semester which
contains all the periodic meetings in
accordance with the general curriculum of

councils and committees.

. A time-table is set for submitting meeting
minutes.

. An approved copy of the meeting minutes of

all councils and committees must be
submitted to the administration of councils
and committees at a specified scheduled

date.

. The
committees

administration of councils and

prepares a about

performance assessment indicators for each

report

council/committee at the end of each
academic semester in collaboration with the
secretaries of the different councils and
special form for
recording the ratio of the decisions and
which

implemented for each council/committee

committees (using a

recommendations have been

individually).

. At the end of each vyear/semester, an
electronic questionnaire is distributed which
is used in the self-assessment of the
performance of councils and committees and
which must be filled out by all the members
of the various councils and committees

without mentioning their names.

. Also, at the end of each year, a number of the
Colleges’ affiliates are nominated who are

not members of these councils and

committees but whose work is somehow

AN
vV
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Chapter One: Governance and Organizational Environment

Standard Operating Procedures (SOP)

related to the work of these councils and
committees in order to have the independent
assessment questionnaire distributed to
them confidentially so that they fill it out
without mentioning their names.

7. The administration of councils and
committees asks one of its officials to extract
the results and make a report about them.

8. Analyzing the results of the questionnaire
and preparing a report about them.

9. Submitting the report to the chief supervisor
and receiving his observations.

10. Sending a feedback to the council
secretaries/committee chairs to discuss and
implement them.

Forms/Templates to be Used:
- Council and committee calendar.

- Form for performance assessment

indicators of councils/committees

- Councils and committee’s self-

assessment.

- Satisfaction surveys measuring the
performance of councils and
committees related to Onaizah Colleges

(independent assessment)

&

Busgadl Jaall Cilslyz]
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Chapter Two: Quality Assurance
o doudall Clodsdl Jg= dadlall ¢l & Wasul ST

SOP for Surveying Student Opinions about OC Services

Standard Operating Procedures (SOP)

B gall Josd! olely]

SOP Code:

el 50

SOP Title:

Surveying student opinions about OC services

iy oo
o Loudall Oleusl Jg> ddball eyl Ml oWl

Department: 1ol 3l (e A g Gunnad! dgn!
Quality unit 83 gl Bu>g
Prepared by: 1ely>W Bdall dgzl!
Quality Assurance Administration 83921 S35 8yl0)

Date Prepared: 7/8/2019

YV A-A-V talde Yl Gy

Reviewed by:

Senior committee for institutional accreditation

rdazlyell dgal
g5l 3ezed Lol il

Date Reviewed: August 2019

YN pudail iz pell oyl

Next Review Due: August 2023

VoYY puacl 100l dazlpedl gy

Approved by:

1 e Codeis!

Purpose:

Surveying student opinions about the services

and activities provided to them and using the

el oo o2y
o) dodiall dradly wleasdl Jg> ddlall s edlarul
Olodsdl ody) BUSCINIERTES L ag @UJJ\ (éLJo':Lub

results for the continuous improvement of these Ak adYlg
services and activities.
Definitions/Acronyms rhbassYI /el yasdl
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Chapter Two: Quality Assurance

Standard Operating Procedures (SOP)

Step-by-step Procedures:

1. Announcing and stating a detailed list of the
services provided by the Colleges to its students
which must be constantly portrayed on the
screens in the lobbies and entrances of the
Colleges’ building.

2. Preparing a simple and inclusive questionnaire
which embraces all the activities and services

provided by the Colleges to students.

3. Making available a box for propositions for
each service or activity in prominent places in
the Colleges (mosque, cafeteria, playground,

student affairs, lecture halls....)

4. Establishing a widely publicized special mail
for propositions about student services and
activities which could be used by students to

express their views.

5. Disseminate the survey results transparently
so as to achieve a real improvement in services.
Forms/Templates to be Used:

- OC Service Survey

<
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Chapter Two: Quality Assurance

Joadl Qbylg oz ySell o1yT & Maial LT

SOP for Surveying the Opinions of OC Alumni & Employers

Standard Operating Procedures (SOP)

Bus-gall Jaall Wilely>

SOP Code:

el 30

SOP Title: Mechanisms of surveying the

opinions of alumni and employers

Jeadl Obylg a3l sl e oWl >Vl (oo

Department: Alumni unit

nmyl B 1l il o6 3 uaned] dganll

Prepared by: Quality Assurance Administration

892l U3 8yl 161y W Blandl dgnl

Date Prepared: 2/8/2019

YA/ A/Y walasYl gyl

Reviewed by: Senior committee for institutional

accreditation

s 3l Slaze M Lkl Licalll tdarlpall dgendl

Date Reviewed: August 2019

YA Gulad] el ypell gyl

Next Review Due: August 2023

AR AR PRIFS - PSP Y

Approved by:

1 e Codeis!

Purpose

- Measuring the suitability of the knowledge
and skills of the Colleges’ graduates for the
needs of employers and practice of the

profession.

- Identifying the important obstacles facing the
graduates of Onaizah Colleges after graduating

and joining the labor market.

- Making use of the survey about the latest
developments as a cornerstone for developing

the educational structure.

el oo o2yl
LS 73 hlgey Blee denlio Gl ld -
Aigall duwylong Jodl lgs oldlato dudid
OUS ey3l 429 @) wldall eal e gdgll -
Joadl Bguw @g8loxilly @gary35 s Biuie
c@aivnell Shghill Jo> gl oo Bolaiwdl -
okl daglaie yghas (§ dpulinl 88,8
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Chapter Two: Quality Assurance

Standard Operating Procedures (SOP)

83 g0ll Jasdl Oolelyr]

Definitions/Acronyms

- Graduates: OC students who completed their
studies.

- Employers: OC graduates’ actual or potential

jobs

1OhlaisYI /Ol yall
GOSN @ e 9631 ol W1 Al 10 gamysell -

il ) Olgz tdanll oyl -

Step-by-step Procedures:

1. Updating OC alumni database on a

semesterly basis.

2. Updating OC employer database on an

annually basis.

3. Circulating, analyzing, and reporting on
alumni survey, with results sent to Alumni Unit.
4. Circulating, analyzing, and reporting on

employer survey, with results sent to Alumni

1WOlely>Yl Olglas
dad (S Qg ol Sy bl 8uels Codss )
Léwb.)
(38T ple S alg Jasdl QLY @by Buc a> .Y
Bl Judoxig gl ple S By0 cromy3l Dbl ajgs Y
el wlisgl Ll

oty o> ple 5 Bye Janll Gl Bl aisd £
eyl wlusg) L@JLw);b a2y

Olaye pohal § lgre Bolaiwdly @lidl duhs @iy .0

Unit.

WSS ‘w.l,./J |
5. Studying results and making use of them in e i
developing educational outcomes in the
Colleges.
Definitions/Acronyms OhbaisVI /il yal

- Businessmen: employers

i) lgz sandl Q-

Forms/Templates to be Used:
- Alumni Survey.

- Employer Survey.
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Chapter Three:

Human Resources

Aol BoLaSTl 13 &yladlg dnasd Y CloLES Clladiuw! isly]

SOP for Attracting Qualified Academic and Administrative Leaders

Standard Operating Procedures (SOP)

Bus-gall Jaall Wilsly>

SOP Code:

el 30

SOP Title: Attracting Qualified Academic and

Administrative Leaders

4B whbla)l Oladiwl lshz] ishaY (Swww

Loliodl 8:laSU 13 Lyl

Department: Human Resources Unit

1oy JdiS (e A g Gunnad! dgn!
& il 5yl gall Bu>g + Oladiw)! diz

Prepared by: Human Resources Unit

& il 3yl gall B9 ety Bdaell dgzl!

Date Prepared: 1 /7 /2017

pY W/ V /Y olaed &)

Reviewed by:

Senior committee for institutional accreditation

rdazrpell dgand!
gseall slozedU Lall il

Date Reviewed: August 2019

Y pudal iz ypell oyl

Next Review Due: August 2023

VoYY pudacl 100l dazlpedl gy

Approved by:

1 pe Codeis!

Unifying and improving the processes and

standards for recruitment and nomination of
and administrative

competent academic

leadership to realize the Colleges’ goals.

bl oo p2sdd!
bl musyiy Cladivl ey Oldes Ligxiy du>os
WS Clual Gaam) 8elaSI @ild &)laYlg dssYI

Purpose
Definitions/Acronyms
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Chapter Three: Human Resources

Standard Operating Procedures (SOP) 84 gdl Joad! Oolsly

Step-by-step Procedures: U ESY

1. The unit of human resources addresses the
two colleges and other administrations by Sl dablbey &l plgall Bug pglS )

about their needs for leaders. ool egilalasl (o gt 6,3

2. The unit advertises the vacant leading post
o Byeladl Lolall dadsoll (e OMeYL Busgll pga3 Y
through the electronic site of the Colleges

and its twitter account while specifying the & g G lplumy S Qﬁﬂ}” Bl I
basic requirements for occupying the post | cawgy dadsgll Jiid dewled Oldlaiadl dodss
and a brief description of it. ) it
3. 3.Recieving the applications for the post
and referring them to the relevant | %! 970 @bl busdy Al Ol Judi.l Y
authorities to determine how useful the g Bl (S Wt dusyall
applicants might be for the institution.
4. Applicants who fulfil the requirements for Al Al g i) o el crondiyell BBl 0y 8

the vacant post are selected.

A-Academic leaders: 109008V O gualid)l —

1. CVs are checked up by the recruitment
committee in order to ascertain that | =5 PUadiudl dizd U oo 4G pudl pamed o2 -
the applicant: ‘O

- IsaPh.D. holder. ShgSulldazyy e Jguaxll @

- Has previous leadership, academic and
community service experience. Al Aoy AzsSlE) G i Sl O
- Has published research and participations eizee]|

in conferences. .uljosy@o@umg 5y oo Aty dlastdl @

2. Passing the personal interview.
Auasead! Ablaa jlas! -Y

AN
V
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Chapter Three: Human Resources

Standard Operating Procedures (SOP)

Bus-gall Jaall Wlely>

B-Administrative leaders

1. CVs are checked up by the recruitment
committee in order to ascertain that the

applicant:
e Has the required high qualification.

e Has adequate experience in administrative

work in the required area.

e Adequate computer program skills and

in office applications

2. Passing personal interview.

10 ¢ Ogaaldll — o
Olagiudl i) U3 oo LI sl pamd o )
s SSWig
sl Jagall o Jle Jaga e Jgmanll Y
Jomall Guiid (oY) Joall § a5 Y
Sligdaiy I ol ol go Joladll Balz] £

bl
Aasadl Odblaed! jlasl Y

Forms/Templates to be Used:
- Job advertisement template.

- Personal meetings form.

ey O] s -
Auaseadl dblaal 3 ged -
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Chapter Three: Human Resources
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SOP for Recruiting Part-Time Teaching Staff

Standard Operating Procedures (SOP)

_ Bus-gall Jaall Wilely>

SOP Code:

el 30

SOP Title:

Procedures of recruiting part-time teaching staff
such that they make a reasonable percentage of the

total number of the staff in question.

>Vl (e
plod Oghemy pdlly (pglaiall puoyddl digy Blaidl Wilely]
vienedl eyl &5 ] ogind § 031! Oleazs ¢35

Department: Human Resources Unit

2\3J&,,d| J)‘}AJ‘ dd=>9 :sb??‘ w O ajjé.owd‘ 3.@.?;"

Prepared by: Human Resources Unit

&l 3l gall B9 2ely> W Blasdl dgall

Date Prepared: July 2019

YA gdg talueYl Foyl

Reviewed by:

Senior committee for institutional accreditation

rdazrpell dgard!
sl SlazeS Ll dnll

Date Reviewed: August 2019

YA Gubad] el ypell gyl

Next Review Due: August 2023

Y YT Gubadl :ded daarlyell gyl

Approved by:

:Jﬁyoml‘

Purpose

Controlling the processes of contracting with part-
time teaching staff and making sure that they make a
reasonable percentage of the total number of the

staff in question.

el oo o2yl
Oglany opdlly (iglasall Loyl diugy Blaiwdl Oldes oo

\teedl eyl e ] eginnd (§ 0319l Blelyog ¢35 ploky

Definitions/Acronyms

:OhbaisYI /&l ya|
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Chapter Three: Human Resources

Standard Operating Procedures (SOP)

Step-by-step Procedures:

10.

11.

Before contracting:

Determining the needs for part-time teaching
staff before the beginning of the academic year
by checking up the teaching work-load of the
present teaching staff.

Determining the skills and characteristics which
the Colleges is seeking in the part-time
members.

Setting a percentage for the part-time members
in relation to the total number of the relevant
teaching staff.

Filling out the relevant form.

Receiving the CVs of members working as part-
time staff for the first time.

Keeping a copy of the CV (as required by the
quality and accreditation unit)

Bringing the academic certificates from a high
educational institution in the Kingdom.
Receiving a letter of consent from the employer
of the part-time staff member.

Making sure that the part-time staff member has
permission to work (for non-Saudis).

The part-time teaching staff member must be a
PhD holder at least in the specialization which he
teaches in the Colleges but the Colleges may
make exceptions to this provided that it is no less
than a Master degree.

Adding an item on the termination of the part-
time work which includes: (submitting student
grades, student papers, quality files, Blackboard
system requirements etc.) with signatures by

the relevant official for each item.

A
vV

Busgall sl Cilsly>]

il gl
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Chapter Three: Human Resources

Standard Operating Procedures (SOP)

After contracting:

Giving the part-time member a teaching work-
load not exceeding the minimum determined by
the department.

Making

percentage of part-time staff to the total

sure to maintain the stipulated
number of the relevant staff members.

Making sure the new part-time member attends
the orientation programs of the Colleges.
Making sure the new part-time member checks
the student electronic attendance as required by
the Colleges.

Making sure the part-time member records the
final exam grades as required by the Colleges.
Making sure the part-time member submits
quality requirements in accordance with quality
evaluation including the course report.

8. Making sure the part-time member submits
student course evaluations so as to prepare an

improvement plan.

Forms/Templates to be Used:

- Cooperation form
- Department teaching load form
- Release form for the part-timer

-  CVform

&
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Chapter Three: Human Resources

DD Lud guae Cabd gl oy

Recruiting Full-Time Teaching Faculty

Standard Operating Procedures (SOP)

Bus-gall Jaall Wilsly>

SOP Code:

el 30

SOP Title: Procedures of employing teaching staff

G g e i elyz] telyr Yl o

Department: Human resources unit

) 3yl godl Bug tely2 Y1 S o6 Agdunel dganll

Prepared by: Human resources unit

&l 3l gall B9 1ely W Blasdl dgall

Date Prepared: July 2019

Y9 gdg toluel &y

Reviewed by:

Senior committee for institutional accreditation

rdazzlypell dgzel
oenoll SlazeM Llall Al

Date Reviewed: August 2019

YV puadl daspell gyl

Next Review Due: August 2023

VoYY Gubawsl desld)l dalyedl Gyl

Approved by:

1 e Codeis!

Purpose

Identifying the vacant teaching posts so as to fill

the vacancies and also match them with the

el oo o2y
ol dad ey i)l i slacl e duaidb gl 42l gadl dpdss
43I dslally DUl slusTy wleludl sde ao lgidsllang

number of hours, student numbers and required RNV
budget.
Definitions/Acronyms rhbaisYI /el yasdl
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Chapter Three: Human Resources

Standard Operating Procedures (SOP)

Step-by-step Procedures:

1.

Department heads submit applications of
needed teaching staff to the college’s dean at
the end of each academic year for the new
year after the list is approved by the
department chair. The department chair
revises the applications and submit them to
the college council for approval after the
the
comparison with student-staff ratio, the

council verifies actual needs in

specialties required and the terms for
occupying each post.

The dean submits the application to the
Trustees’ Board so that the latter agrees to
making announcements about the jobs.
3.The chair of the Trustees’ Board refers the
application to the human resources unit to
advertise the posts in the Colleges’ site and
official recruitment platforms. After selecting
candidates, the list of names is approved by
the department councils and the college
council and is then submitted to the Board of
Trustees for approval and appointment using
the approved form of the recruitment
committee.

After the chair of the Board of Trustees
approves advertisement, the applications are
considered and sorted out by the human
resource unit so as to select the suitable
candidates in cooperation with the college’s
departments.

The names of the candidates are submitted
the departments to the college’s council for
recommending approval.

A
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Chapter Three: Human Resources

Standard Operating Procedures (SOP)

Bus-gall Jaall Wlely>

appointment.

work.

Approval of the candidates by the Board of
Trustees and agreement by the ministry to

Work contract is issued and appointee stars

de Byl dadlgay camedvyel) sladl ulzo slaiel |1

et

8 rolially Jond! dde py>d R v

Forms/Templates to be Used:

- Recruitment application form
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Chapter Three: Human Resources

& yloY! diugll) dads 9 Soldominw! Silsl g
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SOP for Recruiting Administrative and Technical Staff

Standard Operating Procedures (SOP) 8 goll Joadl Oolely

‘ SOP Code: :;b:g-))l )
SOP Title: Starting a job for the administrative &yl gl dads g lasiw! ielyYl (oo
authority
Department: Human resource unit & &l 3yl gall B9 ely Yl dudiS (pe A g gunnad! dgn!
Prepared by: Human resource unit & il oyl gall B9 ety Bdaell dgzl!
Date Prepared: 7/10/2019 ARRRAN AN GREIR S P Y v
Reviewed by: tdaz>|ypoll dgel!
Senior committee for institutional accreditation g ol dlaie M Lkal &zl
Date Reviewed: AR VARVAYREEE SIWN [ YK
Next Review Due: August 2023 VoYY pubawd] desldll dazlpedl gyl
Approved by: The Chief Supervisor Pl B iall 1 (e Codaisl
Purpose: >Vl e 2yl
Indicating the vacant posts in administrations | .z . zell ol ShIsYl e Gyl L2l s
and programs so as to fill the vacancies and also Lemlidl dasdly Helally o) Segll 2o Lgislhass
match them with the organizational structure, L 3 .

U AW el SISy
strategic plan and the required budget.
Definitions/Acronyms OhbaisVI /il yall
- Vacant post: a post not occupied by cabbgay lghid iy o (&l Caslbgll i pudbgll p2Lidl -
employee
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Chapter Three: Human Resources

Standard Operating Procedures (SOP)

Step-by-step Procedures:

1. The human resources unit addresses the

main deanships and administrations at the
end of each academic year to provide to it
the personnel needs of the administrative,
technical and services authorities as in the

form of determination of staff needs.

When there is need for recruitment, the
official submits an application form and in
case of application for creating a new job,
he prepares a job description card for the
job and sends it to the human resource unit.
All the

administrations

job needs of deanships and

are compiled and
submitted to the committee of financial
planning and budget to study them in
accordance with the discretionary and

annual budget of the Colleges.

. The human resources unit studies the
application and verifies the extent of the
need for the job(s) and studies the job
description,

its suitability, validity and

approval.

If a suitable employee is available for the job
from within the institution, the human
resources unit would submit appropriate
recommendation to the Chief Supervisor
with all the evidences to express his
approval of transfer, promotion or his

nonapproved thereof.
If it is not possible to fill the vacancy from

within, the human resource unit would look

into the files of job applications and select

AN
vV
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9. The human

Chapter Three: Human Resources

Standard Operating Procedures (SOP)

the most suitable of them according to the
job description card and send them to the

applicant for confirmation.

6. The human resource unit then advertises

the vacant post (on the Colleges’ site, the

Colleges’” account on twitter, other

approved recruitment sites)

. The human resources unit would then
receive the incoming applications, study
them and nominate those who satisfy the
minimum requirements for the post and
then applications are referred to the
secretary of the recruitment committee so

as to select the most suitable candidates.

. The recruitment committee makes

interviews with the candidates.

resources unit completes

recruitment procedures.

Forms/Templates to be Used:

- Form of determining recruitment needs.
- Form of job application.

- Personal interview form

&

8 gall ol Cilely>]
B50) Aol e YL ] 3 gall By 55
& Baianll 28150l ¢ g5 (§ O Glus LI

(WS U310 Dol BNy dlasiwdl ccauls g3

5ylg)l ldlall oMl &l 3lgall Bumg o3
by e 3 ddl 4 J393 (e iy Wiwlyag
ol i) e ol U o Aol Ji

Al 4B (o Yl LY Togad
Gyl sloudl Abliy byl dd psB

;Rg.lo}ﬂ‘ Q‘;b}l dbagl.wb Zty‘w.ll J)‘}AJ‘ dd=>9 ‘aﬁ

VRSN E.SLQ.’Jl

dgo )l SlrlaoY) o 3ges -
byl b ziges -

sl olaa)l Z3g05 -




aypdull ajlgall il Ll

Chapter Three: Human Resources
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SOP for Transferring a Staff to Another Department

Standard Operating Procedures (SOP)

Bus-gall Jaall Wilsly>

SOP Code:

el 50

SOP Title: Procedures of transferring employee

from one administration to another

Gy I Bylo] e calbgall Ja5 lelyz] elyz Yl (Sune

Department: Human resource unit

& 2l 3))gall Bug tely2 Y1 Judid e Aghenel dganll

Prepared by:

Ll 3yl gall B9 ety Bdaell dgzl!

Date Prepared: 17/10/2019

Y10V aliel Fy

Reviewed by:

Senior committee for institutional accreditation

rdazlypell dgzel
o3l Slaze Llall &l

Date Reviewed: 15/10/2019

Y1971 /10 rdazlyell gy

Next Review Due: August 2023

VoYY pudaal o0l dazlpedl gy

Approved by:

1 e Cdeis!

Purpose:

Occupying a vacant post

el oo o2y
Seladl s (5,50 dads o) Aol diidsg oy alb gl Jis

AbAl o

Definitions/Acronyms rhbaisYI /ol yasdl
- vacant el -
- promotion 4 -
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Chapter Three: Human Resources

Busgall Juadl Clsly>]

:CJ|¢[).?3"| Clglas

Standard Operating Procedures (SOP)

Step-by-step Procedures:

1. The director of the human resources unit in

coordination with directors of
administrations advertises the jobs that
need to be occupied from within the
Colleges and that is through the Colleges’
main accounts in WhatsApp or the
electronic correspondent. The approval of
the unit’s director or chair must be obtained
before submission to the human resources
unit. The employee may apply for transfer

even if no vacancy is available.

. After approval by the Chief Supervisor, the
director of human resources administration
writes a transfer letter for the employee
from his previous administration to the
other and submit it to the new boss of the
by the chief

indicating whether the

employee after approval
supervisor and
transfer involves any financial obligations

and transfer date.

vV

Grke go Geudddl LN Ylgall pae pod
oo s gllaall Caslbgll e OMeYL whlsYl
)l Ol Clue I o0 QWS b
dadlge J3 ey JoASIY Julall of (uilgll
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dl Al B)laYl e cabbgall Jan Glas ady
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Sl ad hady Jadl 13 busge pladl Bl
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A

. The employee who sees himself fit for the I (0 puaadll dabgll Jasd aidal S oo poda .Y
job may apply using transfer application & 5l & sl 3)lgell e (“3-53&239‘119@3-“3
form. The director of human resources )

Ol e el J3 oo elad) v A5l
looks into the possibility of occupying the
vacancy from within based on the | desdyell Jadl Wldby cpabbgall (45l SEVIPY
experience and job performance of the L
employees and the former transfer '
applications submitted. . . ” .
PP alall O tall AW dogdl ady9 il oy .Y

. A candidate is nominated and a
recommendation submitted to the Chief e
Supervisor.
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Chapter Three: Human Resources

Standard Operating Procedures (SOP)

Bus-gall Jaall Wlely>

5. The Chief Supervisor issues the transfer

decision.

6. The new boss delivers to the employee a job
description and explains work nature and

policies.

7. The human resources unit issues an identity
card to the employee with the new name
and requests supporting services and
technical support to do their part and also
the financial administration in case there

are any financial changes.

8. A copy of the decision is to be kept in the

employee’s file.

eLaJ\ dj\W‘ R ua.byo J& )@)‘M! e .0
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Forms/Templates to be Used:

- Transfer application form
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Chapter Three: Human Resources
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SOP for Assigning Teaching Faculty for Extra-time Work

Standard Operating Procedures (SOP) 8 goll Joadl Oilelyr]

SOP Code:

el 50

SOP Title: Procedures of assigning additional
hours and administrative work to the teaching

staff.

Josg 4dLs| wileluy oSl Wlslyz] sl (Sue

oy din slacy Sl

Department: Human resources unit

) 3yl godl Bug tely2 Y1 S o6 Agdunell dgaell

Prepared by: Human resources unit

& adl 3l gall B9 1ely2 W Blasdl dgall

Date Prepared: 7/10/2019

YN AV salaed) gyl

Reviewed by:

Senior committee for institutional accreditation

rdazrpell dgard!
g all slozedU Liall il
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Next Review Due: August 2023

VoYY pubact] 1dedll dacrlyell gy

Approved by:
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Purpose

Completing administrative and academic tasks

through teaching staff members by assigning

additional teaching hours.

el oo o2y
00 ! A slach L)laYly assBYI plgall slagiul
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Definitions/Acronyms
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Chapter Three: Human Resources

8 gall ol Olely>]
lely>YI Ol glas

S

Standard Operating Procedures (SOP)

Step-by-step Procedures:

First:

1. At the end of the academic semester, the

2.

a) Teaching members from the college are o &I 30 o slacyl kS % (i
assigned additional hours above the Loy il 56 55 S ol )
guorum and in line with specialties. t T ’

b) Enlisting the cooperation of specialized -&WS’L} Olelw A ge bp
instructors from outside the Colleges in
line with the permissible percentage of AR s g guaasie Bl Ll (0
20% for part-time staff usually from oo o Bley % Yo omlaiell ded o
Qassim university based on an
agreement with it or from other nearby T
universities in the region. L;ml:,d\ edadl Gluwge U] (0 91 daolxdl

c) After assigning courses and extra hours 5y9loeal &bw‘ji dalarall 5,59
to instructors from within, a letter is
submitted by the department chair to o . o
the college dean for approval and after ge B8 wleludly whidl 8w (2
the dean’s approval the letter is sent to oy oo ol a8y @iy ¢ JSIl e slacdl
the human resource administration for 21 i 3 ay (bl gkl AN dsan) nddll
revision and submission to the Chief . ) 3 . )
Supervisor for the approval decision a G @5 on9 dazlall Dl lsall Bny)
copy of which must be sent to the By1o] Ju935 ae dadlgall H1y8)luoY plall L8 del)
financial affairs administration and the L) e By &SIl dsas g Adledl O95l)
college’s dean as well.

d) Incasethereisaneed for a teaching staff

distributes the
schedules for the following semester to

department teaching
the teaching staff in accordance with the
approved number of teaching hours

The excess teaching hours above the
quorum is determined after which the
following procedure must be followed:

from outside the Colleges, an application
is submitted to the entity to which the

teaching staff belongs to obtain its

agreement for the cooperation in

vV

> ;L'a.c;)” &c L}L’FJ‘ J.,a.o.U Zg.wb...\.)\ dj\dqj\
i)l olbadl

O B dwny il wleldly Wh,aell ja> @i .
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Chapter Three: Human Resources

Standard Operating Procedures (SOP)

teaching and the study schedule is
attached along with the teaching hours
and the hourly wage in a letter by the
Chief Supervisor at least two weeks
before classes.

After approval, the member is given a
course schedule after which he proceeds
to complete the procedures such as
registering in the admissions system, the
electronic education platform, finger-
print, and receives the required quality
program. The HR unit receives a copy of
the contract so as to implement the
financial aspects of the agreement.

Second:

1. Assigning administrative work to a teaching

staff member in his college when there is a
need to fill a vacant administrative post by a
teaching staff member. The college deputy
nominates the best on the basis of CVs and
other and the

pertinent controls job

description card.

. The candidates’ files are presented to the
dean for the jobs which fall under his
administrative domain so as to nominate and
submit to the college’s council. As for posts
which belong to the general administration,
the candidates’ files are submitted to the
Chief Supervisor to nominate and take the
assignment decision.

. The director of the teaching staff affairs
passes the decision to the teaching staff and
sends a copy to the salaries’ official in case
there is an increase in salary and a copy is
kept in the staff’s file.

0
NV

Busgall Joadl ilely]
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Chapter Three: Human Resources

Standard Operating Procedures (SOP) 8 goll Joadl Oilely>]

Forms/Templates to be Used: LEVRE LIV K1PNL]

- Form of assigning additional hours to the Adls| wlelun (il Lud gae IS Ziged -

teaching staff member.
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Chapter Three:

Human Resources

‘_,c.w)N Joaadl B9l I o ‘_gl.,a! Jos LS Oilely>]

SOP for Assigning Staff for Extra-Time During Working Hours

Standard Operating Procedures (SOP)

Bus-gall Jaall Wilsly>

SOP Code:

el 50

SOP Title: Procedures of assigning additional
work to administrators during official work

hours

IS oyl SLo| Jos @Sl wlshyz] sl Awo

Department: Human resources unit

) 3yl godl Bug 2y Y1 S o6 Agdunell dgaell

Prepared by: Human resources unit

L il )l gall B9 ety Bdaell dgzl!

Date Prepared: 7/10/2019

AEARAN A\ GRAIRVSY F HY

Reviewed by:

Senior committee for institutional accreditation

rdazlyell dgal
o3l Slaze Llall &l

Date Reviewed:

Y19/1 /10 tdazlyell gy

Next Review Due: August 2023
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Approved by:

1 e Cdais!

Purpose

Occupying a temporary vacancy from inside the

el oo g2yl
Ylgel) mdgil G J21s oo c35all (fubogll sl u

Colleges to save financial resources Al
Definitions/Acronyms rhbaisYI /ol yasdl
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Chapter Three: Human Resources

Standard Operating Procedures (SOP) 84 gdl Joad! Oolsly

Step-by-step Procedures: 1Olely > Wl glas
First: S

1. When there

in the
a substitute employee is

is a vacant post
administration,
made available in coordination with the
director of administration and this substitute
employee and his signature are approved.

The director of administration fills out a

official in case the assignment involves a
salary increase.

0
WV

abbge dgs e 8yl L3 un::.bg »lé 0929 e
&@553 odlesely B)b}” R 2o Gaadidb o
Jeddl cals gl

31§ 8oL o B a3l Caulsill

A

k..c-bﬁAU Qééﬁ g_a_:JSJ C.)}AJ z\fua.b Bj‘éy‘ﬂ-}w ‘03-53 Y
temporary assignment form for the
nominated employee with the latter’s BHIYl e slesely dde albgall 28459 iyl
signature on it and the approval of the
director of administration. 3 baasdly slae &l 3)lgell Z3saidl ealud LY
Submitting the form to the human resource b gall Lile
unit for approval and keeping in the file of the
employee.

Second:

When there is a vacant post that can be _,L“’_
occupied from within the Colleges, the | |5y oo i (Sendl e by Hela 3gmg s )
director of human resources would nominate )
the most suitable candidates to the director | 3! (nabgell reits &8l lgall e p o
of the administration in question who would L syl i Bobg Heladl L 1 5yl aal
in turn select the best and most competent ’ ' ST s
and specify the type of assignment. RO VPN RSP
Submitting the assignment form to the Chief
Supervisor for approval. loaeM pladl O hall oSl Z3gad 28y Y
Informing  the  former  director of | )
administration about the assignment decision ghealy LR RIS Gl R s e alf
in order to inform the candidate, secure his | alos 5yl po deud ad>g dadgig anedl Cab gall
signature and keep a copy of the decision in )
his file. B
Sending a copy of the decision to the salaries’ )

of J> 3 COlgl Jggumad Hhall o divwd Jlwy) L8
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Chapter Three: Human Resources

Standard Operating Procedures (SOP)

Third:

1.

If an employee is given an assignment on a
part-time basis, he commits to specific tasks
for specified period within or outside the

official work hours.

The form must be submitted to the director
of the human resources unit so as to get the
and

approval of the Chief Supervisor

indicating whether there are financial

remunerations.

A copy bis sent to the salaries’ official in case
there is a salary increase with a copy of the

decision kept in the employee’s file.

At the end of the temporary assignment
period, the assigned employee sends a
report about his achievements during the
assignment period to his boss with evidences
attached.

Forms/Templates to be Used:

- Assignment decision form

&

Busgall Juadl Clsly>]
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Chapter Three: Human Resources
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SOP for Assigning Staff for Extra-Time After Working Hours

Standard Operating Procedures (SOP) 8 goll Joadl Oolely>]

SOP Code:

el 50

SOP Title: SOP for Assigning Staff for Extra-time

after Working Hours

ST ObISW 3Us| Jors Sl ksl sy Y oo
oyl Jasdl Olelus 7y Wilslead!

Department: Human resources unit

) 3yl godl Bug tely2 Y1 S o6 Agdunel dgaell ‘

Prepared by: Human resources unit

&l 3l gall B9 2ely2 W Blasdl dgall

Date Prepared: 7/10/2019

YNV alued &)y

Reviewed by:

Senior committee for institutional accreditation
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Date Reviewed: 15/10/2019
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Next Review Due: August 2023
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Approved by:

1 e Codeis!

Purpose

Occupying a vacant post temporarily from within
the Colleges outside official worth-hours to save

financial resources.

bl oo p2sdd!
OByl s WU J1s oo 50l adsgll H2lad) dw

Definitions/Acronyms
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Chapter Three: Human Resources

Standard Operating Procedures (SOP)

Step-by-step Procedures:

When there is a need to assign an employee of
one of the administrations with a task outside
the official work-hours, it should be done as
follows:

First: assignment in the evening shift after the

end of official work-hours:
1. The
administration makes an application to the

college dean or director of
Chief Supervisor requesting assigning an
employee to the evening shift due to a
certain need that he specifies.

2. Based on the reasons mentioned by the boss
of the employee, the Chief Supervisor either
accepts or rejects the application.

3. In case of approval, the application is

the

administration to take the assignment

referred to human  resource
decision which specifies the duration and
work-hours of the assignment.

4. A copy of the decision is then sent to the
boss, a copy to the salaries’ official and a

copy to the employee.

Second: Assignment during the Eid or

Summer vacations:

1. The director of the human

administration passes circulars to deanships

resource

and administrations requiring nominations
of the staff to whom they want to assign
work during vacations.

2. The director of human resources unit
submits a list of those who are to be assigned
work during the vacation as nominated by
the deanships and administrations to the

Chief Supervisor.

B3 gall Joll ilslyzr
Olsl >N Ol glas-
Jos Slslead] ol bloYl 4 g ol CadSd daldl s

HEDLE VRSN P S [ TRY OBl o

2 o)) plgudl olgS day ddluuad! 8 AL IS CandS) Yol

0
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B ual) Clall a8y 5151 e of AU dsas pody -
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cdlal) (a8 ) of 4881gedb il kel

Ll Yylgall ) dlalasdl V] @iy dadlgall Lis ¥
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Chapter Three: Human Resources

‘ Standard Operating Procedures (SOP) 8 goll Joadl Oilely>] ‘

candidates with the internal auditor to make 1 dx ol e 1St L,wa\
sure about the actual needs.

4. Eventually a decision is taken by the Chief | (2L pladl (3wl oo H1h3 Hlus] @i laday -£
Supervisor regarding the assignment, the

uLCl.«.«Jb ;Lo..w)” 4.4.9 Do
names and work-hours.

5. A copy of the decision is sent to the Beudy bl pueld Hlal e
administration’s unit and another one to the
salaries’ official.

900 Jusy -0

3. The Chief Supervisor revises the list of a=lwll ze dSWI duwhds el O iall pgdy -V
l Forms/Templates to be Used: EURE SN K1PST]
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Chapter Three: Human Resources

lg Bpo sy

SOP for Paying Payrolls

Standard Operating Procedures (SOP)

Bus-gall Jaall Wilsly>

SOP Code:

el 30

SOP Title: Salaries disbursement

il ! df,a :;b.?}’l (Ao

Department: Human resource unit

) 3yl godl Bug tely2 Y1 S o6 Agdunell dgaell

Prepared by: Human resource unit

&l 3l gall B9 2ely W Blasdl dgall

Date Prepared: 7/10/2019

YNV alued &)y

Reviewed by:

Senior committee for institutional accreditation
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Date Reviewed: 15/10/2019
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Next Review Due: August 2023
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1 e Codeis!

Purpose:

Determining the mechanism of disbursement of

el oo o2y

Olasa) CALA}@;’Jb QB&AJ‘j ;,J\g).” g_'eﬁa ZL.(JT Jodd

Program: Academic system E-register

salaries, remunerations and deductions to Audluuaally dluall
ensure fairness and credibility.
Definitions/Acronyms 1OhbaisVI /il yal

E-register 3691 pladl izali !

Step-by-step Procedures:

1. On the 20™ day each month, the salaries’
unit receives the list of attendance and
departure and counts the hours of delay
and days of absence for each employee
and determines the penalties as in the
violation regulations used in the Colleges.

1WOlsly >N Wlglas

GBlasiwdl 8> poil ygi S oo Yo gyl L)
s hiS) Blraidlg sl RS B3bil
ebly Al Glels Qlui>b posg (dasadl (e
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Chapter Three: Human Resources

Standard Operating Procedures (SOP)

Bus-gall Jaall Wlely>

=

Letters will be sent to employees inquiring
about the reasons for being late or absent.

3. After receiving the responses, the salaries’
circulars are prepared by the dues unit and
approved by the human resources unit.

4. The circulars are submitted to the director
of financial affairs and then the internal
auditor and eventually approved by the
Chief Supervisor.

5. The salaries are then transferred to the
employees’ accounts.

6. The circulars along with evidences of the
sent to the
include them

accounts
in the

transfers are
administration to

accounting system.

Gl e 83BW (pabgall wblas derg iy .Y
bl of sl

J (e Ol Ol slael @ 3931 el day Y
lgall Bu>g (po slexedl @y WBlaswdl su>9
Al

&?!}AJ‘ ‘w" Al O98adl yudad Ol &'9) R &
el B il Ol datiay @3 (pog -1

b gall bl Colgyl g 0

blusdl 8515Y EDbgmtll duds oy Slmued] Jusys .1
oloall pliaill (§ el L3y

Forms/Templates to be Used:

- Explanation request form about late

attendance or absenteeism.
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Chapter Three: Human Resources

oSl Jo L po ilely

SOP for Housing Allowance Disbursement

Standard Operating Procedures (SOP)

Bus-gall Jaall Wilsly>

SOP Code:

el 30

SOP Title: Disbursing housing allowance

OSadl Jb Qa0 s (e

Department: Human resources unit

ol 2yl gell el Yl dudiS (pe Al g funed! dgond!

Prepared by:

11 el > Bdaad) dgxll

Date Prepared: 7/10/2019

YN AV salaeY) gyl

Reviewed by:

Senior committee for institutional accreditation
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Next Review Due: August 2023
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Approved by:

1 e Codeis!

Purpose:

Determining the mechanism of disbursing

housing allowance for non-Saudi employees.

el oo o2y
gl ) (pabs gal) (Sdl Js OB p0 A1 wouss

1. The employee fills out the housing
allowance disbursement form and attach
a confirmation of non-disbursement of any
housing allowance for any of the family

members living with him.

Definitions/Acronyms rhbassYI /ol yasdl
Step-by-step Procedures:
proystep wlshaY wlghs )

Byly (Saw Iy o zgad diats il gall poiy Y
o @ AL 3L,8Y (S J ST o i 13
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Chapter Three: Human Resources

Standard Operating Procedures (SOP)

Bus-gall Jaall Wlely>

The application is approved by the human
resource director, the financial director and

then the Chief Supervisor.

On the approval of the disbursement, it is
referred to the financial affairs for

disbursement through automatic transfer.

The form is kept in the employees’ file.

Wl paadl @8 dadl 3ylgall e oolasel ok .
pladl Gl g -1l azlyally

B aall ddll Oggid) all>) o Grall slesel das

abgall Cale (3 g3gedl bak> o2y

Forms/Templates to be Used:

Housing allowance form
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Chapter Three: Human Resources

s SIS s B o Cilsly)

SOP for Ticket Allowance Disbursement

Standard Operating Procedures (SOP)

Bus-gall Jaall Wilsly>

SOP Code:

el 30

SOP Title: Procedure of disbursing travel ticket

allowance

Y- )SLJJ Jwo gﬁfp syl ::-b.‘g-}” (P

Department:

ety Y1 S o A g el Al

Prepared by:

sl Bdaell dg=)!

Date Prepared: 7/10/2019
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Reviewed by:

Senior committee for institutional accreditation
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Date Reviewed: 15/10/2019
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Next Review Due: August 2023
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Approved by:

1 oo Cideis!

Purpose:

Determining the mechanism of disbursing travel

ticket allowance to non-Saudi employees.

bl oo p2sdd!

Definitions/Acronyms

Qbhﬁb}’l/&tﬂeﬁl

Step-by-step Procedures:

1. The employee fills out travel ticket

allowance form.

It is approved by the boss and referred to

the human resource administration.

1WOlsly >N Wlglas
i SI35 Jo Zdged divany abbgell pgdy )
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Chapter Three: Human Resources

Standard Operating Procedures (SOP)

Bus-gall Jaall Wlely>

3. The due will be computed in line with the | J&al ade a2 b 339 Goviwadl Olud>l oo .Y
contract and by referring to qualifications. Mgl J) £92,0b
4. The disbursement form will be signed by the Mlgall ke b o B pall 3905 e pdodl ol L8
director of human resource administration, Jagese 51 grbally Jlall poally &l
the fi ial , the int | audit
e financial manager . e in ern.a auditor sl G el sy L5
and approved by the Chief Supervisor.
) S BlEswdl J9dual 73 g0l 5ok .0
5. The form is referred to the dues official to el 7 @yl hs o
disburse the dues as stated. sptacolac G
6. The sum due is delivered to the employee by | b abs=i abgoll gl fleall plug 1
transferring to his bank account. b gal) §~J‘
7. The formis kept in the employee’s file. abgall cale (§ Zdged! bad> @b LV
Forms/Templates to be Used: LEVRE LIV K1V

Travel ticket allowance form
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Chapter Three: Human Resources

Standard Operating Procedures (SOP)

SOP Code:

Bus-gadl Judl Colely] ‘

SOP Title: Procedure of provision of air tickets

)MJS\.J.S dﬂo ;b}l :ﬁ-bq-}" L;o.uwo ‘

ety Y1 S o A gdumell dgnll

Prepared by:

el o]l dg=)!

‘ Department:

Date Prepared: 7/10/2019 el Foy6
Reviewed by: sdac| ol dgxl!
Senior committee for institutional accreditation

Date Reviewed: 15/10/2019 rdacpedl Gy

Next Review Due: August 2023

el dazrlpedl Gy

Approved by:
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Purpose:

Determining the mechanism for providing travel

tickets at the end of academic year.

bl oo p2sdd!

Qbhﬁb}’l/&tﬂeﬁl

Step-by-step Procedures:

1. The dues official prepares a list of the names
of contractors with the Colleges and family
members including only the contractor,
spouse, two children for Ph.D. holders, one
child for Master holders and no children for

Definitions/Acronyms
Bachelor holders.

:Ql;b:,-}’l Cilglas

slows] 7 93 (28 Jozy SBlamiwd Jggums oty -
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2.

3.

4.

5.

Chapter Three: Human Resources

Standard Operating Procedures (SOP)

The director of the human resources unit
and the dues official sign the list which is
then referred to the financial affairs for
endorsement and the internal auditor link
official and thereafter approval by the Chief

Supervisor.

The names are referred to an office of travel
and tourism to issue tickets (such that a best
offer office is chosen from among three
offices), the ticket value is paid and the

tickets received.

The contractors then receive the tickets

from the dues unit after signing to

acknowledge receiving the tickets.

The transaction is then referred to the
accounting unit for registration in the

accounting system.

Forms/Templates to be Used:

Form of contractors, list for provision of

travel tickets.
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Chapter Three: Human Resources

OB W0 wilsly

SOP for Bonus/Reward Disbursement

Standard Operating Procedures (SOP) 8 goll Joadl Oolely

SOP Code:

el 50

SOP Title: Procedure of remunerations

disbursement.

] L.QJ\,O ;b}l :9!)9.-}" L;o.uwo

Department: Human resources unit

2l 3))gall Bug tely2 Y1 Judid e Aghenel dganll

Prepared by: Human resources unit

&l 3l gall Bag 1ely2 W Blasdl dgall

Date Prepared: 7/10/2019

YN AV salaeY) gyl

Reviewed by:

Senior committee for institutional accreditation

rdazrpell dgard!

o godl slazeM Llall Zill

Date Reviewed: 15/10/2019

Y1971 /10 rdazlyell gy

Next Review Due: August 2023

VoYY pudacl 100l dazpedl gy

Approved by:

1 e Codeis!

Purpose:

Rewarding competent and deserving employees

bl oo p2ydd!

@23 9¢2) 5259 Sl pciaally £SYI cpals gall 8K

in appreciation to their efforts and excellence AERA639
Definitions/Acronyms rhbassYI /ol yasdl

N
NV
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Chapter Three: Human Resources

Standard Operating Procedures (SOP)

Step-by-step Procedures:

1.

The director of administration makes an
application for rewarding an employee
where evidence is attached which verifies

the dues.

The human resources unit studies the
application and makes sure the application is

valid, with reference to RASID program.

The application is submitted to the Chief
Supervisor to determine the reward, kind of
reward and approve it.

The human resources unit director makes a
recommendation to the Chief Supervisor to:(
disburse reward an its amount, printing
giving
compensatory vacation and other ways

letters of acknowledgement,

determined by the Chief Supervisor)

A copy is sent to the financial administration
in case of financial reward and must be
disbursed in time such that the reward is
transferred to the bank account and a letter
sent to the employee indicating the amount
of the reward and its reasons.

In case the dues are a compensatory
vacation, they are provided according to
vacation regulations and the employee is
informed about it by an official letter which
indicates the number of vacation days and
the reasons for it.

The original form is kept in the employee’s
file.

Forms/Templates to be Used:

A
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Chapter Three: Human Resources

53yl ol sty

SOP for Leave Request

Standard Operating Procedures (SOP)

Busgall Josd! Cilely>]

SOP Code:

el 30

SOP Title: Procedure of application for vacation

Bl Clbo slyar] iy Yl (oo

Department: Human resources unit

W| J)‘}QJ‘ :sb:.-?‘ w OF ajjé.w&ﬂ 3.@.?;"

Prepared by: Human resources unit

&l 3l gall B9 1ely2 W Blasdl dgall

Date Prepared: 7/10/2019

YN AV salaed) gyl

Reviewed by:

Senior committee for institutional accreditation

rdazrlpell dgand!
o3l Slaze S Llall Ll

Date Reviewed: 15/10/2019

Y1971 /10 tdazlyell gy

Next Review Due: August 2023

YYY Gubadl 1o dacrlyell gyl

Approved by:

1 e Codeis!

Purpose:

Determining the controls and mechanisms of

organizing all types of vacations.

el oo o2y
Lgelgsl Caliseay Gl eaas Ty Jaslgus dyus

Definitions/Acronyms

:OhbaisYI /ol ya|

Step-by-step Procedures:

1. Filling out vacation application form by the
employee, determining the type of vacation

and proposing an alternative employee.

2. Signature of the alternative employee.

&

1Olsly >y Wlglas

dazy cabgall Jid (e B)lx] b Ziged dipad L)
ol calbgall #1819 LYl £45

ol Cabbgell 1345 .Y
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Chapter Three: Human Resources

Standard Operating Procedures (SOP)

Bus-gall Juadl Cilely>]

Approval by the boss and determining how | &ual de doussy abal b)) Jud opo sloxedl Y
well qualified the alternative employee is, | 8)l>Y1 8ue cliSy dlde dadlgally ol Calsgoll
agreeing that he takes over and o U39 B! Cr gy lo BB) o) lge 539
determining duration of vacation and its (s
type.

Gy Oldda)l dwlyds d &l 3yl gall Bus & ¢
The human resource unit studies the 7 by el 5o J £5%

o calsgall | el 451 g3
applications and how consistent they are o o)l wers Jaall & Bl
with work regulations and the employee’s Sl gactiln sl
vacation record. Al Ul oo et sezsdl o
Final approval by the Chief Supervisor.

el 3 byl dss)
Uploading the vacations into the system. i
A copy of the application is kept in the | Yy Ebsall ble § bl oo b5 Labs .V
employee’s file. Al 530
On his return, the employee fills out a bac- 3505 Lianty BV (0 83990 dmy Cilbgall pgiy A
to-work form and gets it approved by his Sl Gl e o0lezely 8l
boss.
alo (§ Jaasel) &l oyl gall 1 z3 903l Jly] o
The form is sent to the human resources e g LAl Dlsall gdgedt Jllen 4
unit to be kept in the employee’s file with a Jissly Adlal 33l 800 Syl Abbgal
copy sent to the financial administration pladl § Dbl
and the data uploaded to the system.
Forms/Templates to be Used: 1ol Zked!
- Vacation application form Bl db Ziges -
- Back -to-work form Bl Ziged -

%
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Chapter Three: Human Resources

Ao yo B)lr] o Cilely]

SOP for Sick Leave Request

Standard Operating Procedures (SOP)

Bus-gall Jaall Wilsly>

SOP Code:

el 30

SOP Title: Procedure of applying for sick-leave

Ao Bl b sly] tsly Yl (oo

Department:

ety Y1 S o g dumell dgnll

Prepared by: Human resources unit

& adl 3l gall B9 1ely2 W Blasdl dgall

Date Prepared: 7/10/2019

YN AV salaed) gyl

Reviewed by:

Senior committee for institutional accreditation

rdazrpell dgard!
o3l Slaze S Llall Ll

Date Reviewed: 15/10/2019

Y1971 /10 dazlyel g

Next Review Due: August 2023

Y YT Gubadl :ded dnarl ol gyl

Approved by:

H P IOV RGN T

Purpose:

Determining  controls  and

organizing sick-leave

mechanisms

el oo g2yl

Ayl 8l s STy Jaslgubs ko

Definitions/Acronyms

:OhbaisYI /ol ya|

Step-by-step Procedures:

1. Informing the boss about absence for

medical reason (in line with the mechanism

followed in the Colleges)

2. Informing the human resources unit about
the employee’s absence for medical reasons

by his boss.

1Olsly >N Wlglas

G39 ldg) (gl Hda OLAIL &bl GuS I BN )
(SO dxaiall A9

s cabgall Cldy &l yylgall a9 ] .Y
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Chapter Three: Human Resources

Standard Operating Procedures (SOP) 8 goll Joadl Oilelyr]

3. The employee obtains a medical report form Dlgall o (oo 0,85 F3ged Cllay Cabbgall poiy Y

from the human resource unit with a Blyy dusBy el p39 Agandl Sma Ayl
specified destination, day and date of . )
absence to send it to the destination 2% S by (oo 350 / frdians) Al

(hospital, medical center) requesting a b gall Al 4

confirmation report of the employee’s

condition. TO905 dza (3350 &l )l gl (glall sl eudud €
4. Submitting the medical report to the human Byl b

resources unit with the leave application

form attached to it. pladl 3 oty dupyell B)laYl slaisely daxlye .0

5. Revision and approval of the sick-leave and

uploading it into the system. 0ol cale § pladl Jaa> 1

6. Keeping the reports in a special file.

Forms/Templates to be Used: PRSI X IPNT]
- Leave application form Bl cdb ziges -
- Medical report application form (b B b Ziged -

&
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Chapter Three: Human Resources

D! Olely>]

SOP for Resignation

Standard Operating Procedures (SOP)

Bus-gall Jaall Wlsly>

SOP Code:

el 30

SOP Title: Procedure of resignation

Al ey :;b.?}’l (P

Department: Human resources unit

2\3J&,,d| J)‘}AJ‘ dd=>9 :sb:.-?‘ w OF ajjé.amﬂ 3.@.?;"

Prepared by: Human resources unit

&l 3l gall Bag 1ely> W Blasdl dgall

Date Prepared: 7/10/2019

AR RANRAN R IRV U ¥

Reviewed by:

Senior committee for institutional accreditation

rdazrpell dgard!
geall 3oz Liall il

Date Reviewed: 15/10/2019

Y1971 /10 rdazlyell gy

Next Review Due: August 2023

Y YT Gubadl :ded dnarl ol gyl

Approved by:

1 e Codeis!

Purpose:

Explaining resignation procedures to ensure

fairness and equity

el oo g2yl
Blglundly laad! Olosa Vil ol Olden)| zas 53

Definitions/Acronyms

:OhbaisYI /ol ya|

Step-by-step Procedures:

1. The employee submits the resignation
letter to his boss and explains the reasons

for it and state date of resignation.

The boss discusses the reasons of the
resignation with the employee and a
suitable recommendation is made and
submitted to the human resources unit.

1Olsly >N Wlglas

FAoledl sl il Ollas euudy Calbgall pgd
L3y Bg Al o dad i g0

A

o e abgall didliey bl GuBl el
Busg) lgadyy duliodl doogdll Joe ooy Al
Al 3l gell
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10.

11.
12.

13.

Chapter Three: Human Resources

Standard Operating Procedures (SOP)

The human resources unit revises the
application and make sure it is approved
by the boss and a meeting is held with the
employee to investigate the reasons for
the resignation.

Approving the application by the Chief
Supervisor.

Completing evacuation procedures
according to the employee evacuation
form and the form must be endorsed by all
the relevant units and administrations and
then handed over to the human resources

unit.

Sending a copy of each of the resignation
letter and the evacuation form to the
financial administration.

Terminating the employee’s service in the
insurance as of the date of resignation by
determining type of termination.

Preparing an experience certificate for the
employee at his request.

Final review of the employee’s file.

Revising the vacations’” records and

determining the proper monetary

allowance.
Uploading the data into the system.

Filling out the form of final clearance
confirmation by the staff after receiving all
dues.

Providing the resigned employee with a
special questionnaire form of service

termination.

N
NV
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Chapter Three: Human Resources

Standard Operating Procedures (SOP) 8 goll Joadl Olelyr

14. Obligating the employee to work until his | P 2b3 s9e in= daalb sheindlb Cabgall o3k V€

registration is closed. RV
Forms/Templates to be Used: EURE SN K1PST]
- Form of termination of employee’s services. wabge wlds clgl Ziged -
- Final clearance confirmation form Al Lallal )18 Ziged -
- Meeting of service termination Aol slg] dblie Bliul ziges -

guestionnaire form.

&
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Chapter Three: Human Resources

aSYI (il gally (uyill diud elinian danslin LT

SOP for retaining qualified teaching and other staff

Standard Operating Procedures (SOP) 8 gl Joadl Cilely

SOP Code:

el 50

SOP Title:

Mechanisms for retaining qualified teaching and

other staff

>Vl (oo
Sy L')’}b-B}AJ‘ﬁ UA&)-\JM A cBiw) dwlio oWT

Department:

Human resources and other involved owners

ey duiS 6 U guned! dgaell
S)Laall Olganlly &l 3yl gall

Prepared by:

Sub-committee of institutional accreditation

1oty W Bdaoll dgzd!

s ol laze S dis,all Aol

Date Prepared: 28/7/2019

Y-)A-V-YA olusdl &6

Reviewed by: Senior committee of institutional

accreditation

oo odl 2lazeM Llall dimelll sdarfyell dgall

Date Reviewed: August 2019

Y Gudadl eyl GG

Next Review Due: August 2023

AR AR PRIFS | B PSP

Approved by:

1 oo Cideis!

Developing mechanisms for evaluating teaching
staff members and employees and retaining the

qualified among them

el oo o2yl
w)xﬂ dLua clacl M.B.‘«‘J el OWT slaielg 29
Lo <SYI ¢ldiwlg O}fdbydb

Definitions/Acronyms

- Retaining teaching staff members and
employees: Creating a suitable atmosphere

Purpose
for retaining staff members in the Colleges

Qbhﬁb}’l/&tﬂe_,&ﬂl

Elall 35 1epld gally (uayud! L sbacl slidwl -
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Chapter Three: Human Resources

Standard Operating Procedures (SOP)

Step-by-step Procedures:

1.

10.

11.

12.

Improving the system of attraction and

recruitment to get qualified personnel.

Proposing competitive salaries region-

wise.

Upgrading guidance and direction

processes particularly for new staff.
Improving the upgrading and training

processes for the affiliates.

Activating promotion regulations and

systems.

Choosing flexible work time-tables and

teaching schedules for the affiliates.

Activating the incentives stipulated in the

strategic plan of the Colleges.

Improving work-conditions and enhancing

social contacts in and outside the Colleges.

Involving affiliates in the decision -making

process and the membership of

committees and councils.
Providing research -support services to
the staff such as: (supporting participation

in scientific conferences.).

Developing and activating the system of

performance measurement.

Ensuring implementing of self-evaluation

to each member.
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Chapter Three: Human Resources

dodse! 13| Cilely>

SOP for Termination of Contract

Standard Operating Procedures (SOP)

Bus-gall Jaall Wilsly>

SOP Code:

el 30

SOP Title: Procedures of service termination

dodsd| ;l.e.:l O\;b.?-l ::-b:.-}" ‘_;o..u.m

Department: Human resource unit

) 3yl godl Bug tely2 Y1 S o6 Agdunell dgaell

Prepared by: Human resource unit

&l 3l gall B9 2ely W Blasdl dgall

Date Prepared: 7/10/2019

AR RANRAN R IRV U ¥

Reviewed by:

Senior committee for institutional accreditation

rdazlypell dgzl
o3l Slaze Llall &l

Date Reviewed: 15/10/2019

Y1971 /10 rdazlyell gy

Next Review Due: August 2023

YYY Gubacdl 1A daarl el gy

Approved by:

1 e Codeis!

Purpose:

Explaining the procedures of terminating

services to ensure the two parties get their dues

el oo o2y
Olasa) Glodl slgs] Wlelyzl ol Oldon)l b3
nd )l Olasvue Jaus

Definitions/Acronyms

:OhbaisYI /&l yadl

Step-by-step Procedures:

The director of respective administration
addresses the director of the human
resource unit regarding termination of the
services along with the reasons.

:Ql;bq-}’l Cilglas

B9 e dabliees hlaall usl I o1 8151 oo gl )
Gl bupge Cabrge dods slgl Ldull 3lgall
Joadl o cadall e £Lg]) 1aYI a3) 13] BLEYI (Blylg
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10.
11.

Chapter Three: Human Resources

Standard Operating Procedures (SOP)

The director of human resources studies the
applications and attachments according to
the regulations of employee affairs issued
by
development and submits it to the Chief

human resources and social

Supervisor for final approval.

In case a decision is taken to terminate
services by the disciplinary committee for
teaching or staff which is approved by the
Chief Supervisor, then it is submitted to the
human resource unit.

Completing evacuation procedures
according to the employee’s evacuation
form so that the employee receives the
form and get it approved by all relevant
units and administrations and then submit

it to the human resources unit.

Sending a copy of the decision of service
termination to the financial administration.

Terminating the employee’s service in the
insurances from the date of service
type of

termination by determining

termination.

Preparing an experience certificate for the
staff.

Final review of the employee’s file.

Revising the vacations’ records and
determining  the proper  monetary
allowance.

Uploading the data into the system.

Filling out the form of final clearance
confirmation by the staff after receiving all
his dues.

N
WV

Busgall Juadl Clsly>]

@ladyally )l Al Dol 3lgall ke ool
&2l 3yl gall oy0 Byabiall rlelall 095 Ao s
Slaae plall Briell Lgnd)y duclaizdl duailly

!

ol D e dedl clg] S s Jl>
399) pal Gl e daine sLacHly opilbgall
o) 3l gl Ao s (il § il lsly )

L_9J.b ;M.>l C.)ﬁ.u ‘393 d).bl\ c-)l>l C)\;b.>l JL&M‘
O odleielg zd gaudl Cabbs gall el @i Co Cabb g0
lgall dadudy AWl Olusglly whilsYl 488

Al

&Jb c)*?-l C.S}Aig Al cl.@ll)b:& OR ESN) dl-“')l .

&,JLAJ\ BJ‘J}U

Aol 1g3] )l oo lipal) (§ Cald gall Ao slgs)

LYl Ess Ll

L@J 44119 (EPIE Lﬂjéj ga.lo}o..u ij'dt 5.)[@..5‘0 .)|.J&l .

i gall Cale) 3lgtl 383

o]l ‘:;J_a.zjl Judl a9 be-}“ duo) dazlye

Ut § bl Jlsa) ) -

0 e A0lgdl dallall 3] zdsed Ao o
Ailnn A58 doandnd day Cabs gl

AR




aupsiull aglgall Ll wild]

Chapter Three: Human Resources

Standard Operating Procedures (SOP)

Bus-gall Jaall Wlely>

12. Providing the employee with a special
guestionnaire form of service termination.

13. The questionnaire is submitted to the

quality assurance unit to complete

procedures

Wlie Blel z3g00 dteds frall Cabbgall @ukuad )Y

231 Josd 8392001 4S5 8yl3] 1 BLswdl ol VY

Forms/Templates to be Used:
- Termination of service form
- Final clearance confirmation form

- Service termination questionnaire form.
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Chapter Three: Human Resources
LU opud! E gl dousdl slgl] Cilsly=]

SOP for Retirement

Standard Operating Procedures (SOP)

BuSgall Sl lely>]

SOP Code:

el 50

SOP Title: Procedures of service termination for

reaching retirement age

Ul eyl Bl Aol 3] lelyr) ey e

Department: Human resources unit

2\3J&,,d| J)‘}AJ‘ dd=>9 :sb:.-?‘ w O ajjé.amﬂ 3.@.?;"

Prepared by: Human resource unit

&l 3l gall B9 2ely W Blasdl dgall

Date Prepared: 7/10/2019

YNV alued E)y

Reviewed by:

Senior committee for institutional accreditation

rdazzlypell dgzl
o3l Slaze Llall &l

Date Reviewed: 15/10/2019

Y 9/1 /10 tdazyell gy

Next Review Due: August 2023

VoYY pubacat] 1dedll dmarlyell gyl

Approved by:

1 e Codeis!

Purpose:

Explaining retirement procedures and extent of

the need for extension

el oo o2y

Al da ) Sy deladh ol Oldea)) Zuus ¢5

:OhbaisYI /ol ya|

Step-by-step Procedures:

1. The human resources unit counts those
who are close to retirement age and classify

them.

The human resource unit submits to the
boss regarding those who have reached

Definitions/Acronyms
retirement two months before

age

:Ql;bq-}’l Cilglas
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Lgilgdrg (i gall (o deladl]

o) Aball Gl 2,0l &l lgell Bty o
Py cdeladl Zo)l (po (pyed Jud deladl e &b

A
vV




au il ajlgoll :EUlill sl

10.
11.

Chapter Three: Human Resources

Standard Operating Procedures (SOP)

retirement date and the boss submits a
decision about the employee either to
extend (and specify duration) or not to
extend his service.

The employee is consulted about the
extension since he has the right to agree or

not agree.

The decision to extend or not extend service
is submitted to the Chief Supervisor for
approval.

If it is approved that services be terminated,
the director of human resources writes a
letter of service termination because of
retirement with a copy of the administrative
decision to be handed over to the employee
and another copy to his boss.

Completing evacuation procedures
according to the employee’s evacuation
form so that the employee receives the
form and get it approved by all relevant
units and administrations and then submit

it to the human resources unit.

Sending a copy of the decision and

evacuation form to the financial

administration.

Terminating the employee’s service in the
insurances from the date of retirement by
determining type of termination.

Preparing an experience certificate for the
employee at his request.

Final review of the employee’s file.

Revising the vacations’ records and
determining  the proper  monetary
allowance.
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vV
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Chapter Three: Human Resources

Standard Operating Procedures (SOP) 8 goll Joadl Wilsly)
12. Uploading the data into the system. pladl § SULl Jsol @i VY

13. Filling out the form of final clearance ) ) ) ) )
confirmation by the employee after Jé oo Aslgdl dalall LS| Eises A o MY

receiving all his dues. Ailiiie 48K dapdend day ol g0l

14. Providing  the employee with a

questionnaire form of service termination. Ahlas Bliul ghges Jotmall Labgall pulud o218

15. The questionnaire is submitted to the Al elgi]
quality assurance unit to complete
procedures M Joad 839261 0S5 8yla] I Bl whas LV 0
Forms/Templates to be Used: LEVRE LI K1V
- gﬁ.]o}n Olous ;l.e.:l C.)}w -

- Al Ll 8] Z3ge -

A o] Aylie Bliul Zdged -
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Chapter Three: Human Resources
s g0l Mo 8yl0)

SOP for Staff Record Management

Standard Operating Procedures (SOP)
SOP Code:
SOP Title: Employees’ records administration
Department: Human resource administration
Prepared by: Human resource administration
Date Prepared: 7/10/2019

Reviewed by: Senior committee for institutional

accreditation

Date Reviewed: 15/10/2019
Next Review Due: August 2023
Approved by:

Purpose:

Easy access to all the documents of employee

Definitions/Acronyms

Step-by-step Procedures:

1. Making a file for the employee which
includes all documents since the beginning
of his job.

2. Classifying the content of the file and
numbering it on the basis of his serial job
number.

3. The file is organized based on the set

classification

A
vV

B3 gall Jull Cilely
el 30
s gall Sl B)10) tely> Yl (oo
&l 3)lgall B9 telyz Yl dudiS e A gdunmell dgnd!
Ll 3yl gall B9 ety Bdaedl dgzl!
YoV -V salaed oy

s §odl 2lazeD Lol dimelll sdacrfyoll dganll

ARARVARVAY-RFPE W F I
LR AR EI - PXFS [P PESION P
1 e Cadeis!
el oo g2yl
(215 b Aol Coluiiuned) K0 daazyall U ggun
1OhlaisYI /Ol il
1Olely > Olglas
Jie Oliiall A6 yayaty Cabgall Cile slad] )
A les
sy Lol 08,39 Calal) (Sgioea) Gl ddkos o5 Y

sl Cabgall Jaaodl Judeddl adsgll 03,1 e

bls

el Caduad! sbo caledl S gioee CulyS @i LY
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Chapter Three: Human Resources

Standard Operating Procedures (SOP) 8 gall ol Olely>]
4. Keeping electronic copies of all documents. Log S glaa>g 3564l asoas) feud REU N
5. Keeping the documents in a safe. T N Ol SR ol ..
ool as A9 ASIYNg ilis0 4d) ol wlalell Jak> .0

6. Keeping the employee’s data in E-register
.E-register zoly & abgall wlle lada> 1

program
(5999 ¢ Ko caldl Godss LV
Forms/Templates to be Used: Aol Sl E.Sb.z.!l
- Contents of an employee’s file abge Cale Wlhgime -

&

v




aupsiull aglgall Ll wild]

Chapter Three:

Human Resources

SOP for Record-keeping of Staff’s Original Documents

Standard Operating Procedures (SOP)

Busgall Josd! Cilely>]

SOP Code:

el 30

SOP Title: Keeping the original documents of the

teaching staff qualifications.

dp slacl OMage Jowol @by taa> el (Sune
el

Department: Human resources unit

) 3yl godl Bug tely2 Y1 S o6 Agdunell dgell

Prepared by: Human resources unit

L il 3yl gall B9 ety Bdaell dgzl!

Date Prepared: 7/10/2019

YAV aliedl Fy

Reviewed by: Senior committee for institutional

accreditation

oo odl 2lazeM Llal dimelll sdazrfyell dgall

Date Reviewed: 15/10/2019

Y1971 /10 dazlyell gy

Next Review Due: August 2023

AR AR PRIFS - PSP Y

Approved by:

1 oo Cdeis!

Purpose: Ensure safe-keeping of the original

documents

Ul duounydl 336 g)1 Lai> Oloss iyl o Gyl

Definitions/Acronyms

:OhbaisYI /ol yad|

1. Receiving the documents from the teaching

staff member and making sure about them.

2. Registering the documents in the form for

reception of official document.

3. Keeping the documents in the file of the

teaching staff member.

Step-by-step Procedures:

1Olsly >y Wlglas
Agie JSWIg Lyl dpd guae (p0 33BN Dl -
495 dady Pl Hlad] 3903 § FUY dreud -Y

o)l i e Cale (§ Oliunll Jaa> -Y
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Chapter Three: Human Resources

Standard Operating Procedures (SOP)

B gall Josd! Cilely>]

In case of a need for an original document, it
would be officially submitted by the form for

the reception of official document.

Loy lposhus @22 (3551 Juol 2of Gl Ul 3 -t
A5 98 4889 pdliw! Clbo 73 gei

! day Gyl i gaaa) (BBl @dud @ -0
5. The documents would be delivered to the ) o
Dl Z3gad (389 deusdl elgs] Wlsly] LSl dag
teaching staff after resignation after e
4598 488 D!
completing procedures of service
termination using the form for reception of
official document.
Forms/Templates to be Used: EURE SN K1PST]

- Application form for delivery of official

document

- Notice of receiving official document

>

v

<

AdesS didg Pl b -
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Chapter Three: Human Resources

u«.o.b}d‘g uud)..\.dl VIV clach LS"’J""’ é.eb).: dluel
SOP for Preparing a Training Program for Teaching and other staff

Standard Operating Procedures (SOP)

Bus-gall Jaall Wilely>

SOP Code:

el 30

SOP Title: Preparing a training program for

teaching and other staff

oyl & slacY G geliy slus] Y (o
cndbbgally

Department: Development administration

skl Byla] ely2 Y1 Judid e Aghenell dganll

Prepared by: Development administration

okl B)1) ety MW Blaell dgzl!

Date Prepared: 7/8/2019

YV A-A-V ol Yl Gy

Reviewed by: Senior committee of institutional

accreditation

s ! laze N ikl Lol :dazr sl gl

Date Reviewed: August 2019

YA Guladl eyl gy

Next Review Due: August 2023

VoYY udaadl 14008 dazrlyell gyl

Approved by:

1 e Codeis!

Purpose: Continuous professional development

A slacY Byaiuuall duigell duaiill il iy (o581

for teaching and other staff s gally !
Definitions/Acronyms Ohbais-VI /il yall

Step-by-step Procedures:

1. Conduct a Training Needs Analysis to all
teaching and other staff
Submit the findings to the respective
owners for prioritization purposes.

Ensure that training needs cope with
contemporary teaching and administrative

trends.

1WOlely>Yl Olglas
;bT sbadiwd %)Aﬂ\ Ol Jdss syl
‘Q.éjl}lfb‘ d}-"' 03.5.2‘9».’[9 WJJJJ‘ Ly ;l.,a.ci

A

&yl

oy Lzl Ole! e Olalasdl w5l aujss LY
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Brolae B)lang gl glidl dxdass e ST Y
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Chapter Three: Human Resources

Standard Operating Procedures (SOP)

B gall Josd! Cilely>]

4. Submitting the proposed training program
to the Senior Committee for Planning and
Quality for approval.

5. Disseminate OC training program to all
teaching and other staff.

6. Measure the impact of the training program

through satisfaction surveys.

Wl Ll e duyadl hgldl Jour 2ye L€
SlexeM 83 g2elg Jardasil)

LBugiuall ©lally duyddl Ol Jsdzr 45 .0
o3l oylblg

A= Lyl Ohadll e Balaiwdl 3T e (eld 1
) bl

Forms:
- Form of training needs.
- Evaluation of training programs.

- Form of training session assessment

%

v

<
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Ol e lrlisd z3ged -
Ayl el Wl @ogds -
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Chapter Four: Community Service
and Research
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Chapter Four: Community Service and Research
aciceall dods dlaidl (§ OWSII (3 gudo dS)Line Olasd

SOP for Involving OC Stakeholders in Community Services

Standard Operating Procedures (SOP) 89l Joadl ilely

SOP Code: e SURYS

SOP Title: :c-b:g-))l (P
Ensuring participation by the Colleges’ eszeall dods dla il (§ OSN3 gunio aS)liwe Olowd

affiliates in communal service activities

Department: 1oy JdiS (e A g Gunnad! dgn!

Social Responsibility Administration maizal| & 95uunl) Byl)

Prepared by: 1oty MW Bdall dgzd!

Social Responsibility Administration dumaizzall ddg95umall B)l0)

Date Prepared: 7/8/2019 Y )A-A-V ale Yl FoyB

Reviewed by: Senior committee of NET ISR PV WESEE ST tda|podl dged!

institutional accreditation

Date Reviewed: August 2019 Y pudail iz pell oyl

Next Review Due: August 2023 VoYY pudaal 100l dazpedl Foy

Approved by: 1 oo Cideis!

Purpose: >Vl (e 2yl
Providing mechanisms  that ensure dods dnsdl § O G gude &)liwo (poud OWT pdgs
participation by the Colleges’ affiliates in FOSC N

community service activities

Definitions/Acronyms rhbassYI /Ol yasdl

&
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Chapter Four: Community Service and Research

Standard Operating Procedures (SOP)

Step-by-step Procedures:

1.

Informing all the Colleges’ affiliates

teaching staff and
the

including students,

administrators about community
activities plan at the beginning of each

semester and urging them to participate.

Working to enhance community
partnerships with the region’s institutions
to ensure participation of the Colleges’
affiliates in community activities such as
workshops, training sessions, symposia and

voluntary work.

Preparing a list of communal partnerships
and showing them to the teaching staff and
request him to participate in the scientific,
and activities

research professional

individually, jointly or collectively.

Motivating teaching staff materially or
morally to prepare educational portfolios in
line with the needs of the community as a

whole and the region in particular.

Increasing awareness among OC affiliates
about the importance of community

activities.

Activating excellence awards in community

service.

Studying the difficulties which hamper the
participation of the Colleges’ affiliates in
community activities and work to overcome

them.

0
WV

Busgadl Joad! Ol

WOlely>Yl Olglas
L) d)| dgl! liacly OB (p0 LI 3 gundo $3)
Jiad (5 Llo daaizedl daaddl das e d)laYlg

VIt aS)LW\ ULC- P.gi:j gwba

Oluwge o daaizell W8] iSS de Jondl
syl § O g guie )l pasas e ddlaiall
Olgddly dunyuidl @lhyglly Joadl iysS dratizmall

s gl JlasYlg dualall

Lud giac PMbly dumeizxall OELAIL A5 slue] .
AaaiYL Elawedl 3 aadS Juby e puoyadl
91 dSHaedl o 35,811 clgun Ak 9l duigall ol dnalal)

Auclozd!

Syiza 9l Gole degs OB LT Luyddll did slact pass
&A;.?LA“ Olrlis! (389 duodad! Cilaxdl slae] (Le

wepasdl dzg e dakaially S

deal ol Qowie U (£9)l 8ol de Joal
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poizmall dods (§ el Plg Jund

O 3 gundo &5Hlie 0193 J 925 (I ©bgasall Ay

W doliall Joloedl 715819 aaizmoll dods Aaidly




wolall Gayllg gaiaoll 4035 (il Joall

Chapter Four: Community Service and Research

Standard Operating Procedures (SOP)

Busgadl Joad! Ol

Giving the implementor of the community
activity a certificate of acknowledgement in
recognition of his effort and indicate the

date of implementation.

Computing the indicator for the
participation of the teaching staff in

community activities on an annual basis and

Jg...\.fﬁg‘)s"b 5)@&@&3&\ .bl.&ﬂ\d.mdw A
Tl g go dusghl dassl duiis e 4 plb L

Suasad|

sl § pupad! A sbach dSjlie e Ol 4

DI o lgie a5 oliely Goio S duraizall

preparing reports about it through the Ologlaall oy el oyl 21 )ladl
reports made by the “Rasid” information
bank.

Forms/Templates to be Used: LEVRE LW K1V

&
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Chapter Four: Community Service and Research

Al dnalal) AV § lypeianls o yldd! dind slias] AS)Line cpauad LT
duigally

SOP for Involving Teaching Faculty in Research, scientific, and

Professional Activities

Standard Operating Procedures (SOP)

Bus-gall Jaall Wlely>]

e

participation of teaching staff members in

scientific, research and professional activities.

SOP Code: :;b.‘g-}” )
SOP Title: eyl (Seno
Mechanism  for ensuring  continuous | daal 3 heiwl Guyddll A sbacl &)l s LT

Awigally diisedly daoldall

Department:

Development Administration, Social

Responsibility Administration, Research Center

ety Y1 i o A g el dganll

@524.]\)5).0 — &aaizall @3M| 5)\3!—)33@\ 8ylo]

Prepared by:

Sub-committee for institutional accreditation

e SY ol dg=l!

s godl slazeM eyl daell

Date Prepared: 31/07/2019

YN/ VYN alael Foyl

Reviewed by:

Senior committee for institutional accreditation

rdazrpell dgand!
gseall slozed Lall il

Date Reviewed: August 2019

Y puaadl daspell Foyl

Next Review Due: August 2023

VoYY pudral 130l dazpedl gy

Approved by:

1 o Cideis!

Purpose

Provision and application of a mechanism that
ensures continuous participation of teaching
research and

staff members in scientific,

professional activities.

bl oo p2ydd!
@ ol o sbacl dlie gesad AT Gudals o3
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0
WV




wolall Gayllg gaiaoll 4035 (il Joall

Chapter Four: Community Service and Research

Standard Operating Procedures (SOP)

Definitions/Acronyms

- Research activities: Any intellectual
activity by the teaching staff member
such as publishing scientific material or

attending research conferences
- Professional activities: Include
professional development programs

- Scientific activities: includes

conferences, workshops etc.

Step-by-step Procedures:

1.

The contract signed by the Colleges and

the teaching staff member involves
publishing one research unit at least in his

field of specialization each year.

Reducing the teaching load for the staff
member when participating in a scientific
or professional activity during the period

of participation.

Activating prizes of excellence in scientific

research and community service.

Giving a higher weight to scientific
research and community service in the

affiliates’ evaluation system.

Intensifying communal partnerships with
the institutions in the region which would
presumably ensure the participation of the
staff member in the professional activities
such as workshops, training sessions and

academic symposia.

A
V

Bus-gall Jaall Cilely>]

Qbhal’-}”/cblnf)aﬂ‘

dp sbacy sou blad ¢l iddod) dadddl -

Aoy OI9 Hgur>g A4S (e way il
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Chapter Four: Community Service and Research

Standard Operating Procedures (SOP) 8 gall Joadl Olelyp>]

6. Preparing a list of communal partnerships xadl Lyl & st ) S 8oLy e Joadl T

and with the knowledge of the teaching U1 @l ] lyslly clyaigall § iS5l
staff member who would then be asked to

Aol s O
participate in the scientific, professional & ~1 0
and research activities whether on an .
- - . . sbasdl &lae 09 Js5 @) Obsmall duwhs LV
individual, joint or collective basis. §

_ U dsbiall Joloell 15819 dxalad] AnidY
7. Inducing members by some means to

participate in the scientific, research and

professional activities.

8. Increasing the level of awareness among
teaching staff members about the
importance of participating in
conferences, training sessions and

research.... etc.

9. Examining the difficulties which obstruct
the participation of staff members in
scientific activities and make suitable

proposals to overcome them.

Forms/Templates to be Used: 1ol Zked!

- The contract of the teaching staff member (G Rl b b g ey S dipd giae dde -

stipulates the research publication condition. | il & 342)) 5 b g0 (SN oy iy ZySins
ally sgally g

&
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Chapter Four: Community Service and Research

S B (Sl duolBug ¢y il dingd (Sgadlg Jlod! pedl ol Oilelyr)
Adioedly duadaidl Yol

SOP for Providing Necessary Financial and Professional Support to

Teaching Staff Specially the Inexperienced Ones in the Fields of

Education and Research

Standard Operating Procedures (SOP)

B gall Josd! Colely]

SOP Code:

el 50

SOP Title:

Procedures of providing necessary financial and
professional support to teaching staff specially
the inexperienced ones in the fields of education

and research.

sy oo

¢u~:JJ.J.'JJ‘ 2@@) e))Ul (?@AJ' l9 ‘JLQJ‘ ‘e.;..U\ ‘0.3..‘.&3 Ql;b:,-l
Al duodaddl Y o]l @ Bl Gl dpolug

Department: Development administration

skl 8y1] 16y S oy WgGeuell dganll

Prepared by:

Sub-committee for institutional accreditation

1oty W Bdall dgzd!
g ol dlaze N Lie yall Al

Date Prepared: July 2019

Y9 gdga tolae Yl oy

Reviewed by: August 2019

Y1 udawsl idaspoll dgel

Date Reviewed:

daxlyedl 5oy

Next Review Due: August 2023

AR ARSI PRFS | PSP

Approved by:

1 e Codeis!

Purpose

Raising the professional and educational levels of
the teaching staff members specially the less
experienced ones so as to achieve acceptable
levels that satisfy the requirements of quality and

academic accreditation.

el oo o2yl

ealailly aeodl Gupddll ds slach ot (o9eH!
WP Syme e gl cldg spdl (God> Aol
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Chapter Four: Community Service and Research

Standard Operating Procedures (SOP)

Definitions/Acronyms

Step-by-step Procedures:

1.

Activating training sessions in the
educational and research fields (at least one
educational and one research session each
semester).

Reducing the teaching load for members
who are outstanding in research.

Providing financial support for participation
in scientific conferences.

Activating research support services (such
as statistical analysis, translation, editing).

Activating the prize of excellence in
research.

Activating the prize of publishing in leading
scientific journals.

Launching the prize of excellence in
teaching.

Forms/Templates to be Used:

Form of applying for the excellent member
prize
Form of applying for the prize of

excellence in teaching

Mechanism and conditions for supporting

the attendance of conferences

Conditions of reducing the teaching work-

load.

A
vV

Buis-gadl Jesdl Cilely>]
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Chapter Four: Community Service and Research

Olallailg (59Ed! Wilslp>]

SOP for Complaints and Grievances

Standard Operating Procedures (SOP)

Bus-gadl Judl Colely]

SOP Code:

el 50

SOP Title:

Procedures of complaints and grievances

:c-b:g-}’l (P
Olalladly (59ad! Wilely

Department:

Complaints & Grievances Committee

:;b:g-})l dadiS e U g §uunal! dgll
Gllladlyg (598l dixd

Prepared by:

Complaints & Grievances Committee

sl Bdaell dg=)!

Olalladly (s9ad! i)

Date Prepared: 7/10/2019

AR RANRAN R IRV U F (¥

Reviewed by: Senior committee for institutional

accreditation

NPV W(JCTS LW [t |- PE TN B-PEN

Date Reviewed: 15/10/2019

Y1971 /10 rdazlyell gy

Next Review Due: August 2023

VoYY pudawdl 14008 dazrlyell gyl

Approved by:

1 e Cdeis!

Purpose

Alleviating injustice and complaints from all
employees in the Colleges including the teaching
staff, employees, students and visitors and
knowing about their grievances and concerns in
order to overcome them so as to realize
principles of transparency and justice through a
work mechanism to

clear improve work

environment.

&

el oo p2yad!
sbacl o OLIIN 3 cnkeladl auaz (e (S98adly pllall 29,
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Chapter Four: Community Service and Research

Standard Operating Procedures (SOP)

Definitions/Acronyms

Executive regulations: All the regulations and

evidences approved in the Colleges, the
regulations of the Ministry of Labor and the
regulations organizing the affairs of all Saudi
affiliates of the universities such as teaching staff

members and equivalents.

Step-by-step Procedures:

1. The complaints and grievances committee
distributes the complaints and grievances

guide to all the Colleges’ affiliates
electronically.
2. The committee provides boxes for

complaints and grievances/email along with
complaint or grievance form which would
be collected periodically provided that the
keys of these boxes are in the custody of the
committee. The boxes are distributed in the
main corridors of the Colleges.

3. The applicant fills out all the required
information in the form and attaches

appropriate documents.

4. The committee’s members collect and
classify applications according to college,
department, administration and type of
complaint or grievance and organize them
in a special paper and electronic record.

5. The then the
application and its content and make sure

committee considers

about its reasons in ways that ensure

reaching the facts objectively and

impartially.

vV

8 g0ll Joadl Oolely>]
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10.

11.

12

Chapter Four: Community Service and Research

Standard Operating Procedures (SOP)

Rejecting the complaint if the form is not
completed adequately with the required
information, closing the case and informing
the complainer about that.

Accepting the complaint or grievance and
looking into it according to systems and
regulations.

In case the validity of the complaint could
not be upheld, it would be turned against
the applicant who would be prosecuted
should he repeat it.

the
procedures will continue to handle it or

In case complaint is validated,
refer it to the relevant authorities if it is of a

criminal nature.

Referring the application to the boss so as
to resolve it amicably according to the
nature and content of the complaint.

The committee responds to the applicant in
writing which includes the following:

a) The complaint number and date of

reception in addition to information
about the applicant and the complaints

made.

b) b-Decision of the committee within 3
days of the date of reception in case the
complaint is accepted for consideration.
The applicant is notified to follow up his
complaint in case it required a longer
time to settle and stating the reasons for

those decisions.

. The applicant has the right to appeal the

decision of the committee within a week of
receiving the committee’s decision.

/0N
vV
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Chapter Four: Community Service and Research

Standard Operating Procedures (SOP) 8 goll Joadl Wilsly)

13.The complainer  will receive the | 4 3wy dixlll 1,38 Cllall (3 duaoll dganll @ @i N Y

committee’s decision and has the right to . . : o
i nens o) debis (e Esmnl IS LA § (palal
appeal it within a week of receiving it. )
14. Archiving incoming documents or outgoing | (glay sylall wly,ally ylgll 3By dasyl @x )¢
decisions about them electronically by the o e T ‘
51l 5 Laiede sl -
committee and a copy will be saved at the w6 s Ll SN Lasts LigiS)
administration of councils and committees | euds § 55 Wgoldsiuly 3850l L Olallly pullmall
for documentation and to be used as an . :
. X i . ) . .w}aj‘ G‘J)"
indicator in institutional performance .

evaluation. B . R
.lf)j.) slaVl u.ul,g&ﬁ 4:«.])” 43.‘>-b.a R \o

15.The  mechanism and  performance
measurement are revised periodically

Forms/Templates to be Used: LEVRES I RPN
- Complaint or grievance form llas of (595 3 gas -
- Investigation minutes form RIESIPV I F STV E
- Form of the decision of the committee of Oledlailly soad! & H1)3 Z3ges -

complaints and grievances

&
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Chapter Four: Community Service and Research

A5 BB 1 Olowp g e olely=>]

SOP for Evaluating and Maintaining Self-censorship

Standard Operating Procedures (SOP)

Bus-gall Jaall Wilsly>

SOP Code:

el 30

SOP Title: Evaluation and survey of the present

situation of self-censorship

451U LB Sl aud o)l prenng oudtS sly>] ely Y (s

Department: self-censorship administration

A1 2181 8yl) telymr Y JudiS oy A g Guaned] dganll

Prepared by: self-censorship administration

ASIU1 D181 Bylo) ety Blaell dgandl

Date Prepared: 7/10/2019

YAV aliedl Fy

Reviewed by: Senior committee for institutional

accreditation

oo odl 2lazeM Llall dimelll sdarfyell dg2ll

Date Reviewed: 15/10/2019

Y1971 /10 dazlyell g

Next Review Due: August 2023

VoYY udawdl 14008 dazrlypell gy

Approved by:

H P IOV RGN T

Determining the present situation of affiliates
and how committed they are to the principle of
self-censorship and its effect on their behavior

and discipline

el oo o2y
aas @eolill Gdo Jg> pgainll Jll sl dpuss
pebluails 0@l egilSolu e lgwail 4511 &6,

Definitions/Acronyms

:OhbaisYI /&l yadl

Step-by-step Procedures:

1. The administrator of self-censorship requests
the human resource unit to measure the rate
of the affiliates” discipline in attendance and
departure and repeated late-coming to work
and also the rate of discipline in following
instructions and decisions.

Purpose:

WOkl Olglas
Mlgall Bumg e Al &SI LB 8)ls) ke poy .
sl @ ppgwdall bluail Wdas wld 4l
@ bluaidl w¥uae clliSy §),Saall wlpsllly Blsaidly
(S Sy OHIYL a8l ddg by Oladdasll £L31

/N
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Chapter Four: Community Service and Research

Standard Operating Procedures (SOP)

2. The
administration requests a report from the

director of self-censorship
director of development administration on
the measurement of the rates at which
affiliates acquire self-development programs
in their areas of work at the end of each
academic semester.

3. The director of self-censorship studies the
reports of the results of the questionnaire of
organizational climate measurement and the
guestionnaire of fairness, equity and integrity
in cooperation with the quality assurance
administration at the end of each semester.

4. Revising the leaders’ performance so that
they set the example for subordinates.

5. At the
comprehensive report is prepared and a form

end of each semester, a
for evaluating the general level of self-
censorship is filled out and the results are
submitted to the Chief Supervisor.

6. Giving excellence signs to those who have
fulfilled the terms of self-censorship to

distinguish them.

Forms/Templates to be Used:

- Form of evaluating general level of self-

censorship

&

Bus-gall Juadl Cilely>]

Bylol ke cyo 45 Cllay ASIIUI )1 B)la) jadke pody .Y
okl ol e (pgudall Jgua> Vdae (wlid) yghatll
Jad S Dolgs ell3 0909 pghes Je § 0550 OF Je I
swho

o Al pyanl Ay ASI01 LI 8)1s] ke pods .Y
Dl Bl <lliSy ol Flall pold Bl
S Ll 8397l S5 B)la] xe O9laill dalilly Blglucally
(s2hd Juad

Gl 4 Gl Yo eglazn guoldl sl dazlye £
(w98 yol!

Boamsy Jold 85 slel o2y o uad S dolgs e .0
B el g 28,19 SN DB plall (S gituunall @S 23 g3
.‘al.d\

M‘M 2 A1 8,01 Do g i 198 giwl (el jhal leﬁ:@n A

IRCS N E.SL».U!

411 8,1 plall (S grumed) @ 3905 -
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Chapter Four: Community Service and Research

OMally cpugeanind] S &SI B I Tuwe Juuol sly>]
SOP for Consolidating Self-censorship for Staff and Students

Standard Operating Procedures (SOP)

Bus-gall Jaall Wilsly>

SOP Code:

el 30

SOP Title: Consolidating the self-censorship

CMally crugaiall (U &3IU1 a8 1 Tue Juol 1ely2 VI (Swino

Department: self-censorship administration

A1 218,J1 8yl5) telymr Y JudiS oy A g uaned] dganll

Prepared by: self-censorship administration

ASIU1 D181 Bylo) ety Blaell dgad!

Date Prepared: 7/10/2019

YAV aliedl

Reviewed by: Senior committee for institutional

accreditation

oo odl 2lazeM Llall dimelll sdarfpell dganll

Date Reviewed: 15/10/2019

Y1971+ /10 rdazlyell gy

Next Review Due: August 2023

AR AR PRIFS - PES NP

Approved by:

H Y IRV RLIR U TS

Instilling self-censorship in OC affiliates

el oo g2yl

G 3 gadko (S L3I B0 Tase oy

Definitions/Acronyms

Qbhﬁb}’l/ﬁalﬂe_,&ﬂl

Step-by-step Procedures:

1. Determining all evidences and relevant
institutional, general and professional
values.

2. Circulating institutional values to OC
affiliates.

3. Communicating with the director of

to hold
awareness training sessions pertaining to

development administration

self-censorship.

1WOlely>Y Olglas

dpuwgall Bl I3 @uilly DN apazr i L)
Axigally dolallg

Mally rugadal] Jsadd duwws§oll @udll A6 quass .Y
Aalisee 3,k

duyds @lygs ddal peladl Byls] pde ze Juolgdl LY
ASIN BBYIL dalaiedl OMally (pgenial) dige g3

/N
vV
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Chapter Four: Community Service and Research

Standard Operating Procedures (SOP) 8 gall ol Olely>]
4. The director of the self-censorship Joxy BYI diudey A5 LB Byla] e pody L€

administration and the administrative

(hgdgyp oliale) GBI piad dalisee Olhoke
coordinator make different initiatives to

1] lSJI a8 ge ¢ g ASIYI lalad! § wlyle
enhance self-censorship  (brochures, @ e . @
stickers, electronic screens etc.)

Forms/Templates to be Used: EVRE LBV KPS

&
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@ Al Tl 24299 ddlal O Eudxig dile>g Jadsg 8)la) CUIT
(Backup)
SOP for managing, keeping, protecting and updating student

records and saving backup copies

Standard Operating Procedures (SOP)

Bus-gall Jaall ilely>

Mechanisms of managing, keeping, and

protecting student records and saving backup

copies.

SOP Code: HIE SURYY
SOP Title: eyl (Seno

w299 &bl O Cpdady lasg Jak>g Byls] T
-(Backup) & ddolo>! feud

Department:

Administration of admissions and registration

ety JdakiS (e &g dumell dgadll
el Jgadll 53]

Prepared by:

Administration of admissions and registration

1oty W Bdall dgzd!
Jumaidlly J gl 8)l0]

Date Prepared: July 2019

Y9 gdga tolae Yl Gy

Reviewed by: Senior committee for

institutional accreditation

oo odl SlazeM Llal dimelll sdarfyell dgall

Date Reviewed: August 2019

Y pudawil iz pell oyl

Next Review Due: August 2023

VoYY pudactl 100l dazpedl gy

Approved by: Chief supervisor

plal Qe 1B e Oodass!

Purpose:

Developing clear policies and rules to manage
student records, determine their contents and
protect, keep and maintain their confidentiality
and accessibility as well as saving backup copies

thereof.

bl oo p2sd!

Aallall oo 831 Aol ulgBy Soluoloan yigaiy dazrlye
gl dgro 3y g g glatg Lgle> LTy Ll gime suxs
g duboliis! fud pdgs ae
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Standard Operating Procedures (SOP)

Definitions/Acronyms

- Student records: student documents,
grades, GPAs and academic records....

etc.

- Backup copy: It is just another copy of

student records.

- E-register: This is the academic system

used by Onaizah Colleges.

Step-by-step Procedures:
1. Student Record Management:

a) After submitting their applications
through the electronic admission form,
students are received at the Colleges to
authenticate their documents (e.g.,

GPA, identity, exams, etc.)

b) The content of the file kept for each

student:

Medical examination form.

- Student original documents.

- Fees contract between student and
the Colleges.

- Personal interview form.

- Medical checkup form.

- Founders’ partial scholarship form.

- A declaration form to complete the
file and not join another university.

c) After the student signs his file, it will be

kept in the safes.

/N
NV

B gall Jusdl olsly]

Qbhal’-}”/cblnf)aﬂ‘

el ddla)l 356y Jeid ddlall Odloew
Laa3BY! 0oy ASIAN 0giVnng cogilzdg
(&l

M o Sy Asud rdblosYl dsewdd!
bkl

dodsind (S| (3891 pladl 9o :E-register
Yl sie bl

il gl

sdudlall oMz B)l0)
«Q9ASIY Jgull g3g0d e ddlall @as5 uny (|
BUgll dayllaal LS G ddlall sl @iy
© 9 (] cohlasYlg Baglly Jdaad! Die)
Oy Al SLIE G Jaall diaiy p oy
Awolad) CIlall by Jasd)
b/l S Bgamall Calall ggie (o
b paxd Tiged -
Al AdUall/CIU 336y -
W/ g pgasyll die -
ALl
Aases)l Ablad giges -
(bl asS)l g3gal -
e §all (o 5yl doinll Zig03 -
paeg caloll LS dgaig L8| ziged -
Sy danloms dulyl
bi> on cdile Jo B/l adg wm (z
G2yl Bolas dols lise wlakll
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Standard Operating Procedures (SOP) 8 gall ol Cilely>]
d) Student files will be classified as follows: QU1 399 ddlall ol Carinal oy (3
- According to college and il BN o Al -
department.
- Withdrawals. Oginadall GBI -
- Graduating students. Oyl ddlall -

e) The safes are kept in a secured room e UgB gy dilie 2 3 i3l dzgs (B
with entry prohibited for non- el maiseall

authorized personnel. )
e pe (&3)5)1) ddlall wlake) Jguo o)l Sy (9

Aiany AUl s (3 deeadly Joadll 813
ais wllall jhas § 815yl

f) The (paper) student files may be
accessed through the director of
admissions and registration in the male
student’s section and the Lgel) 83105 Slolgadl ol aloll g0 38 (5
administration’s representative in the

; Al CMoeud Dbl s Jads> |
female student’s section. : == HOl T i

§ Wels Boo Al lile gaxr oo o2 |
L) Jgrog)l g Juzaadd] 8y15] 0 gunle> 8321
S s &bl d3ewdSy

2. Saving backup copies of students’ records:

a) All student files are scanned and
uploaded to the computers of the

registration administration for easy | <= (Backup) &s S| dblusl il g5 ok (@

accessibility and as a backup copy inthe | %8 JS &l lody GEEI ol ddlall ol

Colleges. (b

b) An electronic backup copy of the plas Wlly 8ueld o diblos! dswd baa> oo (7
student files must be kept outside the .s*bd Juad S 4l (E-register)
Colleges and updated at the beginning

of each academic semester.

c) Abackup copy of the data-base of the E-
register system must be saved at the

end of each academic semester.

vV
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Standard Operating Procedures (SOP)

BuSgall Josd! Cilelyz]

Forms/Templates to be Used:
- Admission file.
- Medical checkup form.

- Personal interview form.

- Form of commitment to pay tuition fees.

- Scholarship form (if any)
- Adeclaration form
- Copies of the student documents.

- Tuition fees payment form.

. (uulééjlfi.ﬁ-| J{{.ﬂajﬂ %)3.@_” OR3P q;sjﬂiﬂ

Al o a3gell daall -

Bsd pghs / dalal LWl wMBgall Jguol -

c eyl s ooy -
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SOP for Providing Suitable Quantitative and Qualitative Learning

Resources

Standard Operating Procedures (SOP)

B gall Josd! Colely>]

SOP Code:

el 50

SOP Title: Mechanisms for providing suitable

guantitative and qualitative learning resources.

bas) Casliall (£530lg oSI b2l ST 1ol s
g2 adpedl ©ledly @ha

Department:

OC Main Library

ety Y1 S o A g el dganll
4Sadl By

Prepared by:

OC Main Library

1oty MW Bdall dgzd!
aSal 8yls)

Date Prepared: 16/7/2019

YN/ VT lael Foyl

Reviewed by: High committee for institutional

accreditation

rdazlypell dgzl
coenoll SlazeO Llall Al

Date Reviewed: August 2019

YA Gubad] el ypell gyl

Next Review Due: August 2022

VoYY Gubadl :desll dusrlyell gyl

Approved by:

1 e Codeis!

Purpose
Provision of suitable quantitative and
qualitative learning sources and related

services based on program needs

el oo o2yl
Olodsly ‘Ql,.l” obadl &..A-UJU.AJ‘ ‘?Cy'.]\g q&]\ ﬁ}ﬁ\
ol Sl e 5L dgs Uayal

Definitions/Acronyms

- Learning sources: These are the group of
physical and digital tools and materials
(such as CDs, books, educational cards
etc.) which contribute towards developing
the inherent, technical and cognitive skills
among the learners.

r bV /byl

Ligall dlgally ©lsVl degama (p) iedatl yobas -
GBladl dzade)l (ol 8V (caSl) Jio duedyllg
pok @ palud @I Blugll oo Wapty ... deanlad
S AShaYly dudlly sl Olylgally lydd Calise
(oredasiol!
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Standard Operating Procedures (SOP)

Step-by-step Procedures:

1.

Derive learning resources
recommendations in course reports.

Analyzing student course survey results
relevant to learning sources.

Update course specifications based on
course reports and student course surveys.

Prepare a list of needed learning resources.

Collect and submit all required resources in
all coursers to the department chair.

The department chair collects all learning

resources needed for all academic

programs.

The college dean submits the list to the
library manager for acquisition purposes.

The library manger then takes steps to
acquire the resources from suppliers.

The course specifications are revised by
including the new resources such as books,
references and periodicals and thereby
updated periodically.

Forms/Templates to be Used:

- Form for monitoring departments’

needs of learning sources

- Surveys of library services, facilities,
equipment and learning sources (such
teaching staff satisfaction with library

services, student satisfaction with
library services, learning resources
surveys)

vV
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SOP for Establishing a Student Club

Standard Operating Procedures (SOP)

Bus-gall Jaall Wilsly>

SOP Code:

el 30

SOP Title: Establishing a student club.

,é}&b ‘535 sLid| sly> ey o

Department: General administration of

activities

AazdS Aol 8yl tely2 Yl Judid o6 A gumnad! gl

Prepared by: General administration of activities

General Administration for Extracurricular

Activities

AaziU doladl 8ylaY 1602 Blasdl dgxll

Date Prepared: 16/7/2019

YN/ VT alael Foyl

Reviewed by:

High committee for institutional accreditation

rdazzlypell dgzel
ol Slazed kel izl

Date Reviewed: August 2019

Y Gulawdlidaslpell gyl

Next Review Due: August 2022

VoYY udawdl 14008 dazrlyell gy

Approved by:

1 e Codeis!

Purpose:

Setting appropriate mechanisms for establishing

el oo o2y

student clubs to develop their talents in a Al &y (§ ORI
suitable environment
Definitions/Acronyms OhbaisVI il yall
- Student club: Places that receive student | 329 &uMall Glbladl olais! oSkl :‘éwa.ll S -
activities B giwa]l bladll

.
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Standard Operating Procedures (SOP)

Step-by-step Procedures:

1.

A student club may be established as needed

either by other administrations (as

specialized clubs) or by the general
administration of activities or by students
provided their tasks and activities do not
contradict with other clubs or the activities

under-way.

In case of application to establish specialized
clubs, an application form for establishing
student club is filled out and presented to the
relevant department chair who then submits
it to the dean for approval.

In case of applying to establish general clubs,
an application form of establishing a student
clubis filled out at the general administration
of student activities in which the reasons for
establishing the club are stated along with a
detailed plan for constructing the club and its
goals and activities which is submitted to the
director of the strategic plan administration
and the director of financial planning and
budget for approval of specified budget.

The applications are presented to the Chief
Supervisor to take a decision of accept or
reject.

In case of approval, the club’s goals and

membership  controls and  possible

supporting entities are determined.

The club is launched and advertised with
explanations of its goals, membership and
the entity responsible for and supervisory to
the club.

vV
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Standard Operating Procedures (SOP)

B gall Josd! Cilely>]

7. Nominations are made to the pioneer of the
club in accordance with the election system
of students’ clubs.

8. Club members are chosen on the basis of
equal chance eligibility for all students.

9. Short time after launching the club, the club
is evaluated in accordance with form of
evaluating student club.

sly>] (899 Bodo bog i L})Ua..“ L”S.)U.” Sl G.fbﬂ| RV
Y slg,) doda)l bsesyl

2885l 0,2l A>B] I (o (Sl guae il o A

Adb)) 35K

o iy Wl Bodxe &) BAa ol 3| day .4
3825 Sde o g3y b (b emdS z3ged (339 oWl

.Blaayl

Forms/Templates to be Used:
- Application form to establish a student club

- Form of evaluating students’ club

VRSN E-.)LQJ.J‘
(F-AA-04-01) b (630 L] b z3gal -

(F-AA-04-02) b (36 ushl zdgal -
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SOP for Nominating Student Club Leaders

Standard Operating Procedures (SOP)

B3 gedl Jeall Wlsly>]

SOP Code:

el 509

SOP Title: Student elections of club pioneers

Ll olgy) Aol blses >Vl (e

Department:

Aoz doladl 8yloY) 1oty VI Juiil e A g§uned! dgand!

Prepared by:

General Administration for Extracurricular Activities

SESUENEN-PE
aazdW dolal 8ylaY

Date Prepared: 16/7/2019

YN/ VT alael Fayl

Reviewed by:

High committee for institutional accreditation

rdazrpell dgand!
s 3! LazeM Lall izl

Date Reviewed: August 2019

Y Gulawdlidaslpell gyl

Next Review Due: August 2022

VoYY Guladl :ded ducrlyell gyl

Approved by:

1 oo Cdeis!

Purpose:

Determining club pioneers on the basis of specific

controls and student votes to realize

transparency, and fairness.

el oo o2y
OMall Coguady Badome Jarlgus e el il slg) dss
ool 53859 Uldally ddlasd! Gaam)

Qbhﬁb}’l/&tﬂe_,&ﬂl

Step-by-step Procedures:

1. An application form for nomination to a
club’s pioneer is filled out by students
electronically or on paper in the
headquarters of the general administration

Definitions/Acronyms
of student activities.

:Ql;b:,-}’l Cilglas

d8 oo oWl Wl ks b zdgad did ek -)
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Standard Operating Procedures (SOP)

A committee is set up under the presidency
of the Chief Supervisor and membership of
the director of the general administration of
student activities and the supervisors of
other clubs((Female)Assistant of the Chief
Supervisor and the (female)coordinator of
the general administration for activities ae

also members)

The nomination date is announced by the
general administration of student activities,
in the case of specialized clubs only the
specialization students are announced while

for general clubs all students are announced.

Students fill out a voting card which includes
the name of the candidate, the name of the
voter, university number, specialization and
the card is stamped by the official of the
general administration of student activities

and placed in the voting box.

At the end of voting the officials sort out the
votes and if the votes are equal, the
candidate with the higher GPA is proclaimed

the winner.

The winner is announced by the Chief
Supervisor((Female)Chief Supervisor

assistant)

The names of the candidates are registered
along with the number of votes for each
candidate and the winner of the election and
their signatures in the forms of election
results minutes all approved by the director

of the general committee of activities.

vV
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Standard Operating Procedures (SOP) 8ugoll Joadl Wilsly)

8. The winner receives his tasks from the | pdo Jd (o Wie Josual! plgall miyell olivw -A

director of the general committee of student | a1l W ggeusll ze 939 dasiS delal BylsY)

activities and gets to know his responsibilities tolgel 5,5Ln i gag e
and the date of start of work.

Forms/Templates to be Used: EVRE LI K1PML]
- Application form for candidacy to club (F-AA-05-01) $oll 1y zednys Clbo 3 gl -
pioneer (F-AA-05-02) Uil danedb asa zdgal -

- Form of election results minutes
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SOP For Coordinating Activities among Programs and Departments

Standard Operating Procedures (SOP)

Bus-gadl Judl Colely]

SOP Code:

el 50

SOP Title: Procedure of cooperation between

LY aludYlg whlaYl gu Osladl sly>] tely>YI (uwe

General administration of activities and the

requesting party

administrations and departments to carry out blas
activity
Department: 1oy >V 3l (e A g Gunnad! dgn!

aJUall dgaelly AnsidU doladl 8yloYl

Prepared by:

General Administration for Extracurricular

Activities

SE SV ENEN-PE
aazdW dolal 8ylaY

Date Prepared: 16/7/2019

EYNA/ VT salaedl oyl

Reviewed by:

High committee for institutional accreditation

rdazrlpell dgard!
sl SlazeS Ll dnll

Date Reviewed: August 2019

YN pudail iz pell oy

Next Review Due: August 2022

VoYY Guladl :dedl duarlyoll gyl

Approved by:

1 e Cdais!

Purpose:
Setting a clear mechanism to determine suitable
path for implementing an activity in or outside

the Colleges

bl oo p2ydd!
blad ¢l Y Cubiall jlull i) dxsly 4T azg
WS s of Uzl

Definitions/Acronyms

:OhbaisYI /&l yadl
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Standard Operating Procedures (SOP) 8 goll Joadl Wilsly)

Step-by-step Procedures: 1Olely>Yl Oilglas

1. Making sure the activity is included as part | . Lisdl) Aasdl s ke bladll ol oo il )
of the operational plan of the | i
.éjbw 43‘9.».“‘”

administration.

2. On making sure the activity is included, the BIY) ke poiy dasdl e bladll of el wie Y

director of administration fills out a form of . R
Dlid o 7dged diuan
activity demarcation.

3. This would be signed by the director of | (exSliwdl Jadasall pdeg §IY jode (po daidgd v .Y
administration, Chief Supervisor assistant oo ety B3gmlly dadasall plall (3 dall dslunes
for planning and quality and to be approved

Y '8 q _ y pp ool il
by the Chief Supervisor.

4. After implementing the activity, the form | &L, o9l JLSowl @y bladl duas a8

will be completed and the implemented will 309 )l Al g 8gall dargly direll 2o L)

be compared to the planned to determine

strengths and ways of improvement, the PN grliadl Lol 153 gl g8 5
form is then submitted to strategic planning gl dlo S iy Z3 g0l (3 553 ee &laiwdly
for consideration and thereafter to the | Juyg cnwedly poladdl 3 ygs JWSY sVl 8ylaY
performance administration to carry out its M Ll 51y 8900
role in development and improvement, and

a copy is sent to the activity’s

administration for safe-keeping.

Forms/Templates to be Used: LEVRE LIV APV
- Application form to implement an activity (F-AA-01-01). blad duas Cdb zdge -
- Things needed from the supporting (F-AA-01-02) sluall gl (0 Ao ol bl -
agencies

>
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SOP for Festival Planning and Management

Standard Operating Procedures (SOP) 8 gadl Joadl Cilelyr]

SOP Code:

el 50

SOP Title: Procedures of preparing to make

ceremonies and events

pls) Clwlnlly OMasdl BY ezl =] eyl (oo
(il Jag dlasdyl

Department: General administration of activities

A 25U Laladl 8y15Y) 16l Y il 56 8 uanod] dganll ‘

Prepared by:

General Administration for Extracurricular Activities

e SY Bdaoll dg=)!

anasdU dalall 8ylsY)

Date Prepared: 16/7/2019

P YN/ VT e E)y

Reviewed by:

High committee for institutional accreditation

rdazzlypell dgael
coemnoll slazeO Llall Al

Date Reviewed: August 2019

Y Gudad] eyl GG

Next Review Due: August 2022

VoYY udawdl 14008 dazrlypell gy

Approved by:

H P IOV RGN T

Implementing all procedures required to make
ceremonies and events such as graduation and

closing of activities in an appropriate manner

bl oo p2sd!
@ Lol Oluslially CMaxl oY dojDUI Wilsly2Y 438 3l
WISl daidVl plisg zy3l Yo LI

Definitions/Acronyms

Purpose:

:OhbaisYI /ol yad|

Step-by-step Procedures:

1. The
determines the time and place of events

general administration of activities
(graduation, closing of activity ceremonies....)

and other ceremonies held in the name of the

1Olsl >y Wlglas
Olasliad) g dnslgo oy AaidW doladl B)laYl pgds )
oo Bpey (@l Ja> @il plis Ja>)
S &l plall O el o WS sl plis @)1 cMlasdl
lid dld] Z3g9a3 UM (o b Juad / ple
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Standard Operating Procedures (SOP)

Colleges in presence of Chief Supervisor at the
beginning of each year/semester using the form
of implementing activity.

. The form of implementing activity is filled out

and a letter sent to the director of strategic
planning administration for matching with the
operational plan of administrations after which
the form is referred to the Chief Supervisor for
the approval of implementing the ceremony.

Addressing the administrations and relevant
supporting departments in the activity to do
their part as required in the form of required
needs from other departments supporting the
activity.

The
undertakes to address external parties about

general administration of activities

the event with the approval of the Chief
Supervisor.

. The program of the ceremonies is prepared and

presented to the Chief Supervisor so as to be

approved by the planning and quality

committee.

. The director of the general administration

prepares the list of invited guests if needed and
gets it approved by the Chief Supervisor and
then send it to the director of public relations
and media to take proper action.

. The director of the general administration of

activities makes sure that all supporting

administrations do their part as required.

An evaluation is done during and after the event
and a report is sent to the Chief Supervisor about
the difficulties and obstacles and possible
improvement.

vV
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Standard Operating Procedures (SOP)

BuSgall Sl lely>]

9. The report is sent with the entire program and
evidences to the director of strategic planning
for feedback and keep copies with the general
administration of activities.

8yl0] yodal dlgidlg JASGADJ\N 2o il Jll o .9
BYoY (S Aseud Jadg STI £lsY (axliuwd! ladasll

a2 delall

Forms/Templates to be Used:
- Form of implementing an activity

- Form of needs required from supporting

activity

(F-AA-01-01) blas 4] 5505 -
Bl 5slcall SUISYI o AT SlrlamYl z3ges -

.(F-AA-01-02)
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dodall S I JualdS ilely>]
SOP for Student Field Trips

BuSgall Josd! lely>]

Standard Operating Procedures (SOP)
‘ SOP Code:

el 30

SOP Title:

Procedure of activating student picnics

sly>] eyl oo
Aol ol Junds

Department:

General Administration of activities

SIES RSP I PY N [ - PEN |
aazdW dolal 8ylaY

Prepared by:

General Administration for Extracurricular Activities

SE SV ENEN-PE ]
aazdS Aol 8yloYl

Date Prepared: 16/7/2019

e YN/ VT ey E)y

Reviewed by:

High committee for institutional accreditation

rdazrpell dgand!
sl olazeD Ll dell

‘ Date Reviewed: August 2019

YA Gulad] el ypell gyl

Next Review Due: August 2022

LR A S EI - PXFS [ PEION | P

‘ Approved by:

H P IOV RGN T

Purpose:

Organizing student trips to achieve their goals

bl oo p2sdd!
Lo Lllg CBluaYl Baase) duMlall o)l @i

Definitions/Acronyms

Qbhﬁb}’l/ﬁalﬂe_,&ﬂl

Step-by-step Procedures:

1. The form of implementing an activity is
filled out with all necessary signatures
ahead of time.

The form is submitted to the Chief
Supervisor for approval to implement the
activity with a specified budget and the

expected numbers.
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Standard Operating Procedures (SOP)

3. After approval the general administration

of activities starts implementing the
activity through the following:
a) The the

administration makes all

director  of general
necessary
external contacts.

b) The supporting entities will be informed
about the requirements in accordance
with the form required needs from
supporting entities.

Before the date of the trip, the trip
supervisors are selected by the director
of the

activities

of
the
administrators and teaching staff who

general administration

from among

have links with administration as
stipulated by the executive regulation
of activities
d) The trip supervisor makes sure about
financial and administrative matters,
determining the travel means and
residing place and make sure about all
procedures, prepare a list of student
names, their data and supervisors and
must be approved by the director of the
general administration of activities. The
trip supervisor must constantly make
pictured reports about the trip to the
director of the general administration
of activities so as to make sure the trip
goes as planned.

Forms/Templates to be Used:
- Application form of trips

- Form of needs required from supporting

activity

vV
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SOP for Involving External Stakeholders in Student Activities

Standard Operating Procedures (SOP) 8 gadl Joadl Cilelyr]

SOP Code:

el 50

SOP Title: Procedure of activating participation

by outside entities

domy> Olgz o0 OB lawd! Jeads sy el Yl (oo

Department:

AazdS Aol 8yl telyz Yl Juid o6 A gummed! gl

Prepared by:

General Administration for Extracurricular Activities

B0V 26ty M Blaell dganl!

a2 ol

Date Prepared: 16/7/2019

£ YA/ LV /T soluedl Foyls

Reviewed by:

High committee for institutional accreditation

rdazzlypell dgzl
o 8ol dlaie W Ll dilll

Date Reviewed: August 2019

YA Gubadl el ypell gyl

Next Review Due: August 2022

VoYY Gubadl 1ol dacrlyell gyl

Approved by:

1 oo Cideis!

Purpose:

Realizing goals of external participation by
facilitating implementation of the activity

through specific easy procedures

bl oo p2yd!
bladl 4eB] puwn domldl O)law)l Blual §adss

Bukag Bode Olely=l VN

Definitions/Acronyms

:OhbaisYI /&l yad|
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Standard Operating Procedures (SOP)

Step-by-step Procedures:

1.

The Colleges receive a letter sent by the
entity requesting the implementation of
activity in the Colleges or responds to a
the
implementation of activity in the Colleges.

letter from entity requesting

On the approval by the two parties, the
administration of communal responsibility
cooperatively with the public relations and
the activities administration makes all the
required arrangements.

The activity site is prepared by the
administration of supporting services in

coordination with public relations.

Announcing the activity all through the
Colleges along with the specific day, date,
time and place.

The
responsibility evaluates the activity.

administration of communal

The Colleges provide a shield or letter of
acknowledgement to the entity.

Evaluation results are submitted to the
Chief Supervisor who in turn refers it to the
Chief Supervisor assistant for planning and
guality to complete the procedures.

Forms/Templates to be Used:

Application form for implementing
activity
Form of needs required from supporting

activity
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SOP for Organizing an External Activity

Standard Operating Procedures (SOP)

BuSgall Josd! lely>]

‘ SOP Code:

el 30

SOP Title:

Procedure of activating external activity

>V oo
ol Bl foad sl

‘ Department: general administration of activities

Aoz doladl 8yloY) 1oty Juiil e A g§uned! dgand!

Prepared by: general administration of activities

General Administration for Extracurricular

Activities

da s dolall 8)5Y 1612 Biaad! dgxl

Date Prepared: 16/7/2019

e YN/ VT ey E)y

Reviewed by:

High committee for institutional accreditation

rdazrpell dgand!
sl olazeD Ll dell

‘ Date Reviewed: August 2019

YA Gulad] el ypell gyl

Next Review Due: August 2022

LR A S EI - PXFS [ PEION | P

‘ Approved by:

H P IOV RGN T

Purpose:

Implementing external activities consistently
with the operational plan of the administration
the Colleges’ external

and  enhancing

participations

bl oo p2sdd!
8yloW dudaistll dbasddl mo (38195 Loy duamysd)l AlasidYl 408

d) ) OLII S8 Line 3209

Definitions/Acronyms

:OhbaisYI /&l yadl

Step-by-step Procedures:

1. The general administration of activities
determines the targeted external activity in
the operational plan and prepares an
integrated plan for the activity by filling out

the application form for implementing

activity.

WOkl Olglas
Gl bladl ity daad deladl B)laY) pods .
blaill doliie dlas Josy dubpiadd! dasdl (3 Gugius]!
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Standard Operating Procedures (SOP)

The application is submitted to the
administration of strategic planning to

express their view.

The budget is approved by the director of
financial planning and budget after which the
activity is presented to the Chief Supervisor
to express his view and in case of approval,
preparation starts for the activity.

Letters are sent to the relevant external
entities and the activity plan presented to
the entities in attendance if needed.

The supporting administrations and units

such as public relations and media,

publication and advertisement,
administration of supporting services will be
addressed as is planned so as to prepare the
requirements such as furniture,
transportation service and the like. The form

from supporting entities is completed.

Invitations are sent for the activity to the
internal leaders or externally according to
the type of activity and the targeted category
by the public relations administration on the
directions of the general administration of
activities.

After
evaluated to determine

implementing the activity, it is

strengths and
weaknesses and a report submitted to the

Chief Supervisor.

The activity and evidences are sent to the
administration of strategic planning and a
copy is kept with the general administration
of activities

Forms/Templates to be Used:

Application form for implementing activity

Form of needs for supporting activity

vV
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SOP for monitoring OC expenditure and compliance with the budget

Standard Operating Procedures (SOP)

B3 gudl Jedl Wolsly>]

SOP Code:

el 30

SOP Title: SOP for monitoring OC expenditure

and compliance with the budget

Aol AU Aaoling GUSY! &iBlye) oS tely2 Yl Joume

Department: Financial administration

LI 8y1aY1 ety i oye Aghenell dganll

Prepared by: Financial administration

ALl Byl 2ely> M Bdsadl dganl!

Date Prepared: 17/9/2019

ARARVAVARBRIRYS Y Fjv

Reviewed by:

High committee for institutional accreditation

rdazrpell dgand!
gan3all sLaxeSU Lall il

Date Reviewed: August 2019

Y Gudadl eyl GG

Next Review Due: August 2022

VoYY udawdl 14008 dazrlyell gy

Approved by:

1 oo Cideis!

and getting to know the amount of

consumption expenditure on a periodic basis to

raise the efficiency of expenditures

Hloll 485209 AU 189 nan (e ddlyall iy (po (243!
I 50U 1) 95 Sy S

Definitions/Acronyms

Qbhﬁb}’l/ﬁalﬂe_,&ﬂl

Step-by-step Procedures:

1. In case the supporting services need
the

department needs equipment, the official

maintenance or procurement

in charge writes a report indicating the

Purpose: Monitoring the college expenditures
college’s needs.

1Olely>Y Oilglas

OBliaag GBI ol Oldas ol 8321 6 el b Jud -

Adlall dg=l (e @90 (el o 78 908 diea ey
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Standard Operating Procedures (SOP)

2. Before purchasing any equipment, the
procurement official should contact the
warehouse director to make sure whether
the goods are available or not.

3. In case the item is expensive or the price
exceeds S.R. 2000, the official must get the
approval of the administration before the
purchase. If it is consumable on a weekly or
monthly basis, he could purchase it directly.

4, When is the

supporting services official must prepare a

maintenance needed,
pricing proposal for three institutions and
make a preliminary estimate of the cost of
completing the work and submit it to the
college’s administration to make the proper
choice.

5. The financial administration disburses a
certain sum of money to the procurement
official to make needed expenditures and
when all the money is spent, the official
attaches the receipts which account for all
expenditures. If the sum of expenditure
receipts matches the disbursed sum, a new
sum of money will be disbursed.

6. The application form for disbursement
of the
director of financial and administrative

permission requires approval
affairs which if granted will be commented
upon by the internal auditor and eventually

approved by the Chief Supervisor.

Forms/Templates to be Used:
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SOP for Conducting Independent internal and external financial auditing

Standard Operating Procedures (SOP)

Bus-gadl Jedl Colely>]

SOP Code:

el 30

SOP Title: Conducting independent internal

and external financial auditing

dusy -9 dds-1s t“;l.‘o 385 Oldos ¢ly>] :;b:.-}" (P
FRNTI

Department: Internal and external auditors

Gl Ll el el Y1 ki 6 Ag el dgan

Prepared by: Internal and external auditors

Gy LSl a el tely W Baaedl dganll

Date Prepared: 17/9/2019

EARRRVAVARBRIRV I F I

Reviewed by: Internal and external auditors

F! gzlally Sl prlyall idazrl sl dgad)

Date Reviewed: 19/9/2019

OY19/9/19 sdazlpall gy

Next Review Due: August 2022

YoYY Guladl :dedl dasrlyell gyl

Approved by:

1 o Cdeis!

Purpose: Monitoring OC financial performance

BelaSUl 3atioet) UL Lol o1V ABla eyl (po 2yl

to achieve financial efficiency aJLJI
Definitions/Acronyms rhbassYI /ol yasdl

Examination: the accuracy of the
company’s operations and
classification.

- Verification: verifying the company’s
financial statements.

- Report: This represents the conclusion

of the audit process.

- Documentation: This means

documenting the procedures
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Standard Operating Procedures (SOP)

Step-by-step Procedures:

Thus, the external auditor together with the
internal auditor jointly examine the internal
data,
books in an orderly and critical manner so as to

monitoring systems, documents and
come up with an impartial technical view about
how well the company’s financial statements
reveal its financial status at the end of the
period and how well they depict its business
situation as to profitability or loss. All of this is
undertaken by:

1. The fund is counted and then the inventory
result is compared to the actual balance in the
ledger.

2. Asample of customer accounts is taken and the
book balance is compared to the receipt vouchers
and a number of customers were contacted to
make sure about correctness of the balance

3. A list of the assets owned by the company is
obtained with a follow-up of additions and
omissions and making sure about the additions
bills for the assets.

4. A sample of procurement receipts are

examined and compared to transfer in the
general ledger.

5. A report of the final results is prepared.

6. The report is submitted to the chief supervisor.

Forms/Templates to be Used:

- Questionnaire for the extent of commitment
to auditing

- Questionnaire on commitment to
international audit standards

- Form of examining implemented work
-Accounting records

-Analytical procedures
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SOP for Instant Maintenance or Installing Printer Inks

Standard Operating Procedures (SOP)
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SOP Code:

el 50

SOP Title: SOP for instant maintenance or

installing printer inks
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Department: Technical support unit
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Prepared by: Work-team for the information

technology standard
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Purpose

Explaining steps of instant maintenance for

technical equipment in the Colleges
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Definitions/Acronyms

- Instant maintenance: fixing sudden
malfunctions for equipment, and putting them

back to work
- Technical equipment malfunctions: This

refers to the malfunctions of computers,

projectors, smart boards, printers, and internet.
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Standard Operating Procedures (SOP)

- Programming malfunctions: stoppage of
programming from work such as operating
systems and user applications.

- Ink installation: dispensing and installing

printer ink to the request party

Step-by-step Procedures:

1. Completing maintenance application form
by the requesting party.
2. Sending the application to the technical
support unit.
3. The maintenance task will be assigned to an
employee of the technical support.
4. The malfunction is determined by the
technical support:
- Malfunction of computer
- Malfunction of printer.
- Malfunction of internet.
5. The malfunction will be fixed as follows:

- Programming maintenance
- Replacing

6. A report is prepared on the maintenance
done.

7. In case of ink replacement an application for
technical equipment must be made with specific
request for ink.

8. After verifying there is no ink in the printer,
the ink is replaced

Forms/Templates to be Used:

Maintenance application form

Technical equipment application form
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