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Student Guide
“My Academic Path” Initiative

“My Academic Path” Initiative is an initiative aimed at guiding and raising awareness among
male and female students at the University of Tabuk regarding the academic regulations and
rules related to their educational journey. It covers all procedures and regulations concerning
registration, academic movements, and graduation. Additionally, this initiative introduces
electronic services provided to undergraduate students, as well as students pursuing
intermediate and associate diploma degrees.

Objectives:

1. Educating students about academic regulations and rules.

2. Assisting students in comprehending university regulations in a simplified manner.

3. Alerting students to the deadlines for course registration and academic activities.

4. Explaining the steps and procedures for applying to academic operations and
movements.

Target Audience:

Students at the University of Tabuk pursuing bachelor's degrees, diplomas, and associate
diplomas.

Available Resources:

The official website of the Admission and Registration Deanship.
Academic Student Portal.

Twitter account of the Admission and Registration Deanship.
YouTube channel of the Admission and Registration Deanship.



CHAPTER ONE: INTRODUCTION

Academic Terms:

Executive Regulations: The controls, procedures, and processes that govern and interpret
this regulation, "Regulation for Study and Examinations at the University Level."

Academic Year: Two or more academic semesters and, if applicable, a summer semester, or
four levels or more and a summer level or two summer levels if applicable.

Educational System: The method of study followed in the facultys and institutes of the
university, whether through the system of academic levels, semesters, or the entire academic
year.

Semester: A time period of not less than fifteen weeks in the two-semester system, or not
less than twelve weeks in the three-semester system, excluding registration, withdrawal,
addition periods, and final exams.

Academic Level: A study method with a time duration less than a semester, ranging from a
minimum of four weeks to a maximum of eight weeks, with a total of at least forty weeks of
instruction in a year.

Full Academic Year: A time duration of not less than forty weeks in a year.

Summer Semester: A time period of not less than eight weeks for the two-semester system,
or not less than six weeks for the three-semester system, during which the duration allocated
for each course is multiplied.

Summer Level: A time period of not less than four weeks for the academic level system,
during which the duration allocated for each course i1s multiplied.

Study Plan: A set of compulsory, elective, and free courses that constitute the units of study
requirements for graduation in a specific major, which the student must successfully complete
to obtain the academic degree.

Course: The subject in the curriculum of each program, including a number, code, and
description of the content, subject to monitoring, evaluation, and development in each
department. It may be taught independently or have a prerequisite or co-requisite.

Study Unit: The weekly theoretical lecture (or clinical lesson or exercise lesson) with a
duration of not less than fifty minutes, or the practical lesson with a duration of not less than
one hundred minutes, or the field lesson specified in the study plan.

Teaching Methods: Different teaching methods, including face-to-face teaching, blended
learning, distance learning, self-learning, and other educational methods.

Academic Promotion Program (Postgraduate): A program designed to complete studies
from diploma to bachelor's degree.

Semester Grade: The grade awarded for the work the student completes during a study level,
semester, or the entire academic year if applicable. It includes exams, research, and
educational activities related to the course.

Final Exam: An examination in the course, held once at the end of the teaching of the course
at the study level, semester, or the entire academic year.

Final Exam Grade: The grade obtained by the student in each course during the final exam.



Final Grade: The total of semester grades, with the final exam grade added for each course,
and the overall grade is calculated out of one hundred.

Academic Record: A detailed statement including all courses the student has studied, the
grades obtained, and it includes both the semester and cumulative GPA (Grade Point
Average).

Visiting Student: A student who studies some courses at another university or at a branch of
the university to which they belong without transferring.

Evaluation: A description of the percentage or alphabetical symbol representing the final
grade obtained by the student in any course.

Continuous Evaluation: An evaluation assigned to each course that requires more than one
semester to complete and is represented by the symbol "L."

Incomplete Evaluation: An evaluation temporarily assigned to each course of a research or
field nature without a final exam. It indicates that the student cannot complete the
requirements within the specified time and is not included in the GPA.

Semester GPA: The result of dividing the total points obtained by the student by the total
credit hours assigned to all the courses taken in any semester, academic level, or full
academic year. Points are calculated by multiplying the assigned credit hours by the grade
weight received in each course the student has taken.

Cumulative GPA: The result of dividing the total points obtained by the student in all
courses taken since joining the university by the total credit hours assigned to those courses.

Overall Evaluation: A description of the student's overall academic achievement during their
time at the university.

Study Load: The total credit hours that a student is allowed to enroll in for a specific
academic level, semester, or full academic year as determined by the university council.

Official Study Duration: The duration granted to the student to complete graduation
requirements, equal to the program duration plus half of that duration.

Class Schedule: A statement showing the courses registered by the student in a semester or
academic year, including details of the course, lecture time, and location.

Course Registration (Add/Drop): Adjusting the student's class schedule by adding or
dropping certain courses.

Prerequisite: Courses that must be successfully completed in order to register for other
courses.

Concurrent Requirement: Courses that must be registered for the purpose of enrolling in
other courses in the same academic semester.

Academic Warning: An electronic academic notification sent to the student as a result of
their cumulative GPA falling below the minimum threshold.

Regular Student: A student who is allowed to enrol in courses in a specific academic
semester or academic year.

Enrolled Student: A student registered with the university, including regular, excused,
deferred admission, deferred, and visiting students.



Deferred Admission Student: A student who has been granted approval to postpone their
admission.

Deferred Student: A student who has been granted approval to defer a semester or academic
year.

Excused Student: A student who has been granted approval to excuse themselves from a
semester or academic year.

Registration Hindered Student: A student who cannot enroll in all the courses of the
academic level due to failure, deprivation, deferral, or excuse.

Academically Hindered Student: A student who has obtained a cumulative GPA below 2 or
who has not completed graduation requirements within the regular study period.

Withdrawn Student: A student who has been granted approval to terminate their studies at
the university before completing their academic program.

Expelled Student (Academic): A student who is suspended from continuing their studies due
to a low GPA or exceeding the regular study period, or both.

Expelled Student (Disciplinary): A student who is permanently expelled from the university
as a result of a disciplinary decision from the relevant authorities.

University Requirements: A set number of mandatory and elective courses specified by the
number of credit hours that all university students must complete.

Faculty Requirements: A set number of mandatory and elective courses specified by the
number of credit hours that all faculty students must complete.

Program Requirements: A set number of mandatory and elective courses specified by the
number of credit hours that all program students must complete.

Elective Courses: A number of courses offered in a semester from which students can choose
to complete a specific number of credit hours in the study plan.

Free Elective Courses: A number of academic courses that a student can choose to take to
fulfil a specified number of credit hours outside the study plan.

Equivalency Courses: Courses that are counted and documented as successfully completed
by the student, which were studied in a program at the university or another university
through transfer, visit, or program exit points.

Second Semester Exam: A non-repeating exam held before the start of the next academic
year for courses following the annual system, which the student was unable to pass in the first
semester exams.

Make-up Exam: An exam held for a student who was absent from the original exam after
their excuse has been accepted.
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Academic Portal:

Access Procedures:

1.

Visit the website https://myut.ut.edu.sa/ut/init

2. Choose the "Student" icon.
3. Enter the username: University ID.



https://myut.ut.edu.sa/ut/init

4. Enter the password (National ID or Resident ID).
5. Select the "Login" icon.

My Services Application:
Access Procedures:

1. Open the app store on your smart device.
Search for the app "My Services University of Tabuk" and then download and install
the application.

3. Enter the username: University ID.

4. Enter the password (National ID or Resident ID).

5. Input the verification code sent to the registered mobile phone.
The University ID Card:

To obtain the university ID card through the My Services application for smart devices:

1. Open the "My Services University of Tabuk" application.
2. Select the main menu.
3. Then choose the "University ID Card" icon.

CHAPTER TWO: COURSE REGISTRATION AND ACADEMIC PROGRESS
Class Schedule:
The schedule includes the following information:
Courses registered for the current semester by the student.
Course code, Course name, Course activity, Number of course hours
Lecture timings (Days and Times), with day abbreviations.
1 means Sunday, 2 means Monday, 3 means Tuesday, 4 means Wednesday, 5 means Thursday
Class section numbers.
Classroom locations.
Names of faculty members.
Registration date for each course.
Total registered hours.
Remaining hours.
Academic advisor's name.
The schedule can be printed through the student's academic portal.
Course Registration

Guidelines:
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All students, male and female, should register for courses according to their level,
either through the student's academic portal.

New students are not allowed to modify their class schedules.

The minimum student academic load in a semester is 10 approved credit hours.
Guidelines for adding a course:

The course must be offered, and the section must be available.

There should be no prerequisite for the course.

No schedule conflicts with already registered courses.

The course should be within the first four academic levels.

Should not exceed the academic plan load and cumulative GPA.

Students can submit a request to drop a course through their academic portal, and it
will be processed by the academic department they belong to, considering the
following criteria:

The course is not from the foundational level.

The number of credit hours should not fall below the minimum academic load.

If the course to be dropped is a co-requisite with another, both courses must be
dropped simultaneously.

In case a student cannot register for a particular course, they can submit a request to
add the course through their academic portal, and it will be processed by the relevant
academic department.

The allowed number of academic levels for course registration is four academic levels
only. If a student cannot register for their academic level, and if they cannot register
for additional courses, they will be satisfied with the registered courses.

All courses for a student who has not received their class schedule through their
academic portal by the end of the second week will be deleted, and the student will be
considered withdrawn from the semester.

Students must verify their class schedule after the registration processing period, and
they are responsible for all registered courses in their schedule.

Procedures:

1.

Course registration is done electronically through the academic portal only.

In case a student is unable to register for any course, they can submit a request to add
a course through their academic portal, and it will be processed by the academic
department.

Requests for modifying the schedule (deletion and addition) that require department
approval should be submitted electronically through the academic portal, and the
status of the request can be tracked through the portal as follows:

Under review means the application is being processed.

Accepted means the application is approved.

Rejected means the application is declined.

Submission Method:

A visual presentation (video) can be viewed on the Admission and Registration Deanship's
YouTube channel.

Course Registration Timelines:

Timelines are announced on a semester basis before the start of the academic semester, and
they will be published in the academic calendar.



Attendance, Absence and prohibition Policies:

1.

2.

10.

11.

12.

13.

Attendance is recorded for registered courses from the beginning of the first week
according to the academic calendar.

Courses are not confirmed or counted for the student unless they are registered in the
class schedule.

The course instructor is responsible for recording attendance through the academic
portal within a maximum of one week from the lecture date.

Regular students must attend all lectures for all course activities according to the
specified teaching methods in the course description.

Students must regularly monitor attendance and absence for registered courses
through the academic portal.

A student is prohibited from entering the final exam if the absence exceeds 20% of the
total contact hours without an excuse.

In case of absence with a valid excuse, the student must submit the excuse to the
course instructor through approved electronic channels before the next lecture.

The Faculty Council or its authorized representative may lift the ban when accepting
the student's excuse, provided that the total absence percentage (with or without an
excuse) does not exceed 35% of the total contact hours.

A student is prohibited from entering the final exam if the total absence percentage
exceeds 35% (with or without an excuse) of the total contact hours.

A student who is denied entry to the exam due to absence is considered failed in the
course, and a "Deprived" grade is assigned.

The student's semester and cumulative GPA are affected in case of deprivation in a
course.

Calculation method for total absence: Total Absence = Number of days absent without
excuse + Number of days absent with an excuse.

Calculation method for the maximum allowed absence leading to deprivation:
(Number of credit hours x Number of study weeks) x (100 + 20).

Visiting Semester at the University of Tabuk:

A visiting semester at the University of Tabuk allows a student from another university to
study a number of courses at the University of Tabuk for one academic semester.

Requirements:

1.

The student's academic status must be "regular."
Obtain approval from the Admission and Registration Deanship of the student's home
university, specifying the courses intended to be studied.

3. The study duration as a visiting student should not exceed three academic semesters.

4. The student is not allowed to register for any course without prior approval.

5. Course registration is subject to the available courses, sections, and capacity.
Procedures:

1. Apply online through the academic portal only.

2. Choose the "Admission" icon, then the "Admission Request" icon, and finally the

"Request to be a Visitor at the University of Tabuk" icon.
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3. Enter the required information, confirm the academic degree, and provide the study
location.

4. Attach the approved visiting semester form from the home university and the national
ID in a single PDF file.

5. Select the available courses to be studied.

Save the application, keep the application number, and monitor it. Submitting the

application does not guarantee acceptance.

Monitor the application status through the portal:

Under review means the application is being processed.

Accepted means the application is approved, and the university ID will be provided.

Rejected means the application is declined.

After approval, the university ID will be issued and displayed through the service.

The student must log in to the academic portal to view the class schedule, monitor

attendance and absence, and check the final exam schedule:

Enter the username: University ID

e Enter the password: National ID or Resident ID

e Click on the "Login" icon.

10. To view the class schedule, select the "Electronic Registration" icon, then the
"Registered Courses" icon, and finally the "Receive Schedule" icon.

11. Adhere to the deadlines according to the approved academic calendar, and no requests
will be accepted after the specified period.

wooe e e o

Application Process:

You can watch the instructional video on the Admissions and Registration Deanship's
YouTube channel.

Application Deadlines:
From the beginning of the orientation week to the end of the orientation week.
Results Announcement:

Within two business days from the date of submitting the application.

Studying as a Visiting Student in Another University

He is a full-time student at the University of Tabuk taking a number of courses at another
university for one academic semester."

Guidelines:

1. The study should be at a government or a privately accredited university with full
institutional accreditation from the Education and Training Evaluation Commission.

2. The study should be at a university or faculty classified by the Ministry of Education
or an educational institution licensed by the relevant authority in the country of study
if it is outside the Kingdom.

3. A student is not allowed to study as a visiting student for courses offered at his/her
faculty if the other university is in the same city.

4. The student's academic status should be "regular."

5. The study period should not exceed three academic semesters as a visiting student.

11



6. The student must attend lectures according to the schedule at his/her main study
location until the application is approved.

7. The courses should match at least 75% of the content of the enrolled courses in terms
of learning outcomes.

8. The student is not allowed to register for any course that has not been approved and
will not be equated.

9. The regulations for registering courses and academic movements apply.

10. All courses taken, passed, or failed, including grades and cumulative averages, should
be recorded and calculated for the student in the academic record.

11. The results must be provided to the Admissions and Registration Deanship before the
start of the next semester; otherwise, the student will be considered withdrawn from
studies.

Required Documents:

1. Course descriptions from the university where the student wishes to study.
2. National ID.

Procedures:

1. Obtain the course descriptions from the university where the student wishes to study.
. Submit the course descriptions to the student's faculty.

3. Obtain a visiting student study form from the University of Tabuk to another
university from the Admissions and Registration Deanship website.

4. Fill out the visiting student application form and have it approved by the faculty and
the Admissions and Registration Deanship at the University of Tabuk.

5. Provide the results to the Admissions and Registration Deanship before the start of the
next semester.

6. Adhere to the deadlines according to the approved academic calendar; no requests
will be accepted after the deadline.

Application Procedure:

You can watch the instructional video on the Admissions and Registration Deanship's
YouTube channel.

Application Period:

From the beginning of the orientation week to the end of the orientation week.
Results Announcement:

Within two business days from the date of submitting the application.
Absence from the Final Exam:

1. A student absent from the final exam for a course receives a zero in the final exam
grade, and their overall course grade is calculated based on the total of the semester
assignments they have completed.

2. [Ifastudent is unable to attend the final exam for a course due to a compelling excuse,
they may submit an absence excuse, providing documentation of the reason for
missing the exam. This should be done within one day following the exam and until
the first week of the next semester.

3. The period for accepting excuses is from the day following the exam until the first
week of the next semester.

12



In extreme cases, the department council or its delegate may, if necessary, accept the
student's excuse and allow them to take an equivalent makeup exam within the
timeframe not exceeding the end of the following semester.

An alternative exam may be scheduled during the final exam period of the same
semester if the student submits the excuse early, and it is approved.

The absent student's grade will be adjusted for an acceptable excuse, and the total
marks obtained after taking the makeup exam will be recorded.

If the grade is adjusted in the first week of the next semester and results in a change of
the course status from "fail" to "pass," the student can register for courses in that
semester. Otherwise, the student cannot modify their schedule.

Makeup exams for courses with absent students are conducted according to the
specified academic calendar.

If a student is absent from the makeup exam without an acceptable excuse and has not
deferred it, the previously recorded grade remains unchanged.

CHAPTER THREE: ACADEMIC AFFAIRS

Internal Transfer (Change of Major):

It is the process of transferring a student from one major to another within the same faculty or
from one faculty to another within the university.

First: General Regulations:

1. The student must have an "active" academic status.
The student should not have transferred or changed their major during the course of
their studies.
3. Attainment of a cumulative GPA for three academic terms (excluding the summer
term).
4. Compliance with other regulations specified by the University Council or its
authorized representative.
5. Deferrals, apologies, withdrawals, interruptions, and academic dismissal within the
terms considered for transfer.
6. The cumulative GPA should not be less than 2.
7. Adherence to deadlines according to the approved academic calendar, with no
acceptance of requests after the specified period.
8. Withdrawal from the transfer is not allowed after the request is accepted.
Second: Transfer Between Bachelor's Degree Specializations According to the Following
Regulations:
1. The general regulations in the first item of this article apply.

2. Not exceeding six academic terms.

3.

The cumulative GPA should not be less than 4, with a weighted percentage of at least
80% for health specializations.

Third: Transfer Between Intermediate Diploma Specializations According to the
Following Regulations:

1.

The general regulations in the first item of this article apply.

2. Not exceeding four academic terms.

Regulations After Approval of Transfer:

13



1. Course equivalency is based on matching course content by no less than 75% of
learning outcomes for the course.

2. All courses studied, including assessments and cumulative and term GPAs, are
documented and calculated in the student's academic record.

3. In case of transfer from the annual system to the semester system, courses not
equivalenced are documented but not calculated in the academic record.

4. Courses registered in the summer term are automatically deleted, and withdrawal or
re-registration of courses after transfer is not allowed.

Procedures:
1. Apply electronically through the academic portal only.
2. Confirm the faculty and department before selecting the major.
3. Nominate based on priority preferences, with the ability to enter from one to 10
preferences.
4. Selection is based on the available seats.
5. Applying for transfer does not guarantee acceptance.
6. Monitor the application status through the academic portal as follows:
e Application status “entered”: "Application under consideration"
e Application status “accepted”: Application accepted, no further action required
e Application status “rejected” "Application rejected”

Application Process:

The application process involves watching the visual presentation (video) on the Admission
and Registration Deanship's YouTube channel.

Application Deadlines:
The deadlines are announced annually and will be published in the academic calendar.
Results Announcement Dates:

The result announcement dates are also announced annually and will be published in the
academic calendar.

Program Admission at the Faculty of Engineering:

It involves the transition of students from the "General Engineering" department to one of the
following specialized departments:

Civil Engineering, Electrical Engineering, Mechanical Engineering, Industrial
Engineering.

Regulations:
1. The student must have an "active" academic status.
2. The cumulative GPA should not be less than 2.
3. Adherence to deadlines according to the approved academic calendar.
4. No withdrawal from allocation after the request is accepted.
5. Students who do not apply within the specified period will be allocated based on

available seats.
6. Other regulations and available seats are determined by the faculty council.
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Procedures:

1. Apply electronically through the academic portal only.
2. Nominate based on priority preferences, selecting up to 4 preferences.
3. Selection is based on the cumulative GPA and available seats.
4. Applying for allocation does not guarantee acceptance.
5. Monitor allocation results through the academic portal.
Application Method:

Watch the video presentation on the Admission and Registration Deanship YouTube channel.
Application Deadlines:

Announced annually and will be published in the academic calendar.

Results Announcement Dates:

Announced annually and will be published in the academic calendar.

Postponement of the Academic Semester:

It is a request to defer studies for one academic semester or one academic year for the annual
system, and the deferment period is not counted within the required time to complete
graduation requirements.

Regulations:

1. Submit a request for postponement of an academic semester or year through the
student's academic portal.

2. Students are allowed to defer up to three academic semesters at most during their
study period in the semester system.

3. Students are allowed to defer up to two academic years at most during their study
period in the annual system.

4. Adherence to deadlines according to the approved academic calendar.

5. The student must attend lectures according to the class schedule until the request is
approved.

6. Deferred students must register for courses in the following semester, or they will be
considered withdrawn from studies.

7. Semesters of deferment are not counted within the study period to complete
graduation requirements.

8. In special cases, students can be allowed to defer studies for a period not exceeding
three years for the annual system or nine academic semesters for the semester system
after approval by the relevant committee.

9. In case of changes to the study plans, courses similar or equivalent to those previously
completed are recognized, and graduation requirements for the current plan are
fulfilled.

10. In case of department or academic level closure, the re-enrollment is assessed
according to the executive rules of this regulation.

11. If a postponement request is submitted after the specified period, the student must
apply through the support systems, attaching official reports for presentation and
study by the relevant committee.
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Procedures:

1. Apply electronically through the academic portal only.
Submitting a postponement request does not guarantee acceptance.
3. Monitor the application status through the academic portal as follows:
e Application status “entered”: Application under consideration
e Application status “accepted”: Application accepted
e Application status “rejected”: Application rejected
4. Adherence to the postponement deadlines, and no requests will be accepted after the
specified period.
5. The postponement cannot be revoked after the request is accepted.

Application Procedure:

The video presentation can be viewed on the Admission and Registration Deanship's
YouTube channel.

Application Period:
From the beginning of the orientation week to the end of the first week.
Results Announcement:

Within 3 business days from the date of submitting the application.

Apology for a Semester Study:

It is the apology for not continuing the study for a semester or an academic year for the
annual system without being considered as failed. The student receives a grade of
"Withdrawn" in all courses, and this semester is counted within the time required to complete
graduation requirements.

Regulations:

1. Submit a request for apologizing for a semester or an academic year through the
student portal.

2. The student is allowed to apologize for a maximum of three academic semesters
during the semester system.

3. The student is allowed to apologize for a maximum of two academic years during the
annual system.

4. The summer semester is not counted as part of the apology periods.

5. Adhere to the deadlines according to the approved academic calendar.

6. Apologizing for a semester with assigned final exam grades in the semester system is
not allowed.

7. Apology for the academic year is allowed except for courses with assigned final
grades in the annual system.

8. The student must attend lectures according to the schedule until the apology request is
approved.

9. A "Withdrawn" grade is recorded for the apologizing student in all courses of the
semester.

10. The apologizing student must register for the next semester's courses; otherwise, they
will be considered dropped from studies.

11. The apology semesters are counted within the graduation requirements time frame.
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12. In case of submitting an apology request after the deadline, the student must submit a
request through the supporting systems, attaching official reports for presentation and
study to the relevant committee.

What are the consequences of apologizing for the semester?

1. The possibility of not offering courses in the following semester.

Inability to register for courses in the next semester due to scheduling conflicts or

exams for different levels.

Inability to register for courses in the next semester due to not passing prerequisites.

Delay in completing the study plan and, consequently, delayed graduation.

5. The duration of the apology is counted within the regular period to complete
graduation requirements.

W

Procedures:

1. Apply electronically through the student portal only.
. Applying for an apology does not mean acceptance.
3. Follow up on the application status through the student portal.
e Application status “entered’’: Application under consideration
e Application status “accepted”: Application accepted
e Application status “rejected”: Application rejected
4. Adhere to the apology deadlines, and no requests are accepted after the period ends.
5. Ttis not possible to retract the apology once the request is accepted.

Application Method:

The video presentation can be viewed on the Admission and Registration Deanship's
YouTube channel.

Application Period:
From the beginning of the orientation week to the end of the first week.
Results Announcement:

Within 3 business days from the date of submitting the application.

Apology for a Course:

It is the apology for not completing the study of a specific course or withdrawing from a
course during the academic semester.

Regulations:

1. Submit a request for withdrawing from a course through the student portal.
Withdrawal from only one course is allowed during the semester for the semester
system, excluding the annual system.

3. The study load should not be less than the minimum of 10 credit hours after the
withdrawal.

4. The withdrawn course should not overlap with another course.

Students are not allowed to withdraw from courses in the first academic year.

6. A student is not allowed to withdraw from the same course more than once during
their studies.

)]
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7. Withdrawal from a course in the summer semester is not allowed.

8. Six course withdrawals are allowed as a maximum during the study period for the
bachelor's degree in the semester system.

9. Eight course withdrawals are allowed as a maximum during the study period for the
bachelor's degree in the annual system.

10. Three course withdrawals are allowed as a maximum for the intermediate diploma.

11. Adhere to the deadlines according to the approved academic calendar.

12. A "Withdrawn" grade is recorded for the student in the withdrawn course.

Consequences of Withdrawing from a Course:

1. The possibility of courses not being offered in the following semester.
Inability to register for courses in the next semester due to scheduling conflicts or
exams for different levels.
3. Inability to register for courses in the next semester due to not passing prerequisites.
4. Delay in completing the study plan and, consequently, delayed graduation.

Procedures:

Apply electronically through the student portal only.

Applying for withdrawal from a course does not mean acceptance.

Follow up on the application status through the student portal.

Application status “entered”: Application under consideration

Application status “accepted”: Application accepted

Application status “rejected”: Application rejected

Adhere to the course withdrawal deadlines, and no requests are accepted after the
period ends.

5. Itis not possible to retract the withdrawal from the course once the request 1s
accepted.

2o e e L~

Application Method:

The video presentation can be viewed on the Admission and Registration Deanship's
YouTube channel.

Application Period:
Announced semesterly, and the dates will be published in the academic calendar.
Results Announcement:

Within 3 business days from the date of submitting the application.

Withdrawal from University:

It is the complete withdrawal from the university, and a return to studies is only possible by
applying for re-enrolment after the end of the semester according to the re-enrolment
regulations.

Regulations:

1. Students are allowed to withdraw from the university permanently based on the
following regulations:
2. The student's academic status should be "regular," "on leave," or "postponed."
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The student should not have any outstanding commitments with university authorities.

Adherence to deadlines according to the approved academic calendar.

5. A "Withdrawn" grade is recorded for the student in all courses for that semester,
except for courses with final grades due to academic misconduct.

6. A student is allowed to withdraw from the university after the withdrawal period ends,
and all previous assessments are voided. A "Withdrawn with Failure" grade is
recorded for the student in all courses, and it is calculated in the semester and
cumulative GPA.

7. Withdrawal semesters are counted within the standard study duration.

8. A withdrawn student is allowed to apply for re-enrollment through the academic
portal using their previous student number and record.

9. A withdrawn student is treated as a dismissed student during the re-enrollment

process, following the executive regulations of this regulation.

R

Procedures:

Apply electronically through the academic portal only.

Submitting a withdrawal request does not imply acceptance.

Follow up on the application status through the academic portal.

Application status “entered”: Application under consideration

Application status “accepted”: Application accepted

Application status “rejected”: Application rejected

Adhere to withdrawal deadlines, and no requests are accepted after the period ends.
It is not possible to retract the withdrawal after the request is accepted.

An attestation of withdrawal can be printed through the university's smart services
application.

R e R N

Application Method: The video presentation can be viewed on the Admission and
Registration Deanship's YouTube channel.

Application Period:
Announced semesterly, and the dates will be published in the academic calendar.
Results Announcement:

Within 3 business days from the date of submitting the application.

Re-enrolment:

Re-enrolment is when a student who has been dismissed, withdrawn, or dropped out applies
to resume their studies using their previous student number and academic record before the
interruption or dismissal.

Closing Enrolment — Dropout: This is the suspension of a student from studies if they are
absent for one or more semesters without applying for semester withdrawal or deferral. If a
student receives a semester GPA of 1.00, it is counted within the study duration.

1. The student is considered dropped out in the following cases:
a. If the student does not register for any courses by the end of the second week.
b. If the student does not receive their class schedule via the academic portal by the
end of the second week.
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The student's record is closed at the end of the semester if they are disqualified in all
courses.

A student who has been dropped out can electronically apply for re-enrolment using
their previous student number and record, subject to the following conditions:

* Re-enrolment for the first time:

a. The student must apply for re-enrolment before the start of five academic
semesters following the semester closure for the semester system, or before the start
of two academic years following the year of closure for the annual system.

b. The remaining duration for the student should be sufficient to complete
graduation requirements within the standard study period.

c. Re-enrolment is not allowed if the student is enrolled at another university.

d. Credits for similar or equivalent courses previously taken are considered, and
graduation requirements for the current plan must be fulfilled.

e. In case of department or academic level closure, re-enrolment is assessed
according to the executive rules of this regulation.

* Re-enrolment for the second time:

e

9.

a. All conditions for the first re-enrolment must be met.
b. The student must pass at least half of the academic plan.
c. The student's cumulative GPA should not be less than 2.00 out of 5.00.

If more than five academic semesters have passed since the student was dropped out
for the semester system, or two academic years for the annual system, they can apply
as a new student without referring to their previous academic record, following the
admission regulations at that time.

If a student achieves a semester GPA of 1.00, their record is automatically closed.
The periods of dropout, record closure, and withdrawal are counted within the
standard study duration.

A dropped-out student can apply for re-enrolment in the summer semester, provided
their cumulative GPA is not less than 2.

If the faculty is unable to register courses according to the regulations, the academic
movement is cancelled.

A dropped-out student is treated as a dismissed student.

10. Adherence to deadlines according to the approved academic calendar.

Procedures:

AB e e e L

Apply electronically through the academic portal only.

Submitting a re-enrolment request does not imply acceptance.

Follow up on the application status through the academic portal.

Application status “entered”: Application under consideration

Application status “accepted”: Application accepted

Application status “rejected”: Application rejected

Adhere to re-enrolment deadlines, and no requests are accepted after the period ends.
It is not possible to retract re-enrolment after the request is accepted.

Application Method:

The video presentation can be viewed on the Admission and Registration Deanship's
YouTube channel.
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Application Period:
Announced semesterly, and the dates will be published in the academic calendar.
Results Announcement:

Announced semesterly, and the dates will be published in the academic calendar.

Additional Opportunities for GPA Improvement:

If a student receives consecutive warnings due to a cumulative GPA below 2.00, they may be
academically dismissed from the university. They will remain dismissed until they apply for
an additional opportunity electronically.

Guidelines:

1. The student is warned if their cumulative GPA falls below 2.00, and this is reflected in
the academic record at the end of each semester or academic year through the
electronic portal.

2. Abachelor's degree student under the semester system will be dismissed from the
university if they receive three consecutive warnings. They will remain academically
dismissed until they apply for an additional opportunity electronically, following these
guidelines:

a) They are allowed a fourth opportunity to raise their cumulative GPA to 2.00, assuming
they achieve a semester GPA of 3.5 (42 points) from registering in a maximum of 12
credit hours, in accordance with course registration regulations.

b) They are allowed a fifth opportunity to raise their cumulative GPA to 2.00, assuming
they achieve a semester GPA of 3.5 (42 points) from registering in a maximum of 12
credit hours, following course registration regulations.

c) They are allowed a sixth and final opportunity to raise their cumulative GPA to 2.00,
assuming they achieve a semester GPA of 3.0 (36 points) from registering in a
maximum of 12 credit hours, following course registration regulations.

The The semester | The Opportunity | Warning
cumulative | Number | GPA number

GPA after | of Points of Hours

opportunity

2 42 3.5 12 4 3

2 42 3.5 12 5 4

2 35 3 12 6 5

3. A student with a medium diploma will be dismissed from the university if they
receive three consecutive warnings. They will remain academically dismissed until
they apply for an additional opportunity electronically, following these guidelines:

a) They are allowed a fourth opportunity to raise their cumulative GPA to 2.00, assuming
they achieve a semester GPA of 3.5 (42 points) from registering in a maximum of 12
credit hours, following course registration regulations.
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b) They are allowed a fifth and final opportunity to raise their cumulative GPA to 2.00,

c)

assuming they achieve a semester GPA of 3.5 (42 points) from registering in a
maximum of 12 credit hours, following course registration regulations.

They are allowed a sixth and final opportunity to raise their cumulative GPA to 2.00,
assuming they achieve a semester GPA of 3.0 (36 points) from registering in a
maximum of 12 credit hours, following course registration regulations.

The The semester | The Opportunity | Warning
cumulative | Number | GPA number

GPA after | of Points of Hours

opportunity

2 42 3.5 12 4 3

2 42 3.5 12 5 4

2 35 3 12 6 5

Additional Opportunities to Exceed the Standard Study Duration:

A student will be academically dismissed from the university if they exceed the standard
study duration according to their major. They will remain academically dismissed until they
apply for an additional opportunity electronically.

1.

The student will be dismissed from the university if they do not complete graduation
requirements within half of the prescribed period for their graduation, in addition to
the program duration. They will remain academically dismissed until they apply for
an additional opportunity electronically, following these guidelines: They are allowed
an additional opportunity to complete graduation requirements for a maximum of
three semesters.

Duration of | The The Maximum Remaining Hours
Program Regular Maximum First Second Third

Duration Duration Opportunity | Opportunity | Opportunity
6 years 9 years 10 years Courses of N/A N/A

one year

15 academic | 23 academic | 26 academic | 54 Hours 36 Hours 18 Hours
semesters semesters semesters
12 academic | 18 academic | 21 academic | 54 Hours 36 Hours 18 Hours
semesters semesters semesters
8 academic 12 academic | 15 academic | 45 Hours 30 Hours 15 Hours
semesters semesters semesters

2. Leave of absence semesters are not counted within the study duration.
Apology semesters are counted within the study duration.

[98)

4. Interruption, freezing enrolment, withdrawal, and academic dismissal semesters are
counted within the study duration.
5. GPA reduction rules are applied first, followed by exceeding the standard duration

rules.

6. If the faculty cannot register courses according to the regulations, academic activity is
cancelled.
7. Deferral or apology for the semester is not allowed after obtaining an additional
opportunity, and it cannot be postponed to the next semester.
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Procedures:

Applications are submitted electronically through the academic portal only.

Submitting an additional opportunity request does not guarantee acceptance.

The status of the application can be monitored through the academic portal.

Application status “entered”: Application under consideration

Application status “accepted”: Application accepted

Application status “rejected”: Application rejected

4. Adhere to the deadlines for the additional opportunity, and no requests are accepted
after the period expires.

5. There is no withdrawal from the additional opportunity once the application is

accepted.

¢ W

Application Method:

You can watch the instructional video on the YouTube channel of the Admission and
Registration Deanship.

Application Deadlines:
The deadlines are announced semesterly and will be available in the academic calendar.
Results Announcement:

The results are announced semesterly and will be available in the academic calendar.

Additional Opportunities for Summer Semester:
Regulations:

1. Students academically dismissed due to a GPA reduction are not eligible for an
additional opportunity unless graduation is anticipated.

2. Academically dismissed students due to exceeding the standard duration are eligible
for an additional opportunity, provided their cumulative GPA is not below 2.

3. Academically dismissed students due to failing to meet the GPA requirement are
eligible for an additional opportunity, provided there is a possibility to raise their
cumulative GPA to 2.

Procedures:

Applications are submitted electronically through the academic portal only.
Submitting an additional opportunity request does not guarantee acceptance.

The status of the application can be monitored through the academic portal.
Application status “entered”: Application under consideration

Application status “accepted”: Application accepted

Application status “rejected”: Application rejected

Adhere to the deadlines for the additional opportunity, and no requests are accepted
after the period expires.

5. There is no withdrawal from the additional opportunity once the application is
accepted.

mee e L~
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Application Method:

You can watch the instructional video on the YouTube channel of the Admission and
Registration Deanship.

Application Deadlines:

The deadlines are announced semesterly and will be available in the academic calendar.

Results Announcement:

The results are announced semesterly and will be available in the academic calendar.

Grade Appeal Procedure:

1.

>
>

Students are allowed to appeal any course grade within a period not exceeding fifteen
days from the date of result announcement. The appeal is submitted through the
academic portal to the department head to which the student belongs.

The student must not have previously submitted two grade appeals for the same
course, which were proven to be invalid by the department head, or have submitted a
grade appeal that was proven to be invalid by the faculty council.

The department head, in coordination with the course instructor, must decide on the
student's appeal within one week of receiving the request:

If the course is reassessed and an error is confirmed, a report is prepared by the
faculty's deputy and the department head. The student is informed of the decision
through the academic portal, and the grade is adjusted accordingly.

If the course is reassessed, and no error is found, a report is prepared by the faculty's
deputy and the department head, and the student is informed of the decision through
the academic portal.

If the student does not accept the decision, the appeal is referred to the faculty council
to appoint two other faculty members to reassess the course and submit a report to the
faculty council:

If an error is confirmed, a report is prepared by the faculty's deputy, the department
head, and the participating members. The student is informed of the decision, and the
grade is adjusted.

If no error is found, the student is informed of the decision.

The decision of the faculty council is final after approval from the university
president.

External Transfer:

Regulations:

1.

)]

The student's academic status must be "regular."

The student must be transferring from a university or faculty classified by the
Ministry of Education or a licensed educational institution in the country of study if it
is outside the Kingdom.

Attainment of a cumulative GPA for three academic semesters (excluding the summer
semester).

The student must not be academically or disciplinarily dismissed from the transferring
university.

The cumulative GPA must not be less than 3 out of 5 or 2 out of 4.

Compliance with other transfer regulations specified by the relevant authorities.
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7. The transfer must be for the same academic degree and the same major.
8. Adherence to deadlines according to the approved academic calendar.
9. Transfer is available for the declared specializations at the time of application.

Procedures:
1. Application is submitted electronically through the academic portal.
2. Ensure the correct selection of campus, faculty, and major.
3. Evaluation is based on the cumulative GPA and available seats.
4. Attach all required documents.
5. Monitor the application status through the academic portal.

e Application status “entered”: Application under consideration

e Application status “accepted”: Application accepted

e Application status “rejected”: Application rejected

Submitting a transfer request does not guarantee acceptance.

7. The request will be cancelled in case of data inaccuracies, missing documents, or
failure to submit documents by the specified deadline.

N

Required Documents for Transfer Application:

Justification for the transfer request to the University of Tabuk.
Certificate of enrollment.

National ID.

Official academic transcript.

5. High school diploma.

b s

Additional Documents Required After Approval for Completing the Transfer
Procedures within a Maximum of Two Weeks from the Acceptance Date:

1. Certificate of enrolment.
2. Original national ID.

3. Authentication of all official documents from cultural attaches and the Saudi Ministry
of Foreign Affairs (for foreign universities).

4. Course descriptions of completed courses.

5. Official academic transcript.

6. Certificate of withdrawal from the transferring university.

7. Certificate of the last received stipend.
Application Procedure:

Watch the instructional video on the Admissions and Registration Deanship's YouTube
channel.

Application Dates:

Announced annually and will be published in the academic calendar.
Results Announcement Dates:

Announced annually and will be published in the academic calendar.

Course Equivalency for Transferred Students to the University of Tabuk:
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This service allows students to request the equivalence of courses they studied at their
previous university before transferring to the University of Tabuk.

Regulations:

1. Course equivalence is based on a match of at least 75% of the course content with the
learning outcomes of the course.

2. Equivalence is limited to courses recorded in the academic transcript only.

3. More than one course can be equivalent to one course, and one course can be
equivalent to more than one course.

4. Equivalence is only for courses passed, with priority given to general courses and then
specialized courses.

5. The total credit hours for equivalent courses should not exceed 50% of the total
approved credit hours in the study plan.

6. Equivalency includes courses with grades, semester and cumulative GPAs.

7. The student must complete at least 50% of graduation requirements at the University
of Tabuk.

8. Course equivalence procedures must be completed before the end of the first week of

the transfer semester.

9. Approval from the faculty's course equivalence committee is required.
Procedure:

1. Log in to the academic portal.

2. Click on "Enter Applications," then "External Equivalency Request."

3. Agree to the terms and conditions of equivalence.

4. Fill in the required fields and click "Continue."

5. Upload the academic transcript from the transferring university in .PDF format.

6. Click on "Save Changes."

7. Monitor the application status through the academic portal.

e Application status “entered”: Application under consideration
e Application status “accepted”: Application accepted
e Application status “rejected”: Application rejected

Application Procedure:

The visual presentation (video) can be viewed through the Admission and Registration
Deanship's channel on YouTube.

Application Periods:

The dates are announced annually and will be published in the academic calendar.

Results Announcement:

The dates are disclosed annually and will be published in the academic calendar.

External Transfer to Other Universities:

External transfer refers to the process of a student moving from the University of Tabuk to
another university based on the regulations of the respective university.
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University of Tabuk Regulations:

1. The student must be in an "active" academic status.
2. The student should not have any outstanding commitments with various university
departments.

Procedures for External Transfer:

1. Review the regulations and deadlines for external transfer of the intended university.
2. Print the transfer form through the academic portal.

3. Print the academic transcript through the academic portal.

4. Print the enrolment certificate through the academic portal.

Procedures After Approval from the Other University:

Submit a final withdrawal request from the university through the academic portal.
Print the academic transcript through the academic portal.

Request course descriptions from the student's faculty at the University of Tabuk.
4. Print a certificate of the last stipend through the "Khedmty" mobile application.

wN =

Application Periods at the University of Tabuk:
Available throughout the year.

27



CHAPTER FOUR: GRADUATION AND CERTIFICATES

Grading System and Symbols

Weight

Arabic
Symbol

English
Symbol

Arabic
Grade

English
grade

Percentage

Description

5.00

A+

&8 e Jliee

Exceptional

95-100

It is recorded
when passing a
specific course,

and its final
grade ranges
from 95 to 100,
and is included
in the overall
average

4.75

Excellent

90-94

It is recorded
when passing a
specific course,

and its final
grade ranges
from 90 to 94,
and is included
in the overall
average

4.50

ot

B+

i las 3a

Superior

85-89

It is recorded
when passing a
specific course,

and its final
grade ranges

from 85 to 98,
and is included

in the overall

average

4.00

Very Good

80-84

It is recorded
when passing a
specific course,

and its final
grade ranges

from 80 to 84
and is included

in the overall

average

3.50

C+

Above
Average

75-79

It is recorded
when passing a
specific course,

and its final
grade ranges
from 75 to 79,
and is included
in the overall
average

3.00

Good

70-74

It is recorded
when passing a
specific course,

and its final
grade ranges
from 70 to 74,
and is included
in the overall
average

2.50

D+

& e Jgiia

High Pass

65-69

It is recorded
when passing a
specific course,

and its final
grade ranges
from 65 to 69,
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and is included
in the overall
average

2.00

Jsita

Pass

60-64

It is recorded
when passing a
specific course,

and its final
grade ranges
from 60 to 64,
and is included
in the overall
average

1.00

Fail

Less than 60

It is recorded
when not
passing a

specific course,
and its final
grade is 59 and
less, and is
included in the
overall average

IP

In-Progress

It is recorded
when studying a
specific course
that requires
more than one
academic
semester to
complete its
requirements
and is not
included in the
overall average

IC

In-Complete

It is temporarily
recorded when
studying a
research or
field-oriented
course without
a final exam,
and the student
was unable to
complete its
requirements
within the
specified time.
It is not
included in the
overall average.

1.00

DN

pso~a

Denile

It is recorded
for the student
in a specific
course when
their absence
rate exceeds
20% of the total
contact hours
and is included
in the overall
average

NP

apngnmb

Nongrade-
Pass

60 and More

It is recorded
when a course
is passed with a
final grade of
60 or above and
is not included
in the GPA.
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NF

Aa ) sl

Nongrade-
Fail

Less than 60

Assigned when
a student fails a
course without
receiving a
grade (Nograde-
Fail) less than
60. It is
recorded when
a course is not
passed, and the
final grade is 59
or below and is
not included in
the GPA.

DR

Dropped

Recorded for
each course
when a student
drops a course,
academic year,
or semester and
is not included
in the GPA.

Exemption

Recorded when
a student is
exempted from
studying a
specific course
in the academic
plan and is not
included in the
GPA.

Withdrawal

Recorded for
each course
when a student
withdraws from
the university
within the
specified
academic
calendar period
and is not
included in the
GPA.

According to
the recorded
grade

WP

Withdrawal
with Pass

Recorded for
each course
when a student
withdraws from
the university
after the
specified
academic
calendar period
with a pass
grade. It is
included in the
GPA.

1.00

WF

Withdrawal
with Fail

Recorded for
each course
when a student
withdraws from
the university
after the
specified
academic
calendar period
with a fail
grade. It is
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included in the
GPA.

1.00

PF

el s

Punitive Fail

Recorded for a
course when a
student receives
a punitive fail
grade due to
disciplinary
action. It is
included in the
GPA.

According to
the recorded
grade

EE

> J\A dd\u

External
Equated

Recorded when
a course is
equated in the
academic plan
because the
student had
previously
passed it at
another
university. It is
included in the
GPA.

Jsme

Transferred

Recorded for a
course when a
student's
previous study
in a different
major is not
equated, and it
is not included
in the GPA.

[

Pending

Automatically
recorded
temporarily in a
course where no
final grade is
assigned when
the semester or
academic year
closes. It is not
included in the
GPA.

Arabic
Symbol Symbol

z DN

English
Symbol
Denial
NP

NF

DR

Description

Assigned to a student in a course when the absence exceeds
20% of the total contact hours. It is included in the GPA.

No Grade - Pass

No Grade - Fail
Dropped

Exemption
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Arabic English

Symbol Symbol Symbol Description

- o 4 Withdrawal

e S WP Withdrawal with Pass
1.00 WF Withdrawal with Fail
1.00 <= PF Punitive Fail

G A EE External Equated

- = T Transferred

- & P Pending
Top of Form

Semester and Cumulative GPAs:

Overall Grade GPA Range
Excellent 4.50 -5.00
Very Good 3.75-4.49
Good 2.75-3.74
Pass 2.00-2.74

Calculation of Semester GPA:

First Semester:

Course

Maths
Physics

Total

Islamic Studies

Chemistry

Credit Units

2

Percentage Grade
85
70
92

80

Grade Symbol

B+

Grade Weight

4.5

3.00

4.75

4.00

Points
9.00
9.00
14.25
16.00

48.25
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Semester GPA Calculation:

First Semester GPA=Total Points divided by Credit Units

48.25/12=4.02

Second Semester:

Course Credit Units

Islamic Studies 2

Chemistry 3
Maths 3
Physics 4
Total 12

Percentage Grade

96

&3

71

81

Grade Symbol
A+

B

Grade Weight
5.00
4.00
3.00

4.00

Points
10
12
12
12

46

Semester GPA Calculation:

Second Semester GPA=Total Points divided by Credit Units
46/12=3.83

Cumulative GPA Calculation:

(Total Points First Semester + Total Points Second Semester) divided by
(Total Credit Units First Semester+Total Credit Units Second Semester)

(48.25+46)/(12+12) =3.93

Honor Ranks

First-class honors

Granted to the student who achieves a cumulative GPA from 4.75 to 5.00 out of 5.00 upon

graduation.

Second-class honors

Granted to the student who achieves a cumulative GPA from 4.25 to 4.75 out of 5.00 upon

graduation.

Criteria for Obtaining Honor Ranks

1. The student should not have failed or been deprived in any course at the university or

another university, including visiting students

2. The student must have studied at least 60% of the graduation requirements at the

university.
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3. No disciplinary decision should be issued against the student.
4. Semesters of leave are included in the study period.
5. Semesters of deferment are not included in the study period.
6. The maximum limit for the number of semesters to be considered for an honor rank
should not be exceeded.
Program Duration of Program Maximum Duration
BA Programs 15 Levels 20 Academic semesters
12 Levels 16 Academic semesters
6 Levels 8 Academic semesters
5 Levels 7 Academic semesters
Intermediate Diploma 8 Levels 10 Academic semesters

Graduation Procedures:

Students graduate upon successfully completing the graduation requirements according to the
academic plan and achieving a cumulative GPA not less than 2.00 for bachelor's degree,
intermediate diploma, and associate diploma.

Electronic Graduation Document:

The electronic graduation document can be issued, printed, and verified through the
university's mobile services application. Verification is also possible on the Admission and
Registration Deanship website.

Academic Transcript:

The academic transcript is a record that illustrates the student's academic progress. It includes
the names and codes of the courses, the number of credit hours, the number of academic
semesters, the grades obtained by the student, and also indicates the semester and cumulative
GPA. The academic transcript can be issued and printed through the student's academic
portal.

Regulations:

1. The student must successfully pass all academic courses.
The cumulative GPA should not be less than 2.0 out of 5.0 with a passing grade.

3. The student should have no obligations to the Community Service and Continuous
Education Deanship.

4. The student should have no obligations to the Student Affairs Deanship.

The student should have no obligations to the Libraries Affairs Deanship.

6. The student should have no obligations to the University Security Administration.

hd

Graduation Procedures:

1. Update the name in English before the end of the twelfth week, according to the
national ID or passport. Only one letter should be written in English for the
grandfather's name. If the name is not modified, the previously identified name will
be printed in the academic portal.

2. Contact the mentioned authorities in case of any obligations.
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Document Submission Procedures:

1. Fill out the electronic form for requesting the graduation document, and choose a
suitable date for pickup.

2. Submit documents for male and female graduates at the main campus at the
Admission and Registration Deanship in the Faculty of Medicine.

3. Submit documents for graduates of university facultys in the provinces at the
university faculty headquarters.

4. Graduation documents will be available after three weeks from the end of the
graduation semester.

5. The graduate must attend personally or delegate someone through the Najiz system
with an official agency authorization.

Electronic Certificates:

This service allows students or graduates to issue electronic certificates through the mobile
services application. The following certificates are available:

Comprehensive Certificate
Expected Graduation Certificate
Student Clearance Certificate
Graduate Data Certificate
Passed Credit Hours Certificate
Student Identification Certificate
Student Data Certificate

Good Conduct Certificate

Latest Allowance Certificate

PN RO =

e

Alternative Graduation Document or Alternative Academic Transcript (Lost — Missing
— Name Modification — Data Modification):

It is a service that enables the graduate to obtain a graduation certificate or an academic
record promptly.

Regulations:

1. The student status must be "graduate."
2. The national ID or residency must be valid.

Procedures:

1. Deposit 100 SAR into the University of Tabuk account at Riyadh Bank
(4100341259940).

2. Access the support and assistance service on the Admission and Registration

Deanship website.

Choose the document management icon and fill in the required data.

Attach the original deposit receipt.

Attach the original national ID or residency.

Attach the graduation document or academic transcript if available.

The document will be handed to the graduate the next day after submitting the

request.

8. The graduate must attend personally or delegate someone through the Najiz system
with an official agency authorization.

Nk Ww
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Required Documents When Receiving the Alternative Document:

1. Original deposit receipt.

2. Original national ID or residency.

3. Original graduation document or academic transcript if available.
4. Original passport when modifying the name in English.

Application Submission Dates:
Applications are accepted throughout the year.
Document Pickup Dates:

The next day after submitting the request during official working days.

Translation of Graduation Documents or Academic Records into English:

This service enables graduates to translate their graduation documents or academic records
for graduates of the Faculty of Education and female graduates of the Faculty of Education.

Regulations:

1. The student's academic status must be "graduate."
2. The national ID or residency must be valid and in effect.
3. The original graduation document and academic record must be available.

Procedures:

1. Log in to the support and assistance service on the Admission and Registration

Deanship's electronic website.

Choose the document management icon and fill in the required information.

Attach a copy of the passport in PDF format.

Attach a copy of the national ID or residency in PDF format.

Attach a copy of the original graduation document and academic record in PDF

format.

6. Personally hand over the graduation document or academic record to the graduate or
delegate someone else with official agency authorization.

il

Application Submission Method:

Watch the instructional video on the Admission and Registration Deanship's YouTube
channel.

Application Submission Dates:
Applications are accepted throughout the year.
Document Pickup Dates:

1. For the translation of the graduation document, within 5 working days after
submitting the request.

2. For the translation of the academic record, within 10 working days after submitting
the request.
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French Graduation Document:

This service allows graduates to translate their graduation documents or academic records
into French.

Regulations:

1. The student's academic status must be "graduate."
2. The national ID or residency must be valid and in effect.
3. The original graduation document and academic record must be available.

Procedures:

1. Log in to the support and assistance service on the Admission and Registration

Deanship's electronic website.

Choose the document management icon and fill in the required information.

Attach a copy of the passport in PDF format.

Attach a copy of the national ID or residency in PDF format.

Attach a copy of the original graduation document and academic record in PDF

format.

6. Personally hand over the graduation document or academic record to the graduate or
delegate someone else with official agency authorization.

Nk

Application Submission Method:

Watch the instructional video on the Admission and Registration Deanship's YouTube
channel.

Application Submission Dates:
Applications are accepted throughout the year.
Document Pickup Dates:

1. For the translation of the graduation document, within 5 working days from the date
of submitting the request.

2. For the translation of the academic record, within 10 working days from the date of
submitting the request.

Graduation Document in Braille:

This service allows the graduate to issue a graduation document or academic record in
Braille.

Regulations:

1. The student's academic status must be "graduate."
2. The national ID or residency must be valid and in effect.
3. The original graduation document and academic record must be available.

Procedures:

1. Log in to the support and assistance service on the Admission and Registration
Deanship's electronic website.
2. Choose the document management icon and fill in the required information.

37



[98)

Attach a copy of the passport in PDF format.

Attach a copy of the national ID or residency in PDF format.

5. Attach a copy of the original graduation document and academic record in PDF
format.

6. Personally hand over the graduation document or academic record to the graduate or

delegate someone else with official agency authorization.

R

Application Submission Method:

Watch the instructional video on the Admission and Registration Deanship's YouTube
channel.

Application Submission Dates:
Applications are accepted throughout the year.
Document Pickup Dates:

1. For the translation of the graduation document, within 5 working days after
submitting the request.

2. For the translation of the academic record, within 10 working days after submitting
the request.

Communication Channels with the Admission and Registration Deanship:

For academic inquiries and requests, you can contact the support and assistance team:
Support and Assistance

For general inquiries, you can call the number: 0144568000
To follow academic regulations and procedures:

Official Website

Twitter: @UT_DAR
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Students' Rights and Duties

Firstly: General Provisions:

- The texts contained in this document are considered a general framework for determining the
rights and obligations of both parties (the students and the university). It also expresses the mutual
understanding between the university and its students regarding the rights that the university systems
guarantee them. They have university regulations and obligations that they must respect to eradicate
the wrong view that considers the student as a container of obligations and duties without having

the rights to guarantee the student stable and prosperous university life.

- As it expects its students and employees to accept and respect the principles stated in this
document, the university emphasizes that this document is not considered a law or an alternative
system to the laws in force. In the event of a conflict with any system issued by the university or the

government systems, the university and the government system prevails.

- This document aims to acknowledge students' academic and service rights provided by the
university according to its capabilities, how to obtain these rights and the competent authority. It
also aims to raise students' awareness of their obligations towards the university in order to ensure
the quality of academic work and the strong connection between the students, on the one hand, and
the university faculty members and its units on the other hand, and the transparency and clarity this

relationship should be with the various components of university work in its various fields.

- Defining and interpreting the concepts, terms and expressions contained in this document, and the
provisions shall be considered, and the texts of the rules governing the Student Rights Protection

Unit.




- The rights and obligations of the university student include the following:

Secondly: The Rights of the University Student:

a) In the academic field:

1.

Students have the right to be provided with the appropriate academic
environment to ease studying and understanding available educational capacities
that serve this goal.

Students have the right to obtain the scientific material and knowledge associated
with the university courses that the student studies according to the university
rules and regulations that govern the academic work.

Students have the right to obtain study plans in the college/department, the
specialties available to them, and the academic schedules before starting the
study. Also, students have the right to have students' registration available for the
courses provided by the system and the rules of registration, considering the
order of priorities in the students' registration according to fair rules when the
demands of all students to enroll in a course cannot be fulfilled.

Students have the right to drop any course, add another, or drop the entire
academic section in accordance with the academic and registration system within
the specified period announced for students.

Students have the right that university faculty members adhere to the dates and
times of lectures and to complete their scientific and laboratory hours, not to
cancel the lectures or change their times, except in urgent cases and after
announcing that, and give alternative classes in case of cancelling any class after

coordination with students and the concerned department.




10.

11.

Students have the right to participate in appropriate scientific discussions and
discussions with members of the teaching staff, without censorship or a penalty
upon the student unless the discussion does not go beyond what is required by
public morals and the limits of decency whether during the lecturer or the
declared office hours dedicated for students

Students have the right to have tests' questions available in the course content
and the issues discussed during the lectures. A balanced distribution and logical
grading shall be considered to achieve a fair assessment of the student's abilities.
Students have the right to take all the exams held for the course unless a
regulatory impediment prohibits the students from taking the tests or the exams
based on the rules and regulations. The student shall be notified within a suitable
period before the exam.

Students have the right to know the model answers to the exam questions, the
distribution of midterm exams, and the grades on which the students'
performance is evaluated before the final exam is conducted.

Students have the right to ask for a review of their answers in the final exam in
accordance with the regulations and the decisions issued by the university in
regulating the mechanism of that review and its controls.

Students have the right to know the results obtained in the tests performed after

completing and correcting the exam.




b) In the non-academic field:

1. Students have the right to enjoy the aid and social care provided by the university and
participate in the activities held according to the university regulations and instructions
regulating this.

2. Students have the right to benefit from the health care in the hospitals and the health
services centers that belong to the university.

3. Students have the right to benefit from the university services and facilities (university
books- the university housing- central and branch libraries - sports grounds - restaurants
— parking lots, etc.) according to the rules and regulations of the university.

4. Students have the right to obtain financial incentives and rewards according to the
university rules and regulations, especially for distinguished students.

5. Students have the right to be nominated for training courses, programs, internal and
external trips, participating in cultural activities, and participating in local community
service activities and voluntary works.

6. Students have the right to complain about any harmful issue in their relationship with
faculty members, the department, the college or any unit at the university. Presenting the
complaint or the grievance shall be in accordance with the rules regulating the Student
Rights Protection Unit. This is to enable students to know the result of their complaints
by the responsible entity.

7. Students have the right to defend themselves before any entity at the university in any
disciplinary procedures. The penalty shall not be imposed on them until after their
statements have been heard unless their absence is for an invalid excuse after being

summoned for the second time.




8. Students have the right to appeal against the disciplinary decision issued against them in
accordance with the rules established in this concern under the provisions of student
discipline.

9. Students have the right to preserve the contents of their files inside the university, not
handing over any of them except to the student in person, their guardians, or whomever
they officially authorize to do so, except for cases in which investigations or other
judicial or official authorities request the file. It is not permissible to divulge or publish
the contents of the student file unless this is done due to a disciplinary penalty against
the student.

10. Students with special needs have the right to receive appropriate services suitable to

his/her needs according to the rules and regulations.

Thirdly: The Obligations of the University Student:
a) In the academic field:
1. The student should commit to regular attendance and fulfill all academic requirements in

light of the rules and the dates organized for the start and end of study, transfer, and
drop or add a course according to the provisions stated in the rules and regulations in
force.

2. Students have an obligation to respect faculty members, employees, and other
contracting institution's staff, the students within the university, the university guests and
not to show any verbal aggression or harm of any form.

3. Students have an obligation to respect lectures' rules and regulations, attend regularly,

and not be absent without valid excuses.




4. Students' commitment to do the required research or other academic requirements
without plagiarism or participate in such act by any means or using any illegal means to
prepare those researches or studies or any other course requirements.

5. Students' commitment is to adhere to the rules and arrangements related to exams and
their administration, and not to cheat or attempt to cheat or assist in cheating in any
means, whether by images, actions, impersonation, or forgery, or entering prohibited
materials or devices into the exam room or laboratories.

0. Students' commitment is to adhere to the instructions given by the official or the

invigilator in the exam room or laboratories and not disturb the tests' processes.

b) In the non-academic field:

1. Students' commitment to the university's regulations, laws, instructions, and
administrative decisions in its implementation and do not defraud, violate or submit
false documents to claim any right or advantage other than the relevant provisions
governing it.

2. Students' obligation to carry the university card while the student is at the university
and present it to the staff or faculty members when requested and upon completing
any transaction for the student within the university.

3. Students' commitment is not to damage or disrupt the university’s property function
or participate in such an act, whether it is related to buildings or equipment.

4. Students' commitment is to adhere to the special instructions in arranging, organizing
and using the university's facilities and equipment for the purposes assigned. It is
necessary to obtain prior permission from the competent when required to be used

for something other than that assigned.




5. Students' commitment is to adhere to appropriate dress that fits the university and
the Islamic customs and not to commit any acts contrary to the Islamic morals or
public morals observed within the university.

6. Students' commitment to good behavior inside the university facilities, not to smoke
inside the university, avoid disturbing, unlawful gathering, or lawful gathering in

places other than the dedicated places.
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1. Preface:

University education institutions are the most important educational institutions in societies
because they have an active and distinctive role in creating trained and qualified generations.
Such qualified generations have the ingredients for success and requirements to develop
societies and provide them with modern scientific energies and knowledge that will enable
them to develop projects. Universities are considered the start point through which the
methods of development and progress in societies pass.

This code of conduct can be regarded as an attempt to clarify the positive rules of conduct
for the main pillars of the educational process for both faculty and students. It aims to
formulate a set of essential, academic, and non-academic rules that control the educational
institution's conduct and behaviour. Failing to comply with any of its provisions is a
behavioral violation that requires appropriate means and mechanisms to address its causes.
The code must be adhered to and applied alongside the rest of the executive regulations in
force in these institutions to access outstanding educational outcomes.

Since the university student is the main focus of the educational system at the University of
Tabuk, it was necessary to pay attention to his/her rights and duties. This is achieved away
from the traditional understanding that makes a student just a vessel for rights and
obligations and between over these rights in such a way that the educational process is

derailed.

2. Student’s Code of Conduct Objectives:

This code of conduct represents a code of correct behavior for students in their university
life. The objective goals are the benefits that can be reached through its application. These

objectives are as follows:

1- Transparency and clarity in highlighting all students' kinds of rights and duties.
2- Contribute to achieving desirable levels of student satisfaction.

3- Contributing to the social, health and psychological security of students.

4- Adjusting students' functional and ethical behaviors.

5- Contributing to promoting the values of integrity, honesty, belonging and good
citizenship among students.




3. Scope of application:

The application of this code of conduct includes all students from different disciplines in the
various faculties of the University of Tabuk (scientific, literary and health tracks).

4. The role of students in the educational process:

A student is the centre of the educational process, which requires the educational institution
to use modern and advanced educational techniques to achieve the target goal. A university
is the main source and the optimal production line to produce human capital with the
efficiency and adequacy required to push the nation's institutions to work in various
commodity economic projects and services to contribute to the future of their country and
nation. Therefore, the human, material, and financial resources needed to prepare the
advanced infrastructure must be harnessed to serve students. Here, the role of the student is
limited to receiving and searching for the knowledge directed in different types and using all
available and prepared capabilities in teaching and learning. The optimal learner can
therefore be described as an active learner, participant, and effective in the educational
situation, proficient in the practices of the educational process, committed to the ethical and
behavioral controls that govern the proper and sound functioning of that process.

5. Student’s code of conduct's main axes:

This code of conduct contains three main axes, all of which constitute students' rights and
academic and non-academic duties to control students' human and functional behaviors to
create an educational environment to achieve the quality of educational outcomes from

different disciplines.
The first axis: Student academic and non-academic rights:
A) Academic Rights:

1- Obtaining scientific material and knowledge associated with university courses in an

appropriate study environment which achieves good achievement.

2- Providing the appropriate study environment to achieve better understanding by
providing all the educational capabilities available for high-quality learning.

3- Obtaining the study plans and schedules in the college or department and reviewing the
study schedules before starting the study. Also, academic rights include conducting
registration in the courses offered by the system and registration rules, taking into account




the order of priorities in registration for students according to fair controls when it is not
possible to achieve the students’ wish list in registering a course.

4- Deleting any course, adding another or cancelling the entire semester as provided by the
university's study and registration system within the specified period of that announced to

students.

5- Obtaining the university card and benefiting from the services provided by the University
in accordance with the regulations, decisions and university norms applicable in this regard.

6- The commitment of faculty members at the university to dates and times of lectures to
meet the scientific and practical hours and not to cancel lectures or change their times unless
necessary after the announcement, alternative lectures will be given to those who have been
cancelled or absent by a faculty member. This is for the course to be completed with
students and the relevant department.

7- Conducting scientific discussions with faculty members inside the university and asking

for further clarification of what he/she did not understand without being censored or

punished unless the discussion goes beyond what public morals require and the limits of
decency and behavior in such cases, whether it is during the lecture or office hours.

8- Test questions should be taken from the same materials students studied and the issues
raised or the scientific and practical cases that were addressed and discussed during the
lectures, taking into account the balanced and logical distribution of test questions and

grades in order to achieve a fair assessment of students' performance.

9- Conducting all tests related to a course unless there is a systemic impediment to
conducting them in accordance with the regulations and instructions for doing so. The
student should be informed that he or she will be banned from taking the test in advance.

10- Knowing key answers to midterm exams and distributing the grades fairly to the answer
parts on which the student's performance is assessed before the final test.

11- Requesting to review students’ answers in the final test as determined by the regulations
and decisions issued by the University, which are stated in the study and examination

regulation accredited at the university.

12- Knowing the results students got in the tests they performed after the correction
process, and the approval have been completed.

13. Obtaining the university's social welfare and academic guidance services to help students
solve the problems faced during their scientific achievement through its social and academic
mentors and researchers. They also have the right to receive material assistance in

accordance with the regulations governing it.




14. Complaining or appealing to review his/her evaluation or any matter attributed to it, with
the necessity to notify in writing any decision taken and grant the right to discuss the

decision and its consequences if it conflicts with their personal or academic interest.
15. Knowing exams instructions which are summarized as follows:

15/1 Students must confirm the petiod and place of his/her exam and attend half an hour

before its start.

15/2 Students who miss the test takes a zero score in that test, and his/her rating is
calculated in that course based on the course work he/she received unless there is a
compelling excuse.

15/3 Students must bring all the tools he/she needs, and the tools of others are not
allowed to be used.

16- Using university's laboratoties to prove his/her experiences to expand his/her scientific
knowledge according to its systems.

17. Participating in establishing various activities adopted and sponsored by the university,
such as sports, cultural or social activities.

18- Obtaining his/her documents granted by the university, including granting him/her a
degree after completing graduation requirements from the University.

19- Obtaining an official receipt for all that he/she pays to the university. He/she has the
right to recover all that they paid as insurance with the specialists of the University and in
accordance with the regulations governing it.

20. Claiming his/her rights inside the university, adhering to the texts and regulations in
force at the University, and all students are equal in rights and duties.

21 - Maintaining his/her files confidential inside the university fences in the safe and not
allow any content, personal information and academic record and transcript) (only the
student himself/herself or the one who is appointed) to be revealed unless it is the result of a
penalty decision against the student. As it is the student right to maintain his/her personal

photos within his/her file, and not show them or use what has been allocated, especially the

photos of female students as these photos are mandatory documents in the university
admission file, it is necessary to ensure their preservation and the integrity of dealing with
them at the University.

22- The usage of the traditional and electronic libraries of references according to the
consideration of the specific systems and use of the University's website and academic
communication with the concerned faculty members through e-mail.




23— Students have the right to suspend enrolment, re-enrolment and withdrawal from the

University and grievances related to exams’ results.

24. Obtaining information leaflets and brochures on various methodological and extra-
curricular activities and a copy of the course description.

25- Transferring from one department to another within the same faculty and from one
faculty to another or modifying the study system from affiliation to regular or distance

learning according to the university's regulations and executive regulations.

26- Submitting complaints within the approved controls against any of the university staff. If

any personal risk or administrative or academic irregularities occurred, he/she reserves the

right to maintain confidential information and data of the complaint.

27- Reviewing the grades in various courses and midterm tests: theoretical and practical
results and paper and electronic duties retrieval.

B) Non-Academic (humanitarian) rights:

1. Receiving decent human treatment and not dealing with him/her with discrimination or
bias in accordance with the rules of mutual respect for colleagues and employees of the
University.

2-Participating in scientific gatherings, contributing to their formation and working within
their activities according to the regulations.

3. Providing the necessary resources and tools to ensure access to theoretical and practical

lecture venues.

4- Creating the appropriate scientific, social and health atmosphere for students in

theoretical and practical lectures.

5- Providing all public services to students, such as catering places, libraries to provide
photography services, sales stationery, and parking.

0- Providing entertainment places to practice sports activities as diverse as sports halls
equipped with modern and diverse devices and different courts for table tennis, hand, plane
and other types, large green areas in the courtyard of the University, a theatre to display
some purposeful activities, and a large hall to apply extracurricular activities.

7. Providing quality buildings to ensure the safety of students and the educational process as
widely within school buildings, provision of maps indicative of the contents of the building,
and the provision of whiteboards inside of the classroom and other supplies such as pens




and erasers. Also, providing proper lighting will help see the whiteboard and provide good
ventilation inside the school buildings.

8- Maintaining hygiene, ensuring ventilation, adaptation and lighting of the classrooms,
providing corridors inside the classrooms that facilitate movement, providing emergency and
survival ladders, providing indoor fire extinguishers, and providing electric elevators in a
manner commensurate with special needs.

9- Providing health services such as public clinics and specialized doctors in all specialties,
providing appropriate treatment, and transforming health clinics and hospitals.

10- Providing quality psychological and social student care services to various students in
accordance with the approved regulations, regulations and executive rules.

11- Providing opportunities to participate in extra-curricular activities organized and
implemented by the Deanship of Student Affairs such as cultural, sports and social volunteer

activities.

12- Ensuring eligible students receive incentives, bonuses, loans, material and financial
subsidies, and houtly work allowances during the years of study when mandated to do so in
accordance with the regulations and executive regulations in force at the University.

13. Providing opportunities to participate in specialized training programs and courses, each
according to his or her interest.

14- Self-esteem and appreciation of scientific and practical discussions without departing
from the educational framework.

15. Enrolment in the assets of the flexible, good worker, which considers the multiplicity of

students' social and cultural backgrounds.

16- Providing physical, moral and psychological security and maintaining it from any threats
of harm, intimidation, intimidation, being insulted or ridiculed by any of the university staff,
students, harassment by nodding, inflammatory references, commenting on body parts with
unwanted touch, writing and graffiti to arouse or rumour about some abnormal behaviour or

committing any act contrary to the qualities of or imaging devices. This is whether it is used

in the students ' residence at the university and university housing or doing an act or saying

that affects honour and dignity or scratches modesty, or violates the university's good
conduct and public morals.

17- Providing appropriate and suitable services to those with special needs as available from
the possibilities available to the University.




Axis II: student's academic and non-academic duties:
1) Academic Duties:

1- Familiarizing yourself with the applicable regulations and executive rules directed at the

University concerning the student and abide by what is contained therein.

2- The obligation to attend the study and to carry out all the study requirements of the
decisions in the light of the rules and dates governing the start and end of the study, transfer,
registration, apology, deletion and addition, in accordance with the provisions of the

regulations and regulations in force at the University.

3- Compliance with the rules and suspensions by preparing research, reports or tests and not
cheating or initiating it or assisting in the commission or violation of the examination
system.

4- Commitment not to cheat and not participate in it in any way whatsoever when the tests
of all kinds and when preparing research and other study requirements for the decisions, and
not to resort to any means or proportion of illegal work to prepare such research, reports,
papers, studies or other basic requirements of the course.

5 - Commitment to the respect of faculty, staff and workers of the university employees and
other companies contracting with the University and other students within the university and

guests and visitors and never abuse them by word or deed.

6 - Commitment not to attend lectures in courses other than the registered one; if the
student wants to attend any other classes, he must get permission from the professor.

7- Ensuring that the official e-mail approved by the university works correctly and read the

e-mail daily to follow up on what may be sent through the announcements.

8-Follow up the announcements placed on the official bulletin board inside the university

building.

9- Speed review of the university portal during the period of deletion and addition in case of

errors in the schedule.

10. Commitment to respect the rules and arrangements relating to the conduct and regularity
of lectures and not to miss them except as an acceptable excuse in accordance with the

regulations.

11. Commitment by the rules and arrangements regarding the tests and the system therein
and do not cheat, attempt, or assist in the commission of any form, conduct, impersonation,

forgery, or the introduction of prohibited materials or devices in the test hall or laboratories.




12- Compliance with the general and special rules of the tests, the student who misses the
test has a zero score in that test, and an estimate in that course is calculated based on the
grades of the course work obtained only unless there is an acceptable excuse. The student
should:

12/1- recognize the petriod and place of the test at least half an hour before the start of
the test.

12/2. bring all the permitted tools, and the use of other people tools are not permitted.
12/3- not enter the examination hall without the University card.

12/4 not enter the examination hall before the exam date or before the invigilator

attends.
12/5- not leave the examination hall before half the time set for the exam.

12/6 not use communication devices inside the test room and should be completely

closed.

12/7. not enter the test if he/she is banned, and the final test grade for him/her shall be

ZEro.

13. Adhering to the instructions given by officials or invigilators in the test hall or
laboratories and do not disturb students during the conduct of the tests.

14. Filling out forms that assess the relevant faculty members behaviorally and academically

and assess the quality of academic services provided by the various departments concerned

objectively.

B: Non-academic Duties

1. Adherence to the university’s regulations, instructions and decisions issued in order to be
implemented and not to circumvent or violate them, or to submit forged documents to
obtain any right or advantage contrary to what is required by the relevant provisions, and not
to do any actions that violate Islamic and public morals.

2. Commitment to maintaining public cleanliness and adherence to appropriate dress and

body, ensuring proper respect for the university.
3. Do not consume food and drinks in the classrooms, laboratories or university libraries.

4. Not to do any improper act or statement that would harm the university's reputation or

any of its faculty members or employees.




5. Treat all university employees and guests with due respect and do not offend or insult
them by word or deed.

0. Pay all the due financial amounts, whether the value of student services, fines, or the like.

7. Commitment to calmness and tranquility inside the university facilities, abstaining from
smoking there, not causing a disturbance or gathering in places other than those designated,

and not being present in the classrooms, corridors or restaurant at the time of prayer.

8. Commitment not to damage, tamper with, or disrupt the university’s property and

maintain them and other university materials and books, returning borrowed ones on time.

9. Adherence to the instructions of the university in arranging, organizing and using the
university’s facilities and equipment for the purposes for which it is intended, and the
necessity of obtaining prior permission from the competent authority to use those facilities
and equipment when desiring to use them or make use of them at an untimely date.

10. Taking the initiative to submit creative proposals and discuss them with specialists and

take what is necessary for this area when assigned.

11. Obligation to provide correct personal and academic information and data about

students and inform the concerned departments of any change to such information and data.

The university has the right to take deterrent measures against him/her.

The third axis: the student’s academic and non-academic violations:
A: Academic Violations:

Academic violations are all actions and behaviors of the student that violate the regulations,
executive rules, instructions and enforceable decisions issued regarding the organization of

the educational process. These violations include the following:

1. Non-compliance with studying, dropping out of the study, or fulfilling all academic
requirements for courses in accordance with the provisions contained in the applicable
university bylaws and regulations, as represented in the student’s absence of 25% or more of
the total scientific, practical and training lectures in one course during the semester for
literary and scientific disciplines, which are represented in the following: 10% of the total
scientific, practical and training lectures for one course during the semester in specializations

of medicine, applied medical sciences, and engineering.

2. Disrupting the study and inciting it and orchestrating abstinence and incitement not to
attend lectures, exercises, practical and clinical lessons, and other things that the university
regulations require. Violations also include refraining from attending lectures or other
university activities stipulated by the regulations and executive rules.
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3. Violation of order and discipline in the university and all its facilities and violation of those
rules followed during lectures, exams or seminars, and non-curricular activities inside the

university or activities held outside the university or under its supervision.

4. Carrying out any form of cheating, attempting to participate in and assisting in exams, or
obtaining any questions from any of the scientific and practical exams in an illegal way
before they are held.

5. Carrying out any form of cheating or attempting and participating in it and assisting in
exams by entering the student as a substitute for him or entering as a substitute for another.

0. Carrying out any form of fraud, or attempting to participate in, or assisting in, reports,
scientific research, graduation projects, masters and doctoral theses.

7. Impersonating others in matters related to the university and its affairs and giving
university documents and identities to others to use them illegally or speak on behalf of

universities without an official capacity.

8. Attempting or forging official documents or academic certificates, whether issued by the
university or outside it, or attempting to use those official documents or forged scientific
certificates in the university student’s affairs or study procedures, or following illegal ways to
obtain official documents and academic certificates, or deliberately destroying all or some or
some of them.

9. Commencement and using any modern electronic technological means to harm the

university or any of its faculty members, employees, or facilities.

10. Attempting or committing any other violation that the university or the committee

considers constitutes a breach of the university's regulations, instructions, and decisions.

B: Non- academic Violations:
1. Working to cause chaos in any university facilities and incite it by any means or form.

2. Doing a violation by the student who violates the rules and deviates from the limits of
public morals and ethics in addressing members of the Standing Committee for the

Disciplinaty of Students during the investigation with him/her.

3. Non-compliance with common sense in dress, clothing, general appearance or body in a
manner inconsistent with Islamic values, customs, traditions and customs of Saudi society
and the instructions issued by the university in this regard.

4. Attempting or stealing any of the university’s equipment and facilities, laboratories, or
helping to do so, or stealing from others inside the university or in any of its facilities.
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5. Refraining from submitting official documents to the relevant authorities when requested.

0. Possessing electronic devices, films, pictures, tapes, newspapers and magazines that
contain what is contrary to public morals inside the university or any of its facilities.

7. Carrying a firearm, even if it is licensed, a white weapon, keeping flammable and explosive
materials, bringing in any materials that can be used for illegal purposes inside the university

or any of its facilities, or threatening to use any of that.

8. Illegal access to confidential information of any of the university’s members of the
teaching staff or the employees, unauthorized access to it, publishing it, or instructing others
on how to obtain it.

9. Carrying out or participating in any illegal activities or events inside the university, or
issuing publications, posters, or participating in distributing them in any form.

10. Collecting money or donations without the university's relevant authorities' approval and
supervision or collecting signatures.

11. Violating the Islamic and social principles and foundations of the Kingdom or the
observed customs and traditions.

12. Attempting or carrying out any act or statement that would harm the national unity or
joining anti-national organizations, or an invitation to join them, or calling for political,
regional or international events that violate the Kingdom’s system, or promoting it within
the university.

13. All actions and behaviors of words and actions that touch on any belief or honor and
dignity of others or ruin good behavior and public morals or disgrace in good moral

character or anything that would offend the reputation of others or the university's

reputation.

14. Verbal or physical assault on any university’s faculty members, employees, or companies’
employees that work for the university under contracts and supervision.

15. Attempting to deliberately abuse, damage or sabotage and attempt to do so of the
university’s facilities, equipment and property, or work to modify or transfer them without

the approval of the relevant authorities.

16. Non-compliance with public cleanliness and general safety of the university or any of its
facilities.

17. Joining any of the illegal organizations, committees, conferences, associations, issuing
and distributing pamphlets, newspapers or magazines, or collecting funds or signatures in
violation of the regulations in the Kingdom.




18. Informing the visual, audio and print media of information and data related to admission,
registration and student affairs, whether true or false, before obtaining a license and prior

authorization from the relevant authorities at the university.

19. Smoking inside the university or any of its facilities or acquiring prohibited substances to

use, distribute or trading in them.

20. Wrong traffic behaviors inside the university or any of its facilities, which may cause
harm to the lives of others, their private property, or the public property of the university
and its facilities.

21. Doing any act or saying that threatens to harm, intimidate, insult, ridicule any of the
university’s staff, employees or students, or harassing by making gestures or real erotic
gestures, or commenting on body parts by unwanted touch, or writing and drawings on the
walls in order to provoke or rumor about some abnormal behavior. Violations also include
committing any act that contradicts the characteristics of public behavior, such as imitating

the opposite gender, lengthening nails, doing inappropriate haircuts, or using mobile devices

equipped with cameras inside the university’s female student campus and residential units as
quipp y p

well as misusing them in the male campus, or doing an act or saying that affects honor and
dignity, or ruins good conduct, behavior and public morals observed inside the university.
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CHAPTER ONE
DEFINITIONS
Article one:
Definitions:

The following terms listed below shall be defined as per the definition given
throughout this document unless stated otherwise.

- Policy: Disciplinary Policy at The University of Tabuk.

- The University: University of Tabuk (UT).

- The President: The President of UT.

- Student: All male and female students enrolled at the university, regardless
of their level or nationality, specialization, or selected course in addition to
higher studies students, diploma students and trainees.

- Disciplinary committee: A disciplinary Committee set up to deal with all
misconduct or violations of the university's policy committed by male and
female students, subject to their respective campuses. The committee's
scope will include the main campus, satellite campuses, and any disciplinary
committee formed as per the president's directives to conduct an official
investigation on any violation of a specific nature.

- Disciplinary violation: In addition to what is stated in Articlk 8, any
statement or action committed by the student violating the rules,
regulations, instructions, and traditions of the university is considered a
violation that requires disciplinary action.

- Disciplinary action(s): All action(s) stated in the policy.

- Exam: All mid-term exams, final exams, clinical and practical assessments
which are subject to the exam rules stipulated by the particular faculty or
course. It further includes exams undertaken for diploma programmes,
training sessions and any other course offered and implemented by the
various university colleges and concerned deanships.

Article Two:
Implementing Scope:

All students enrolled in the bachelor, diploma and postgraduate diploma
programs, visiting students, and students enrolled in training programmes
offered by the University of Tabuk are subject to the disciplinary policy.



Article Three:
Disciplinary Policy Objectives:

These Regulations aim to:
1- Ensure the quality and the progress of the educational process and its
supporting activities at the university.
2- Monitor and prevent student misconduct and help students to
become active members of the community.

3- Establish good student behavior by implementing disciplinary

measures proportionate to the violation(s).

4- Enhance discipline among students.

Article Four:
Responsible bodies for implementing the provisions of the policy.

1- The Deanship of Student Affairs and the Deanship of Admission, in
cooperation with all faculties and deanships, are responsible for implementing the
penalties stipulated in the disciplinary policy.

2- The Deanship of Students' Affairs and Faculties are responsible for announcing
and circulating the disciplinary policy to all students by all available and approved
means in the university. The students' lack of knowledge of the violation and
university regulations shall not exempt them from the penalty for any particular
violation.

Article Five:

The authorized bodies record the violation(s) and refer all cases to the disciplinary
committee.

1-The deans, the faculty members, the administrative managers and the
security staff shall refer all violations of their respective department rules
and violations of university regulations to the committee

2- In the event of any violation(s), a detailed report of the matter shall be
issued promptly with any relevant evidence(s) and/ or witness testimonies
(if any).

3- Details of the student and his/het misconduct, as well as any additional
attachments (if any), shall be submitted to the Vice-President in charge, as
stated in Article (20).



Article Six:
Violations that involve criminal acts:

In the event that the Committee finds out that the violation involves a criminal act,
they must halt all procedures and report their recommendations to the president of
the university to submit the case to the concerned authorities along with all
documents and evidence. The committee shall resume its procedures subject to the
ruling or decision made by the concerned authority.

Article Seven:
Students under investigation are not permitted to withdraw:

Student(s) under investigation shall not withdraw from the university until the
investigation is completed. For the student under investigation, the Chairman/
Head of the Disciplinary Committee shall notify the Deanship of Admission and
the Deanship of Student Affairs to suspend all procedures for his/ her graduation
and all procedures of obtaining a disclaimer of liability until a final decision is taken
on the violation.

CHAPTER TWO

Disciplinary Violations

Article Eight:

The definition of " Disciplinary Violations":

Any statement or action committed by the student that violates the university's
rules, regulations, instructions, and traditions is considered a disciplinary violation.
These violations include:

1- Disrupting the study or abetting others not to attend lectures or participate in
mandatory activities.

2- Breaching the disciplinary code at the university and its facilities, violating the
rules followed in classrooms, during exams or activities on or off-campus. In
addition to disturbing the peace at the university housing units, using university
transportation or at any other facilities belonging to the university

3- Cheating or attempting to cheat by any mean(s), or assisting other students in
cheating, or illegally obtaining test questions before the test is held, or practicing



any other academic dishonesty and misconduct by plagiarizing research reports,
research, practical field training, or final graduation projects and master's and
doctoral theses or cheating by using a substitute student in mid-term or final
exams, or conducting an exam impersonating a student.

4- Disturbing the peace during exams or attempting to obstruct the exam and
cause trouble in or outside the exam premises in a way that influences the course
of the exams.

5- Impersonation of others in any issue related to the university and its affairs, or
giving university documents or identities to others with the intent of using them
illegally or speaking on behalf of the university without an official capacity.

0- Any act or speech that subverts Islamic concepts, undermines social principles,
insults others’ dignity, any demeaning of established values and traditions.

7-Defaming the university inside or outside the campus.

8- Assaulting university faculty members, administration staff, students, workers or
any person inside the campus physically or verbally.

9- Smoking on campus in non-designated areas.

10- Using, promoting, or dealing with drugs and psychotropic substances inside
the campus.

11- Entering the campus under the influence of narcotics or any other intoxicating
substance such as alcohol.

12- Viewing, releasing, or showing others how to obtain sensitive and confidential
University information.

13- Organizing or participating in any activities at the university or issuing leaflets
or posters, distributing them without official permission.

14- Collecting charitable funds without official permission.

15- Subverting Islamic or social norms, seeking to undermine national unity,
embracing any political ideologies against the Kingdom, or supporting them by
action or speech.

16- Forging official papers, whether issued by the University or not, as long
as they are related to the student's relationship with the University,
intentionally destroying them, or obtaining them unlawfully.

17- Abusing, destroying, or sabotaging the university's facilities and
properties, or moving or remodeling any without the permission of the
appropriate authorities, as well as any other conduct that impacts the
university and its facilities' cleanliness.



18- Keeping explosive items on campus, carrying licensed or unlicensed
tirearms, ammo, or sidearms, or threatening to use them.

19- Using modern technologies to misrepresent the university or taking
photos of faculty or staff members, or recording or filming any of the
university's internal events for the intent of defamation, or circulating it
through any means without authorization.

20- Possessing gadgets, films, publications, or newspapers that include
material(s) incompatible with Islamic principles, morals, or ethics.

21- Non-compliance with the university instructions related to the public
manner in clothing, appearance, or dress incompatible with Islamic
principles or the society's customs and traditions.

22- Accommodating any unauthorized person at the university housing
without the authority supervising the housing, receiving visitors without
permission, or using the housing for purposes other than those intended, or
temale students leaving university housing without official permission from
the relevant authority.

23- Refusing to present the university ID when asked by the concerned
authority.

24- Violation of the university traffic rules or the general traffic regulations.
25- Refusal to cooperate with university officials responsible for
implementing the university rules on campus.

26- Violating rules during investigations, responding impolitely to the
Disciplinary Committee members, or refusing to comply with the
committee's summons to appeat.

27-Any other violation of the university regulations that is not explicitly
stated in the Disciplinary Policy.

28-Using social media to insult, offend or defame the University or its staff.

CHAPTER THREE
Disciplinary Penalties
Article Nine:

Penalties:

1- A verbal warning.

2- A written warning.

3- Assigning the violator to perform voluntary services or social work either
inside or outside the campus for one month.

4- Temporary suspension of all or some of the university's benefits and
services.

5- Canceling the registration of the violator in one or more courses.



0- Failing violator in one or more courses.

7- Suspending the student's studies at the university for not more than two
semesters. Courses completed at another university during this period shall
not be accepted.

8-Delaying graduation for one semester.

9-Expulsion of the student from the university.

Article Ten
Proportionality between the committed violation and the penalty prescribed

1. It is not allowed to apply two penalties on the student for one committed
violation. The penalty should consider the degree of violation and the
circumstances of the violation(s) and the violators.

2. In case of temporary suspension, the student is not allowed to benefit from
services and activities offered by the university during the suspension
period.

3. Graduation documents, academic degrees, or non-academic documents shall
not be awarded in the case of committing fraud, scamming, or cheating.

Article Eleven
Violation prescription

It is not allowed to impose any disciplinary penalties mentioned in article (9) of this
policy regarding violations committed two years ago or more without any
procedures taken for investigation at that time. The new duration is calculated
according to the last procedure taken.

Article Twelve
Cheating in examinations

In case the student is caught cheating during the actual examination, the proctor
must do the following:

1. Write a detailed record of the incident on the same day and attach the
student's exam paper and documenting papers if found and submit them to
the faculty dean,



2. The faculty dean or one delegated by the dean shall proceed to interrogate
the student. If this violation is proven, the dean shall impose one of the
tollowing penalties:

a. The exam paper shall be excluded and the student shall be considered
tailed in that exam.

b. The student's exam paper shall be excluded for the course he/ she was
caught cheating in in addition to another course (s) and shall be
considered failed.

c. The students' examinations in all semester courses may be excluded and
shall be considered failed in all of them.

3. While making his/her decision regarding the previously mentioned
penalties, the dean must consider the extent of the penalty by considering
the precedents and the circumstances accompanying the violation. Also, he
should take into consideration any other violation associated with the
cheating violation, such as assault to the proctor, insisting not to execute
orders, or violating the process of the exam

4. When cheating cannot be proved upon completion of investigations, the
student is awarded his/her grade in the exam

Article Thirteen

Cheating violation in reports and research

If the student cheats in reports, research, practical or field activities,
assignments, or graduation projects, the course teacher must write a report
about the incident, and the faculty dean or a delegated person by the dean
must commence with the interrogation of the student. If the violation is
confirmed, the dean shall carry out one of the penalties mentioned in the
article (12\2)

Article Fourteen

Discovering a cheating offense after confirming exam results

The violator will not be exempted from disciplinary responsibility if any
cheating offense listed in Article (8\3) is discovered after confirming the
final course exam results. According to what is presented by the authorized
person, the President or the Vice-President for Academic Affairs shall refer
the student to a disciplinary committee for investigation and then impose
the proper penalty if his/her violation is proven.



Article Fifteen

Discovering a cheating offense after receiving graduation documents
Suppose any cheating violation provided in Article (8\3) is asserted and the
student has received his graduation document. In that case, the university is
entitled to revoke the certificate or the document and has the right to refer
everything related to the violation, including all documents and
investigations, to the specialized government bodies for consideration.

Article Sixteen

Ensuring that the student’s registration is not canceled

The specialized disciplinary committee must ensure that the student’s
university registration is not canceled when imposing penalties stated in
items (6,7,8) of Article (9). The decision may exclude the suspension period
penalty from the student’s total study duration.

Article Seventeen

Violations that involve the participation of any person outside the university
The student disciplinary committee is obliged to disclose or present to the
President of the University any person not affiliated with the university but
who is implicated in violating any of the university’s disciplinary policy. The
President of the University will decide on whether to escalate the matter to
the concerned government bodies.

Article Eighteen

Monetary compensation for student disciplinary issues involving damages
and harm done

In addition to the disciplinary penalties decided in this policy, the student
who is found to commit violations provided in article (8\15) shall pay the
value of the damages. In addition to maintenance and repair costs and any
other consequences. The Deanship of Student Affairs is responsible for
executing this procedure



Chapter 4
The creation of Disciplinary Committees and their sections
Article Nineteen

Forming Committees

1. According to the directives from the University President, a permanent
disciplinary committee was be formed for male students with a duration
of one or two academic years, and consisting of the Student affairs Dean
as the chairperson, Admission and Registration Dean or Vice Dean as
deputy, two University faculty members, vice-Dean of the faculty that
the student belongs to, a member specialized in Sharia and Law, and a
secretary. If more than one student participated in an incident, the
presence of the Vice Dean of the faculty that one of them belongs would
suffice.

2. According to the directives from the University President, a permanent
disciplinary committee for female students was formed with a duration
of one or two academic years; consisting of the Student Affairs’ female
Vice Dean as a chairperson, Admission and Registration Dean or Vice
Dean as a deputy, two female university faculty members, Vice Dean of
the faculty that the student belongs to, a member specialized in Sharia
and Law, and a secretary If more than one student participated in an
incident, the presence of the Vice Dean of the faculty that one of them
belongs to will suffice.

3. According to the President's order, a permanent disciplinary committee
tfor male and female students is formed at the University Colleges on the
satellite campuses to run for a duration of one or two academic years. It
consists of the Dean of the University College as a chairperson,
Admission and Registration Vice Dean as a deputy, two faculty members
of the satellite campus, one member specialized in Sharia and L.aw, and a
secretary.

4. Based on the committee's authority in Article (25\B), the University
President is authorized to form a disciplinary committee appointed to
investigate the violations of a private nature committed by a male or a
female student. The president decides the number of the committee
members, provided that one of them must be specialized in Sharia and
Law.

5. The above-noted committees are specialized in investigating all referred
violations and imposing appropriate penalties.



Article Twenty

Referring students to the disciplinary committee

Male students are referred to the disciplinary committee by the Vice-
President for academic affairs. Female students are referred to the
disciplinary committee by the female Vice- President for female
Academic Affairs. Students on satellite campuses are referred to the
disciplinary committee by the general supervisor of the university
colleges on the satellite campuses. According to the situation, the
president has the right to refer male and female students to any of these
committees directly.

Article Twenty-one

Exemption of a committee member from evaluating the violation

If one committee member witnesses the violation, or is part of it or has a
family connection with the referred student, this member must withdraw
from serving on the committee evaluating the charge. The head of the
committee must also exempt that member from participating in judging
the case. Generally, any committee member has the right to ask for an
exemption from serving on the committee judging a case which he/ she
deems his/her presence is not morally correct. In all cases, the
authorized person can assign a substitute to serve on the committee
appointed to investigate and pass judgement on a particular violation.

Chapter 5
Procedures Before Disciplinary Committee
Article Twenty-two

Holding Committee Sessions

Committee sessions are held when needed by an announcement from its
chair without breaching any confidentiality concerns. Sessions are shall
only be considered valid if most of the members attend and either the
chair or his deputy is present. Decisions are made by the majority vote,
and in the case of a tie, the decision from the chair is likely to be
considered.



Article Twenty-three

The Disciplinary Committee shall submit all meeting minutes to the
University President for verification, the President has the right to appeal
within 15 days from the date of receiving the minutes and then refer the
minutes back to the committee supported with his opinion. If the
committee insists on its opinion, it is submitted to the University Council
for implementation.

Article Twenty-four

Evaluating violations

1. The appointed discipline committee must evaluate urgently referred
violations and record all procedures taken in the meeting minutes. A
penalty shall not be imposed until officially summoning the student
for investigation and hear him regarding the incident. After
documenting that in the minutes, the student has the right to defend
himself and provide evidence that would negate what was attributed
to him and access witnesses.

2. If the student has no acceptable excuse for the Disciplinary
Committee, the student loses his/ her right to defend himself. If the
student is officially summoned by the committee twice but does not
show up, provided that a duration of a week spans between both
summons, the incident shall be decided upon by default. In all cases,
the student or his guardian shall be informed of the penalty

Article Twenty-five

Summoning of witnesses

The Committee Chairman has the authority to summon witnesses via
official channels to assist in the investigation. The witness shall be heard
by the Committee members present. The testimony is documented in the
investigation report and signed by the witness. Each witness’s testimony
shall be presented separately unless a face to face meeting is required.
The testimonies may be delivered in writing by the disciplinary
Committee if they deem it necessary. If a student refuses to testify in
front of a disciplinary committee after being summoned twice, one week
apart, this will be considered a disciplinary violation, requiring a
disciplinary penalty.



Article twenty-six

Summons and notifications

All summons and notifications related to open cases under this policy
shall be sent to the student via his/ her official email or registered mobile
number on file with the university or faculty administration he/she
belongs to. If any of these means of communication are not available, an
announcement of the summons within the faculty he/she belongs to will
suffice. Ultimately, the student is responsible for providing his/her
updated and accurate personal details to the university electronic
academic system.

Chapter 6
Imposing Disciplinary Penalties powers

Article Twenty-seven

Authority of the Faculty Dean and Disciplinary Committee

1. On completion of the investigation, the Faculty Dean has the right to
impose penalties provided in items(1-2-3-7) of Article (9) in this
policy on students who have committed violations within the faculty
itself or facilities linked to the faculty. It should be noted that the
penalty must be appropriate to the violation, considering any previous
violation engaged in by the student and all circumstances
accompanying the act(s).

2. The appointed Disciplinary Committee has the authority to impose
any penalty provided in Article (9)

Article Twenty-eight

The president is entitled to chair all appointed Disciplinary Committees
provided in this policy and has the authority to impose, after
investigations, any of the listed penalties in Article (9) concerning major
violations that may significantly affect the general university system or
student violations that have privacy or confidentiality concerns.



Article Twenty-nine

Informing the Penalty decision

The Deanship of Academic Affairs or the concerned faculty is
responsible for informing the student or his guardian about the penalty
decision within ten days from the date of issuance. The student has the

right to appeal the decision to the university president within 30 days
from the date of being informed. The President shall present the
student’s appeal to the University Council for review if deemed

necessary. In all cases, the result of the appeal request will be

communicated to the student.

Article Thirty

Implementation of the penalty

1. According to circumstances, the concerned faculty Dean or the

Chapter 7

Disciplinary Committee must inform the Deanship of Admission and
Registration, or the Deanship of Student Affairs about the penalty
imposed on the student, for immediate implementation, as well as
documenting it in the student’s record according to authorities in line
with university rules and regulations. This decision can be announced
on the bulletin board in the faculty using the student’s initials.

The Deanship of Admission and Registration and the Deanship of
Student  Affairs, according to circumstances, must start
implementation procedures at once, as well as documenting the
penalty in the student’s record according to the prerogatives in line
with university rules and regulations

General Rules

Article Thirty-one

The security staff at the university are responsible for security and

discipline on the campus. All provided reports and notifications

concerning the students are taken into consideration unless proved

otherwise according to evidence and investigations.



Article Thirty-two

The University Council has the right to add, modify, or nullify what has
been stipulated in this policy and has the right to interpret it.

Article Thirty-three

This policy is called ‘Student Disciplinary Policy at the University of
Tabuk and has been established since its approval by the University
Council. All regulations, decisions, or instructions before the approval of
this policy are eliminated except for the violations committed by students
outside of the university and do not harm the university nor breach its
rules and regulations, unless the case is referred to the University by an
external authoritative bodly.



Study and Examination Regulations for
Undergraduate Students and the University of

Tabuk Executive Regulations

Article 1: Definitions
Academic Year:

The academic year consists of two main semesters and a summer semester, if

available.

Semester:

The semester 1s a term of no less than 15 weeks of instruction in which courses

are taught, not including the registration and final examination periods.

Summer Semester:

The summer semester is a term of no more than (8) weeks of instruction, not
including the registration and final examination periods whereby the teaching

time allocated for each course is doubled.

Academic Level:

The academic level refers to the study level. The required levels for graduation

are eight or more according to recognized study plans.



Study Plan:

The study plan is a group of required, elective, and baccalaureate core courses
that, their credit hours form the graduation requirements, students need to

successfully pass in order to obtain the degree in the relevant specialization.

Course:

The course is a subject of study within a certain academic level of the approved
degree plan in each major. Each course has a number, code, detailed
specifications description - which distinguishes it and its content from other
courses within a level — A portfolio on each course is kept in the corresponding
department for the purpose of following-up, evaluation, and development. Some

courses may have requirements, prerequisites, or concurrent requirements.

Credit Hour:

The credit hour is a weekly theoretical lecture with a duration not less than 50
minutes or a laboratory session with a duration not less than 50 minutes or a

field/practical study of not less than 100 minutes duration.

Academic Probation:

Academic probation is a notification given to a student with a cumulative GPA

below the minimum acceptable limit as explained in these regulations.



Class Work Score:

Class work score is the score which reflects the student’s standing during a
semester according to his/her performance in the examinations, research and

other activities related to a particular course.

Final Examination:

The final examination is an examination in the course to be conducted once at

the end of every semester.

Final Examination Score:

The final examination score attained by the student in each course on the final

examination.

Final Score:

The final score is the total of the class work score plus the final examination

score calculated for each course out of a total grade of 100.

Course Grade:

The course grade is a description of the percentage, or alphabetical letter for the

final grade the student obtained in a course.

Incomplete Grade:
The Incomplete grade is a temporarily provisional grade assigned for each course
in which a student fails to complete the requirements by the required date. This

is indicated in the student academic record with the letter grade —"IC".



In Progress Grade:

The In progress grade is a provisional grade assigned for each course which
requires more than one semester to complete. The letter grade "IP" is assigned

in this case.

Semester GPA:

Semester GPA is the total number of quality points the student has achieved,
divided by the total credit hours assigned for all the courses the student has taken
in any semester. The quality points are calculated by multiplying the credit hours

by the grade earned in each course. See appendix (B)

Cumulative GPA:

Cumulative GPA is the total number of quality points the student has achieved
in all courses he/she has taken since his/her enrollment at the University, divided

by the total number of credit hours assigned for these courses. See appendix (B)

Graduation Ranking:

Graduation ranking is a description of the assessment of the student’s scholastic

achievement during the period of his/her study at the University.

Academic Load/Minimum Load:

The academic load is what a student must take in a semester based on his/her

GPA, as determined by the University Council.



Admission of New Students

Article 2:

Based upon the recommendations of the Faculties’ Councils and the other
concerned bodies of the University, the University Council determines the

number of new students be admitted in the following academic year.

Article 3:

An applicant for admission to the university must satisfy the following
conditions:
A. A student should have a secondary school certificate or its equivalent from

inside or outside the Kingdom of Saudi Arabia.

B. A student should have obtained the secondary school certificate in a period
of less than5 years prior to the date of application. However, the University

Council may waive this condition if the applicant has convincing reasons.
C. A student must have a record of good behavior.

D. A student must successfully pass any examinations or personal interviews as

determined by the University Council.
E. A student must be physically fit and healthy.

F. A student must obtain the approval of his/her employer if he/she is an

employee of any government or private agency.

G. A student must satisfy any other conditions the University Council may deem

necessary at the time of application.



The University of Tabuk Executive Regulation

An applicant for admission to the university must satisfy the following
conditions:
A. A student should have a secondary school certificate or its equivalent from

inside or outside the Kingdom of Saudi Arabia.

B. A student should have obtained the secondary school certificate in a period
of less than5 years prior to the date of application. However, the University

Council may waive this condition if the applicant has convincing reasons.
C. A student must have a record of good behavior.

D. A student must successfully pass any examinations or personal interviews as

determined by the University Council.
E. A student must be physically fit and healthy.

F. A student must obtain the approval of his/her employer if he/she is an

employee of any government or private agency.

G. A student must satisfy any other conditions the University Council may deem

necessary at the time of application.

H. A student must not have been dismissed from another university for

disciplinary or educational reasons.

I: The University Council or its authorized representative may admit a dismissed
student for educational reasons into a non-degree program, but not a

transitional program.



Article 4:

Admission is granted to applicants’ who satisfy all the admission requirements
and is based on the applicants’ grades in the secondary school examinations,

personal interviews and admission examinations, if required.

Study System

Article 5: The Study System

A: A student follows the academic levels system according to the executive

regulation approved by the University Council.

B: Degree plans are designed with a minimum of eight academic levels for the

undergraduate degree.
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The academic committee will be in charge of setting executive rules for student's

academic progress.

Article 6:

In some faculties, the study may depend on the whole academic year in
accordance with the regulations and procedures approved by the University

Council. However, the academic year will consist of two levels.
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In some faculties, the study may depend on the whole academic year in
accordance with the regulations and procedures in this index replacing "the
academic semestet” by "the academic year" whenever mentioned in a way that

will not contradict the following:

A: In the academic year scheme, courses are offered throughout an academic
year no less than (30) weeks, not including the registration and final examination

periods.

B: By the end of the academic year, a final examination will take place for each
course. In the practical and laboratory training courses, final examinations are

conducted at the end of each training period.

C: A second round of the final examination will be conducted in no less than
two weeks before the beginning of the academic year. The Faculty Council will
determine who to sit for the test of those who failed courses which the Faculty
Council determines its content and credit hours. The results will be sent to the
deanship of admission and registration before the end of the third week of
instruction. Students who pass the second round of the final examination will be
granted GPA (D) instead of the previous fail GPA (E) regardless of the mark

he/she scores.

D: A student, who fails the first round of the first final examination of courses
exceeding those determined by the Faculty Council in the article (b), will not be

allowed to sit for the second round of the final examination and will stay in the



same academic year. In addition, he/she will re-enroll only in the courses he/she
has failed.

E: A student who fails the second round examination or courses that do not
have second round examination will stay in the same academic year and re-enroll
in the courses he/she fails. The Faculty Council or its authorized representative
may allow the student to enroll in courses of the next academic year.

Article 7: Academic Level System

The study plans are divided into 2 semesters per year and probably one summer
session (half of a semester). The graduation requirements are distributed on the
levels as per the University Council decisions.

Article 8:

The University Council sets rules for registration, drop, and add of courses with
the levels of recognized study plans, so the minimum load is guaranteed.
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Item 8.1: Passing from one level to the next level is contingent on a student passing
all courses at the current level.

Item 8.2: The minimum course load is 12 credit hours during a regular semester,
or what is left for graduation if less than the normal load. However, a student is
permitted to register for a maximum of 24 credit hours with the approval of the
dean of Admission if the student is expected to graduate in this semester. If the
student is unable to register for the minimum course load of the credit hours,
he/she will only register for the available credit hours.

Item 8.3: The maximum course load is 20 credit hours.
Item 8.4: A student can be enrolled in courses automatically before the start of the

semester, and students are enabled to add and drop as per the Admission and
Registration Rules.



Attendance and Withdrawal from Study

Article 9:

A regular student must attend lectures and practical lessons. If he/she fails to
attend at least 75% (as set by the University Council) of the lectures and practical
lessons or the laboratory sessions for each course in an academic semester,

he/she will be denied access to the final exam in that course because of his/her

absence and he/she will fail the course. His/her grade will be denied (DN).
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A regular student must attend lectures and practical lessons. If he fails to attend
at least 75% of the lectures and practical lessons or the laboratory sessions for
each course in an academic semester, he/she will be denied access to the final
exam and will fail that course. Semester work grade shall be recorded as it is and
hence the grade DN is given. The faculty dean or his authorized representative

approves grade denial lists.

Article 10:

The Faculty Council or its authorized representative can exempt students with
excuses (from being denied access to the final) who maintained a minimum 50%

attendance of lectures and practical lessons for each course.
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The Faculty Council or its authorized representative can exempt students with
excuses (from being denied access to the final) who maintained a minimum 60%

attendance of lectures and practical lessons for each course.

Article 11:

Students who miss the final examination will be given zero in the examination,
and his/her grade will be calculated based on the attained grades in the semester

work.

Article 12:

If a student couldn’t sit for the final examination in any of the courses during the
semester due to a strong excuse, the Faculty Council may, in extremis, accept
his/her excuse and give the student a makeup exam during a period not
exceeding the end of next semester. The student will then be given the grade
he/she earns based on his/her performance in the makeup exam.

Article 13:

A: A student may withdraw from a semester without allocating the “I” grade to
him/her academic record if he/she presents an acceptable excuse to the relevant
body determined by the University Council within a duration specified by the
executive regulations set by the University Council. The student will be given
“W” grade and this semester is counted towards the graduation requirements.

B: A student may withdraw, with an acceptable excuse, from one or more
courses in a semester according to the executive regulations set by the University
Council.

11
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13-1: A student may withdraw from a semester without allocating the “F”” grade
to him/her academic record if he/she presents an acceptable excuse to the dean
of the relevant faculty within three weeks ahead of the final exams. As for the
faculties that follow the one-year system, students may withdraw within five
weeks ahead of the final exams. Concerning short sessions, students may
withdraw within one-third of the total duration ahead of the final exams. The
rector of the University may, in extremis, override any of the above-mentioned
durations. In all cases, the student will be given “W” grade and this semester is
counted towards the graduation requirements.

13-2: Withdrawing a maximum of two consecutive semesters or three non-
consecutive semesters is allowed. As for the faculties that follow the one-year
system, withdrawing two consecutive or two non-consecutive years is not
allowed, and the student’s enrolment status will be suspended afterward. The
dean of the Admission and Registration Deanship may override any of the
above-mentioned durations.

13-3: Guardian consent for female students might be requested for withdrawal
by the Admission and Registration Deanship.

13-4: A student may withdraw one or more courses under the following terms:
- The approval of the relevant faculty’s dean.

- Applying before the deadline of withdrawal.

- The student will be given (W) grade in the course.
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Academic Leave and Study Discontinuation
Article 14:

A student may apply for academic leave due to an excuse accepted by a body
determined by the University Council provided that the duration of academic
leave doesn’t exceed two consecutive semesters or three non-consecutive
semesters, then his/her enrolment will be suspended afterward. The University
Council may, in extremis, override any of the durations mentioned above, and
the duration of academic leave is not counted towards the graduation
requirements.
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A student may apply for academic leave due to an excuse accepted by the relevant
taculty’s dean or his authorized representative before the end of the first week
of studying. The duration of academic leave should not exceed two consecutive
semesters or three non-consecutive semesters (As for the faculties that follow
the one-year system, academic leave for two consecutive years and two non-
consecutive years are not accepted), then his/her enrolment will be suspended
afterward. The University Council may, in extremis, override any of the durations
mentioned above, and the duration of academic leave is not counted towards the
graduation requirements.

Article 15:

If a regular student discontinues studying for one semester without applying for
academic leave, his/her enrolment will be suspended, and the University Council
may suspend a student’s enrolment for less than one semester’s discontinuation.
As for a distance learning student, his/her enrolment will be suspended if they
don’t sit for all the final exams in a semester without having an acceptable excuse.
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The University of Tabuk Executive Regulation:

If a regular student discontinues studying for four weeks from the very
beginning of study without applying for academic leave, his/her enrolment will
be suspended. As for a distance learning student, his/her enrolment will be
suspended if they don’t sit for all the final exams in a semester without having
an acceptable excuse.

Article 16:

A student is not to be considered “discontinued” for the semesters that he/she
studies as a visiting student at other universities.

Re-Enrollment
Article 17:

A student, whose enrollment status has been suspended, may apply to his/her
taculty for re-enrollment with the same University ID number and the academic
record he/she had before discontinuing studying according to the following
guidelines:

A: A student applies for re-enrollment within four regular semesters (or two
regular years for the faculties that follow the one-year system) from the date of
suspending his/her enrollment status.

B: A student obtains the approval of the relevant Faculty Council for the re-
enrollment.

C: That five or more semesters have gone since the suspension of the student’s
enrollment, the student can apply to the University for admission as a new
student without considering his/her old academic record, provided that they
tulfill all the admission requirements announced at the current time for new
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students. The rector of the University may override any of the guidelines
mentioned above.

D: A student’s re-enrollment for more than one time is not accepted. The rector
of the University may, in extremis, override this guideline.

E: Re-enrollment of a student, whose enrollment has been suspended because
he/she is on academic probation, is not accepted.

Article 18:

A student who has been dismissed from the University for academic or
disciplinary actions — or from other universities for disciplinary actions — will
not be re-enrolled at the University. If it is discovered that the student had been
dismissed previously due to disciplinary action, his/her enrolment would be
cancelled as from the date of his/her re-enrolment.

Graduation
Article 19:

A student graduates after successfully completing the graduation requirements
according to the study plan provided that his/her cumulative GPA and major
GPA are both not less than 2.00 out of 5.00. Following the recommendation of
the relevant department board, the Faculty Council may determine certain
additional courses that the student should take to improve his/her cumulative

GPA if he/she has passed the required courses, but with a low GPA.

The University of Tabuk Executive Regulation:

19-1: A student graduates after successfully completing the graduation
requirements according to the study plan, provided that his/her cumulative GPA
and major GPA are both not less than 2.00 out of 5.00. Following the
recommendation of the relevant department board, the Faculty Council, or its
authorized representative may determine certain additional courses that the
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student should take to improve his/her cumulative GPA if he/she has passed
the required courses, but with a low GPA.

19-2: A student is not considered a graduate until the approval from the
University Council to grant him/her the scientific degree is issued.

19-3: Gradation periods

19-4: Issuing of replacement of the lost certificate is permissible according to the
guidelines set by the rector of the University.

Dismissal from the University

Article 20:

A student may be dismissed from the University in the following circumstances:

A: If a student obtains a maximum of three consecutive academic probations as
the result of his/her cumulative GPA is less than 2.00 out of 5.00. Following the
recommendation of the Faculty Council, the University Council may allow the
student a fourth opportunity to improve his/her cumulative GPA by taking the
available courses.

B: If a student fails to complete the graduation requirements within a maximum
additional period equal to one half of the period determined for his/hetr
graduation in the original program period. However, the University Council may
give the student an exceptional opportunity to complete the graduation
requirements within a maximum additional period not exceeding double of the
period determined for graduation.
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C: The University Council may, in exceptional cases, deal with students’ cases
that the two items mentioned above apply to them by giving them an exceptional
opportunity not exceeding a maximum of two semesters.

The University of Tabuk Executive Regulation:
First: A student may be dismissed from the in the following circumstances:

A: If a student obtains a maximum of three consecutive academic probations as
the result of his/her cumulative GPA is less than 2.00 out of 5.00. Following the
recommendation of the Faculty Council, the University Council may allow the
student a fourth opportunity to improve his/her cumulative GPA by taking the
available courses according to the following conditions:

- The reason behind the student’s low achievement should be accepted to the
Faculty Council.

- There should be an improvement in the student’s performance in the last two
semesters (the summer semester is not included). Such improvement can be
measured by dividing the points of both semesters on the number of registered

credits with no less than (2.00) out of (5.00).

B: If a student fails to complete the graduation requirements within a maximum
additional period equal to one half of the period determined for his/her
graduation in the original program period. However, the University Council may
give the student an exceptional opportunity to complete the graduation
requirements within a maximum additional period not exceeding double of the
period determined for graduation according to the following:

- The reason behind the student’s low achievement should be accepted by the
Faculty Council.

- There should be an improvement in the student’s performance in the last two
semesters (the summer semester is not included). Such improvement can be

measured by dividing the points of both semesters on the number of registered
credits with no less than (2.00) out of (5.00).

Second: The Faculty Council may give the student, who has been dismissed due
to exceeding double of the program duration, an opportunity to complete the
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graduation requirements within a maximum duration of two semesters according
to the following:

- The reason behind the student’s low achievement should be accepted to the
Faculty Council.

- The student should, for his/her graduation, have courses that could be passed
within two semesters.

- There should be an improvement in the student’s performance in the last two
semesters (the summer semester is not included). Such improvement can be
measured by dividing the points of both semesters on the number of registered
credits with no less than (2.00) out of (5.00). The rector of the University may
override any of the regulations mentioned above.

The faculties should gather all cases and present them to their councils, and
inform the Admission and Registration Deanship one week before the beginning
of the study.

Third: Based on the recommendation of the relevant dean, the Academic Affairs
Committee may give a maximum of two semesters for students who are
dismissed as a result of academic probations.

Distance Learning
Article 21:

Based on the recommendations from the faculties, the University Council may
adopt the principle of admission in the distance learning program in some
faculties and specializations whose natures allow this option. Accordingly, the
University Council sets the rules and regulations for such programs according to
the following parameters:

A: The credit hours required for the graduation of a distance learning student
should not be less than the credit hours required for the graduation of a regular
student.
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B: The distance learning student will be treated, with regard to admission,
grading, transfer, dismissal, and re-enrolment, in exactly the same manner as a
regular student except for the requirement regarding class attendance.

C: Based on the Faculty Council’s recommendations, the University Council
determines the rules required to evaluate the performance of distance learning
students.

D: The student transcript, graduation certificate, and degree, must indicate that
the study was via distance learning.

Final Examinations
Article 22:

Based on the recommendations of the relevant department board, the Faculty
Council determines the class work score as being not less than 30% of the overall
score of the course final grade.

The University of Tabuk Executive Regulation:

Based on the recommendations from the relevant department board, the Faculty
Council determines the class work score as being not less than 40% and no
greater than 60% of the course final grade.

Article 23:

The class work score can be accomplished through one of the following two
methods:

1. Practical or oral tests, research, or other types of classroom activity, or from
all or any part of it, and at least one written test.

2. Minimum of two written tests.
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Article 24:

Based on the recommendations of the relevant department board, the Faculty
Council may approve the inclusion of practical or oral tests in the final
examination of any course. The scores to be assigned to such tests will be
considered as part of the final examination scores.

Article 25:

Based on the instructor’s recommendations, the relevant department board
allows a student to complete the requirements of any course during the next
term. In such an event, the grade (IC) will be recorded for the student in his/her
academic records. (IC) grades are not included in the calculation of the semester
and cumulative GPA until the student obtains his/her final grade in the course
by completing all the requirements. If no change has been made in the (IC) grade
after the lapse of one semester, the (IC) status will be changed to an (F) grade
which will be included in the calculation of semester and cumulative GPA.

Article 26:

Courses involving symposia, research, fieldwork, or of a practical nature, may be
excluded from some or all the above rules (22, 23, and 24) following a decision
by the Faculty Council and the recommendation of the relevant department
board. The Faculty Council identifies alternate ways to evaluate the students’
achievement in such courses.

Article 27:

If any course of a research nature requires more than one semester for its
completion, the student will be assigned an (IP) grade, and after the completion
of the course, the student will be given the grade he/she has earned. However,
if he/she fails to complete the course on time, the relevant department board
may approve of an (IC) grade for this course in his/her academic record.

20



The University of Tabuk Executive Regulation:

The specified time for completing the course whose grade is (IP) is one
semester after marking (IP) on his/her academic record.

Article 28:
The grades students earn in each course are calculated as follows:
Percentage Grade Grade Code | GPA (out of 5.00) | GPA (out of 4.00)
95 — 100 Exceptional A+ 5.00 4.00
90 — less than 95 Excellent A 4.75 3.75
85 — less than 90 Superior B+ 4.50 3.50
80 — less than 85 Very Good B 4.00 3.00
75 — less than 80 | Above Average C+ 3.50 2.50
70 — less than 75 Good C 3.00 2.00
65 — less than 70 High Pass D+ 2.50 1.50
00 — less than 65 Pass D 2.00 1.00
Less than 60 Fail F 1.00 0.00

The University of Tabuk Executive Regulation:

Percentage Grade Grade Code GPA (out of 5.00)
95— 100 Exceptional A+ 5.00
90 — less than 95 Excellent A 4.75
85 — less than 90 Superior B+ 4.50
80 — less than 85 Very Good B 4.00
75 —less than 80 | Above Average C+ 3.50
70 — less than 75 Good C 3.00
65 — less than 70 High Pass D+ 2.50
60 — less than 65 Pass D 2.00
Less than 60 Fail F 1.00
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Article 29:

Based on the cumulative Grade Point Average achieved by a graduating student,
his/her graduation rank is assigned to one of the following levels:

No Level GPA (out of 5.00) GPA (out of 4.00)
1 Excellent 4.50 — 5.00 3.50 — 4.00
2 Very Good 3.75 —less than 4.50 2.75 —less than 3.50
3 Good 2.75 —less than 3.75 1.75 — less than 2.75
4 Pass 2.00 — less than 2.75 1.00 — less than 1.75

The University of Tabuk Executive Regulation:

Based on the cumulative Grade Point Average achieved by a graduating student,
his/her graduation rank is assigned to one of the following levels:

No Level GPA (out of 5.00)
1 Excellent 4.50 — 5.00
2 Very Good 3.75 — less than 4.50
3 Good 2.75 — less than 3.75
4 Pass 2.00 —less than 2.75
Article 30:

First honors will be granted to graduating students who achieve a cumulative
GPA of (4.75) - (5.00) out of (5.00) or (3.75) - (4.00) out of (4.00). Second honors
will be granted to graduating students who achieve a cumulative GPA of (4.25)
- less than (4.75) out of (5.00) or (3.25) — less than (3.75) out of (4.00).

Both statuses are subject to the following conditions:

a. The student must not have failed in any course at the University of Tabuk or
any other university.

b. The student must have completed all graduation requirements within a period
of duration ranging between the maximum and minimum limits for completing
the program of study in a faculty.
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c. The student must have completed 60% or more of the graduation
requirements at the University from which he/she graduates.

The University of Tabuk Executive Regulation:

First honors will be granted to graduating students who achieve a cumulative GPA of
(4.75) - (5.00) out of (5.00). Second honors will be granted to graduating students who
achieve a cumulative GPA of (4.25) - less than (4.75) out of (5.00).

Both statuses are subject to the following conditions:

a. The student must not have failed in any course at the University of Tabuk or any
other university.

b. The student must have completed all graduation requirements within a period of
duration ranging between the maximum and minimum limits for completing the
program of study in a faculty.

c. The student must have completed 60% or more of the graduation requirements at

the University of Tabuk.

Final Examination Procedures
Article 31:

The Faculty Council may set up a committee to coordinate with the departments
in organizing the activities related to the final examination. The committee's role
includes reviewing mark sheets and submitting them to the relevant committee
within three days from the examination date of any course.

Article 32:

The Faculty Council may apply strict confidentiality in the final examination
procedures.
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Article 33:

A course instructor prepares examination questions. However, if the need arises,
the Faculty Council may assign another instructor to do the exam based on the
recommendation of the head of the department.

Article 34:

A course instructor marks the final examination papers. However, the head of
the department may assign one or more additional instructors to participate in
the marking process if necessary. The Faculty Council may also assign the
marking process to another instructor when the need arises.

Article 35:

The instructor, who marks the final exam and records the marks obtained by
students on the designated grades record sheets, signs his name on the record
sheets and then the head of the department ratifies them.

Article 36:

No student is to be given more than two examinations in one day. The University
Council may allow for exceptions to this rule.

Article 37:

No student will be allowed to sit for a final examination after the lapse of 30
minutes from the beginning of the examination. Also, no student will be allowed
to leave the examination venue less than 30 minutes after the beginning of the
examination.

Article 38:

Cheating, or attempting to cheat, or violating instructions and examination
regulations, shall render the offender subject to punishment in accordance with
the Student Disciplinary Rules set by the University Council.

Article 39:

If necessary, the relevant Faculty Council may agree to remark the examination
papers within a period not exceeding the beginning of the next term
examinations.
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The University of Tabuk Executive Regulation:

If necessary, the relevant Faculty Council may agree to remark the examination
papers within a period not exceeding the beginning of the next term examinations
according to the following conditions:

1: The student may submit an official appeal for remarking to the head of the
department offering the course, no later than the end of one month of the relevant
final exam. The head of the department will then forward the request to the
Faculty Council.

2: The student, who has applied previously for a remarking and it has been proved
that his/her appeal was false, is not allowed to apply for a remarking again.

3: The student is allowed to apply for no more than one-course examination paper
remarking per semester.

4: A form is specially designed for this purpose including items 1, 2 & 3 in addition
to the following information (student name and ID, course code and titles, group
number, semester date, attendance record, GPA of the student, exam date,
teachet's name, date of the test, remarking justifications, and the signature of the
student).

5: In case of positive reply, the Faculty Council will form a committee of at least
three faculty members to remark the exam papers and then the committee will
report this to the Faculty Council for approval upon which the decision of the
council is final.

Article 40:

Following the recommendation of the relevant department board, the Faculty
Council determines the duration of the final written examinations which- in any
case- should not be less than one hour and not more than three hours’ duration.

Article 41:

Consistent with the provisions included in articles (31-40), the University
Council establishes the regulations that govern the final examination procedures.
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Transfer

Transfer From One University to Another

Article 42:

The acceptance of the transfer of a student from outside the University is
governed by the following conditions:

A: The student should be enrolled at a recognized college or university.

B: The student must not have been dismissed from that university for
disciplinary actions.

C: The student must satisfy all the transfer provisions set by the University
Council.

The University of Tabuk Executive Regulation:

With the approval of the dean of the relevant faculty, the university accepts the
transfer of a student from outside the university according to the following
regulations:

A: The student should be enrolled at a recognized college or university and has an
academic record (GPA) for at least two academic semesters.

B: The student must not have been dismissed from that university for disciplinary
actions.

C: The student must satisfy all the transfer provisions set by the Faculty Council.

D: The credits studied at the University of Tabuk must be at least 60% of the total
required credits for the host degree.

Article 43:

The Faculty Council equalizes the courses taken by the student outside the
University according to the recommendations offered by the departments to
which those courses belong. As such, these equalizations are to be transferred
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to the student’s academic record, but they will not be included in the calculation
of his/her cumulative GPA.

The University of Tabuk Executive Regulation:

The Faculty Council equalizes the courses that the student took outside the university
according to the recommendations offered by the departments to which those courses
belong. As such, these equalizations are to be transferred to the student’s academic
record, but they will not be included in the calculation of his/her cumulative GPA
provided that the content of the course that the student passed is equivalent to the
course content intended to be equalized.

Article 44:

If, after the transfer of the student, it is discovered that the student had been
dismissed from his/her previous university due to disciplinary action, his/her
enrolment would be canceled as from the date of his/her acceptance of the
transfer to the University of Tabuk.

Article 45:

The transfer of a student during any academic semester from one university to
another is done in accordance with the procedures and dates announced by the
university to which the student will transfer in light of general guidelines of the
academic transfer.

The Transfer From One Faculty to Another Within The Same
University:

Article 46:

The transfer of the student from one faculty to another inside the University is
permissible according to the guidelines set by the University Council.
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The University of Tabuk Executive Regulation:

With the approval of the dean of the relevant faculty, the university accepts the
transfer of a student from one faculty to another inside the university according to
the conditions set by the Faculty Council to which the student will transfer. The
Rector of the University or his authorized representative may override the faculty
transfer conditions.

Article 47:

For a student transferring from one faculty to another, all courses that students
studied are to be transferred to his/her academic record including the grades,
and the semester and cumulative GPA obtained throughout his/her period of
study at the University.

Transfer From One Major to Another Within the Same Faculty
Article 48:

With the approval of the dean of the relevant faculty, a student may transfer from
one major to another within the same faculty according to the rules established
by the University Council.

The University of Tabuk Executive Regulation:

With the approval of the dean of the relevant faculty, a student may transfer from
one major to another within the same faculty according to the rules established by

the Faculty Council.

Article 49:

For a student transferring from one major to another, all courses that students
studied are to be transferred to his/her academic record including the grades and
the semester and cumulative GPA obtained throughout his/her period of study
at the University.
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A Visiting Student

Article 50:

A “visiting student” is a student who studies some courses at another university
or in one branch of the university to which he belongs without transferring.
Equivalency for such courses shall be granted according to the following
regulations:

A. The student must obtain prior approval from the faculty at which he/she is
studying.

B. The student has to be enrolled at a recognized college or university.

C: The courses that the student is taking outside his/her university should be
equivalent to one of the courses included in his/her degree requirements.

D: If the student studies in one of the branches of his/her university, the article
(47) applies in this case.

E: The University Council determines the maximum percentage of the studied
units at another university that can be accounted for the visiting student.

F: The courses evaluated as equivalent will be transferred to the visiting student

academic record but will not be included in the calculation of his/her cumulative
GPA.

G: Any further conditions may be added by the University Council.

The University of Tabuk Executive Regulation:

A visiting student is a student who studies some courses at another university or
in one branch of the university to which he belongs without transferring.
Equivalency for such courses shall be granted according to the following
regulations.

First: A student from the University of Tabuk visiting another university:

A: The student has to obtain prior approval from the faculty at which he/she is
studying. The faculty may specify the courses to be studied and the minimum
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attainment. Students must obtain written approval from the Admission and
Registration Deanship to the host university.

B. The student has to be enrolled at a recognized college or university.

C: The courses that the student is taking outside his/her university should be
equivalent to one of the courses included in his/her degree requirements.

D: In accordance with item (D) of the article (42), the maximum credits studied
outside must not exceed 20% of the overall requirements for graduation at the
University of Tabuk.

E: The course grades credited to the visiting student will not be included in the
calculation of his/her cumulative GPA, but will be recorded on his/her academic
record.

F: Visiting students must provide the Deanship of Admission and Registration
with the records of courses studied outside the University of Tabuk within two
weeks from the beginning of the next semester. If the student does not submit
his/her grades, he will be considered suspended from the university (except for
the summer session) and will be dealt with according to the article (15).

G: The visiting student will receive a monthly remuneration if deserved through
manual payments subject to submitting the grades to the Deanship of Admission
and Registration.

Second:
A Student From Another University Visiting The University of Tabuk

A: The student has to have a record (with GPA) at least for one semester from
his/her university in which he was admitted.

B: The student has to obtain written approval to study as a visiting student at the
University of Tabuk. The approval must include the courses the student intends
to study at the University of Tabuk.

C: Visiting Students to the University of Tabuk are allowed to attend a maximum
of two semesters.

D: The visiting student from another university will not receive a monthly
remuneration from the University of Tabuk.
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E: The Deanship of Admission and Registration records the courses the visiting
student takes in accordance with all regulations of joining courses at the

University of Tabuk.

General Regulations
Article 51:

These regulations supersede all the preceding rules and regulations established
for study and examinations at the undergraduate level.

Article 52:

The University Council may set up executive regulations in a way that will not
contradict these regulations.

Article 53:

The Higher Education Council reserves the right of interpreting these
regulations.
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Appendixes

APPENDIX A: ACADEMIC RECORDS AND GRADE CODES

Academic Record

The academic record is a statement which explains the student’s academic
progress. It includes the courses studied in each term with course numbers,
codes, number of credit hours, the grades attained and the codes and points of
these grades. The record also shows the semester, cumulative GPA and the
student’s academic status in addition to the courses from which a transferred
student is excused.

Letter Grades

Letter grades Marks Points Grades in
English
A+ 95 —100 4.00 5.00 Exceptional
A 90 — Less than 95 3.75 4.75 Excellent
B+ 85 — Less than 90 3.50 4.50 Superior
B 80 — Less than 85 3.00 4.00 Very Good
C+ 75 — Less than 80 2.50 3.50 Above Average
C 70 — Less than 75 2.00 3.00 Good
D+ 05 — Less than 70 1.50 2.50 High Pass
D 60 — Less than 65 1.00 2.00 Pass
F Less than 60 0.00 1.00 Fail
1P - - - In-Progress
(@ - - - In-complete
DN - 0.00 1.00 Denial
NP 60 or above - - No grade-Pass
NF Less than 60 - - No grade-Fail
W - - - Withdrawn
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APPENDIX B: EXAMPLE OF THE CALCULATION OF SEMESTER AND
CUMULATIVE GPA

First Semestet:

Course Cr Hrs % Code GPA Quality Points
ISLM 301 2 85 B+ 450 | 3.5 9 7.00
CHEM 324 3 70 C 3.00 |2.00 9 6.00
MATH 235 3 92 A 475 [375] 1425 |11.25
PHYS 312 4 80 B 4.00 | 3.00 16 12.00

Total 12 48.25 | 36.25

First Semester GPA = 48.25 / 12 = 4.02 OR First Semester GPA = 36.25 / 12 = 3.02

Second Semester:

Course Cr Hrs % Code GPA Quality Points
ISLM 104 2 96 A+ 5.00 | 4.00 10 8
CHEM 327 |3 83 B 4.00 | 3.00 12 9
MATH 314 | 4 71 C 3.00 |2.00 12 8
PHYS 326 |3 81 B 4.00 | 3.00 12 9
Total 12 46.00 | 34

Second Semester GPA =46 / 12 = 3.83 OR Second Semester GPA =34 / 12 = 2.83

Overall GPA = (48.25 + 46.00) / 24 = 3.93 OR Overall GPA = (36.25 + 34.00) / 24 = 2.93
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Executive Regulations for Students' Complaints at the

University of Tabuk

The University of Tabuk is keen to provide an unbiased and prosperous environment
for students. This matter enhances achievement as well as academic interaction
between students and faculty members based on mutual respect, fairness and the
tulfillment of obligations.

The university is committed to fulfilling its obligations by providing students with an
optimum educational environment consisting of excellent facilities and outstanding
academic experiences. Equipped with these two fundamental components, students
are thus geared to meet the university's strategic educational system's expectations and
goals. This is in line with the university’s mission and vision, which all students are
expected to play an active role in by complying with the executive regulations and

policies

Furthermore, the university has a system in place through which the students may
submit their observations about various aspects of the educational process, in the
form of questionnaires to measure the students' satisfaction, the student electronic

system, and the preparation of student complaints and official grievance boxes.
Article (1):

The following words and phrases shall have their meanings below, wherever

mentioned in this regulation.

The University: University of Tabuk

President of the University: The President of the University of Tabuk
Vice Presidency: The University Vice Presidency for Academic Affairs.
Chairman of the Committee: The Vice-President for Academic Affairs

The Committee: The Student Complaints and Grievances Committee




Article 2 (General Policy)

The general policy aims to increase the quality of academic services for students in all
disciplines, a matter that will positively reflect on the outcomes of the educational

process.
Article 3 The general objective of submitting a complaint or grievance:

Eradicating injustices perpetrated on students by following the Higher Education
Council protocols and the University of Tabuk’s set rules and regulations.

Article 4

The provisions of this mechanism apply to all Saudi and non-Saudi students who are
registered as both regular and affiliate students at any of the various faculties,

branches and colleges of the University.
Article 5

A committee to consider students’ complaints and grievances is appointed by the
President of the University, headed by The University Vice-President for Academic
Affairs and faculty members nominated by the Chairman of the Committee in their
legal and positional capacity. The appointed term of the committee’s work shall be

one year from the date of appointment and shall comprise the following members:

1- University Vice President for Academic Affairs —Chairman

2- The Dean of Student Affairs is a member and vice-chairman of the committee.
3- Dean of the concerned college

4- Director of Student Affairs Department

5- A member from the Legal Affairs Department.

6- Administration manager of the Deanship of Development and Quality

7- Member of the Vice-Presidency

8- Committee Secretary
Article 6
The committee shall be responsible for:

- following up on developing and upgrading methods and techniques in handling

student complaints and grievances.




Addressing the problems facing students from various specialties.

Assigning appropriate recommendations to resolve complaints and grievances.
Following up on the submission of complaints and grievances from various
sources.

Verifying the reasons for complaints and grievances in all impartiality and
objectivity.

Maintaining the confidentiality of information in a manner that ensures the
proper conduct of its examination procedures and maintaining the integrity of
the committee members.

Documenting the complaints and grievances forms received by the committee
according to the college and its department.

Taking the minutes of meetings and preparing detailed reports that include
appropriate recommendations for handling complaints and the grievances

Article (7)

The Vice-Presidency for Academic Affairs maintains the right to evaluate these
regulations periodically, submit proposals for amendment, deletion and addition to
the University Council, and the right to interpret any of its provisions in a manner
that is not in conflict with its stipulated rules and regulations.

Article (8) Obijectives of the Committee:

Continuing improvement of the quality of services provided to the student.
Continuing development of the academic and administrative environment.
Striving towards producing outstanding students.

Ensuring transparency and justice by having clear procedural steps in place.
Following up on submission procedures for student complaints and grievances

Identifying the concerns and difficulties facing the student and work to
overcome them.

Article (9) Standards and principles governing the work of the committee:

- Experience and competence in handling grievance issues and complaints.

- Ensuring the confidentiality of the complaint and grievance, accordingly, all

relevant documents are considered confidential and only disclosed to persons




who have the right to review information pursuant to the nature of their roles
in the process of handling such complaints or grievances.

The committee members shall meet periodically to discuss complaints and
grievances.

The Committee shall comply with objectivity and impartiality when considering
complaints and grievances.

The committee shall abide by the rules and regulations of the Higher Education
Council and the regulations applicable to courses and exams accredited by the
University of Tabuk.

- Ensuring that the committee members shall not be subjected to any harm due
to the complaint or grievance.

- Ensuring that the committee has access to all documents that are related to
the complaint or grievance.

- Address all complaints in an efficient and timely fashion, subject to the nature

of the complaint or grievance.
Article (10) Reasons for complaints or grievances:

Discontent with academic issues such as the content of the curriculum, the way
the program is presented, the course, the teaching quality, the supervision or
faculty member behavior.

Complaints from students over partial or total academic dismissal.

Complaints about financial matters related to the payment or refund of tuition
fees.

Complaints from students about the results of awarding scholarships or

educational grants.

Dissatisfaction with the academic decisions and/or advisory service or the

general behavior of a staff member.

Complaints from students concerning resolutions that are unfair to students
and do not preserve their rights.

Being subjected to annoyance, racial discrimination, or unlawtful intimidation.
Complaints about the inability to confirm the application for the enrollment
period or the withdrawal and addition of courses.

Complaints about being barred from taking an exam due to poor attendance of
lectures.




- When the tuition bonus is not paid.
- Complaints about the lack of necessary facilities and equipment (blackboard,

classroom, data show, computer, drawers, public services).
Article (11) Methods of Receiving Complaints and Grievances:

Complaints and grievances are received through:

Student complaint boxes (boxes placed in front of the office of the dean of the
concerned college or the supporting deanship as well as the Deanship of
Development and Quality

Direct meetings with senior management.

Direct meetings with department heads.

The electronic student complaints system on the university's website.

Contacting the Deanship of Development and Quality via e-mail.

Article (12) Procedural steps for submitting complaints and grievances:

The Deanship of Development and Quality shall provide the complaints and
grievances forms in the form of boxes provided that the deanship has access to
these boxes.

The student submitting the complaint or grievance shall fill in all the required
data on the complaint or grievances form and follow the required procedures in
submitting them. (Student complaints box or system)

Alternatively, he shall submit the complaint or grievance to the concerned
department head, who shall then submit it to the committee through the
concerned dean of the college. An appointed committee member delegated
from the Deanship of Development Quality collects complaints and grievances
from designated boxes.

At meetings, the committee members shall categorize complaints and
grievances according to college, department and type of complaint or grievance
and record them in a special register called Complaints and Grievances
Register.

The committee shall consider the complaint or grievance, study its contents, and

determine its reasons through the ways that guarantee access to the relevant issues,

submitting the appropriate recommendations to the President of the University.




* The complaint shall be rejected if the student does not furnish the requested
information in the form when filling.

Accepting the consideration of the subject of the complaint or grievance

Notitying the party submitting the complaint that their complaint has been
rejected due to incorrect information.

Take the necessary measures against those who provide inaccurate information
twice and place the act of furnishing inaccurate information on record.

Referring procedures of handling the complaint or grievance to the concerned
college or department internally.

Referring it to the competent authorities if it is criminal by nature.

The committee shall respond to the complainant or grievance by sending a written

statement (statement one) that includes:

Acknowledgement of receipt of the complaint or grievance
allocating a complaint number,

date of receipt

details of the student

details of the complaint or grievance.

The second written statement includes the committee's decisions regarding the
complaint, which shall be after three days from the date of receipt. The student will be
notified to follow up on his complaint.

The committee follows up on the complaint or grievance using the complaint
or grievance follow-up form.

The complaints received are archived and documented electronically with the
committee, and a copy is kept with the Deanship of Development and Quality
tor documentation purposes and used as an indicator in institutional evaluation.

A review that measures performance periodically.

Article (13) The documents required for consideration of the grievance and
complaint

Complaint or grievance form.
Supporting documents.




- Complaint or Grievance Follow-up Form

Article (14)

These executive regulations shall be effective as of the date of their approval by the

President of the University.
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Student Grievance Process

A student who believes that his rights has been violated in anyway shall approach the person
(faculty member, staff, employee) directly then his immediate superior (Head of ME
Department, Dean) in a period not exceeding two weeks from the incident for the purpose of

resolving the issue without resorting to complaint.
In the event of not being able to take the claimed right, you can file a complaint within a period
not exceeding one month of the incident and, as follows:

- File a complaint with a committee of rights and duties (formed by the Dean) in case the
complaint was filed upon the student or if the complaint was submitted by a student who wishes

to re-evaluate his results in the various performance measures such as, finals, homework and
graduation projects.

- File a complaint with the Dean in case the complaint was upon a party other than students.
The commission to ensure the rights and duties in the event of a complaint submitted by the
students to re-evaluate their results in one of the various performance measures such as finals,

homework and graduation projects and in coordination with the Head of the Department will
do the following:

- Accept the request of the student or not.

- In case the committee determined to accept the request after coordination with the Head of
the Department, it will assign one or more faculty members for re-assessment individually or

including the course instructor.

- Upon re-evaluation, the committee shall consider and make a decision.

Motions to grievances shall be filed no later than one week from the notification of the penalty,
and grievances shall be raised as follows:

- Results of grievances of the resolutions of the commission to ensure the rights and duties
related to re-evaluating the results of students in different performance measures such as finals,
homework and graduation projects shall be submitted to the Dean, which turns it to the faculty

council. The council's decisions are final.



- Results of grievances of the resolutions of the commission to ensure the rights and other duties

shall be submitted to the standing committee to discipline students, and raise the motions of
the standing committee's decisions to discipline students for the Rector, who turns them to the

University Council. The Council's decisions are final.
The complainant must fill out the form prepared for the complaint and meet all of the data
contained in it clearly, concisely and accurately and hand it over to the relevant committee. He

shall be issued a receipt stating the complainant's extradition complaint and kept as a record
for the commission.

The complainant must be informed of the outcome of his complaint or grievance within a
period not exceeding one month from the date of filing the complaint or grievance.



Student Directory for Academic Advising

Dear Students,

The academic advisory is considered one of the university education pillars in the
Kingdom. It aims at helping you get the best educational results represented in an academic
distinction and excellence adapting to the university environment by providing you with
academic skills. These skills raise your academic levels and your academic achievement and
develop your abilities and skills.

Definition of the academic advisory:

Academic advising is defined as a career guidance service. This service is the faculty
members’ responsibility, which aims to identify problems that hinder students' ability to
achieve educational attainment and interaction with the requirements of university life and
provide assistance and support by increasing students’ awareness of their academic
responsibilities. Also, it aims at encouraging students to put more effort into solving
various academic problems, which raise their educational attainment by discussing their
scientific ambitions.

General facts about the academic advisory:

1. The academic guidance committee at your college is considered one of the pivotal
committees in improving the outcomes of the educational process. It is concerned with
planning, coordinating, and supervising the academic supervision process at the colleges.

2. The academic advisory is the responsibility of the faculty members in the scientific
departments and students themselves. Therefore, all faculty members and students will
participate in the academic advisory activities.

3. Receiving any academic advisory service is considered a genuine right for the students
preserved by the executive and regulatory rules and regulations under which the university

operates.

4. The academic advisor is one of the faculty members appointed by the concerned
academic department according to the regulation that organizes the faculty members’
affairs.

The goals of the academic advisory:

The goals of the academic advisory are as follows:

1. Providing the necessary support for the students during their studies to complete
the study plan and all requirements within the permitted period of time.
Providing academic and guidance information to students and increasing their
awareness of the university’s mission, goals and regulations.




Supervising students academically to help them complete their studies efficiently
and supporting the university's efforts in providing an outstanding educational
environment by graduating qualified students for the labor market.

Helping students to identify scientific disciplines that suit their mental abilities and
their inclinations.

Guiding students who stumble academically, taking care of them, following them
up in raising their scientific level, and helping them overcome their academic and
administrative problems.

Providing students with suggestions and tips to improve their educational
attainment and help them overcome their academic and administrative problems.
Raising students’ awareness on campus and providing the university with resources
and services to improve their academic and cognitive levels.

Providing students with professional opinions based on the professional experience
of the academic advisor, such as organizing their time and investing it positively to
gain the best methods for studying, and to have good achievement.

Academic advisory’s services:

Academic advising services are summarized as follows:

1.

Identifying the available scientific and professional opportunities of specialization
for all students.

Taking advantage of orientation programs for new students, introduce the study
system and tests achieving registration, adapting to the university studies, informing
them of their rights and duties.

Recognizing academic, behavioral irregularities in cheating in exams and the
absenteeism rate exceeded the cumulative average drop below 2.

Learning about academic penalties and their levels, such as prohibiting them from
entering an exam, probation and its levels, and dismissing from the university.
Recognizing the rules governing the transition from one level to another according
to the approved study plan for the specialization.

Learning the study plan of the specialization of the total hours required for
graduation and the obligatory hours and optional hours at the department, college,
and university, the courses' names and codes, and the plan’s issuance number and
code.

Identifying the procedural controls regulating the entry of the mid-term and final
exams at their various levels and its approved forms according to the time plan, the
description of the courses and the procedural steps, re-correcting the answer sheets.
Knowing the dates of registration for courses according to their previous
requirements, dropping or adding them, and the dates of approved exams according
to the university calendar.

Offering consultancy and advice regarding academic, administrative and social
problems and their solutions.

. Learning about registration rules and dropping out of the study by obtaining advice

on registration courses, deleting and adding them, apologizing for a course,




postponing the study for the semester, transferring from one major to another
within the college, or transferring a major to another outside the college.

. Identifying the grades of the semester courses and the averages and their symbols.

. Learning about academic opportunities available to stumbling students, the re-
enrollment rules.

. Familiarizing students with the executive rules and the controls for attendance and
apology of studying.

. Learning the procedural steps and regulations for equivalency of courses from
inside and outside the university.

. Knowing the regulations of apologizing for entering the test, The student who
wishes to apologize for the test fills in a course the form of apology for the test, and
the counselor says to sign it

. Benefiting from academic advisory programs that help students with special needs
during their university life, helping them achieve the highest degree of excellence in
their academic achievement according to their capabilities, studying their problems
and working on solving them. Such programs provide them with training
opportunities, each according to their fields and needs.

. Benefiting from the academic advisory programs for outstanding students to help
them while continuing to excel, to encourage them and motivate other students

18. Learning about the percentages of attendance and the allowed percentage of
absence for a specific course or courses they are registered in.

19. Knowing the conditions and controls regulating graduation.
Academic Penalties:

Academic violations are all acts, activities, and behaviors committed by the student that
violate the educational process's regulations, rules, and instructions. These violations
include but are not limited to:

1. Non-compliance to attendance, dropping out of the study or fulfilling academic
requirements, according to the rules and provisions stated in the rules and regulations
in force at the university. The student's absence represents (25%) or more from the total

in the theoretical and practical lectures for one course during the semester in the arts

and scientific disciplines. It represents 10% of the total scientific, practical and training
lectures for one course during the semester for Medicine, Applied Medical Sciences and

Engineering colleges.

2. Disrupt or incite to disrupt the studies stream as well as deliberate refraining or
incitement not to attend lectures and exercises practical and clinical lessons and others
as required by the regulations, refraining from attending lectures or university activities
that stipulated in the laws, regulations, executive rules, instructions and decisions.

3. Violation of order, discipline, and good conduct during the study at the university
and all its facilities violates the rules during lectures, exams, seminars, or curricular and
non-curricular activities that take place inside or outside, whether organized or
supervised by the university.




4. Committing any form of cheating, attempting to, participating in it in exams, or
attempting to obtain any questions before or during the exam unlawfully.

5. Committing any form of cheating or attempting to cheat or participate in helping
others to cheat in exams or been impersonated by another student in the exam room

6. Doing any form of cheating or attempting to participate in helping other students to
cheat in any scientific research or reports, graduation projects (masters and doctoral
theses).

7. Impersonating others in any matter related to the university and its affairs and giving
documents or university identities to others to use them illegally or speak on behalf of
the university without official permission.

8. Attempting to forge/forging official documents, scientific certificates, whether issued
from the university or another university. Also, the attempt to use those official
documents or forged academic certificates for any matter related to the student's
academic procedures or use any methods to obtain any document(s) illegally or destroy
all or part of them intentionally.

9. Attempting to use any modern electronic means to harm any university staff or
faculty members, employees, or facilities.

10. Committing any violation that the university or the committee deems to constitute
a breach of the regulations and instructions issued by it and not stated in these

regulations.

Mechanisms for implementing the academic advisory programs at
the college level:

The mechanisms for implementing the academic advisory programs at the college level

are to achieve the goals are as follows:

1. The academic advising process is carried out through the academic advising

electronic follow-up system for students. It is necessary to link it to the admission
and registration system to open a direct online window between the advisor and the
academic status of the advised students to follow up on their academic status.

1/1 A student cannot withdraw their academic schedule after registering or adding
the courses electronically through the university's electronic portal. However, only
after the approval of their academic advisor, he/she is permitted to amend the
courses that do not suit the student according to the study plan of their
specialization.

1/2 The academic advisor provides the students with academic indicators such as
low accumulative grades and regular lectures according to their schedules... etc. A
username and a password should be assigned to the academic advisor through
which the advisor can follow the academic status of the students regularly.




2.

9.

Organizing and executing various programs, activities, or competitions that
encourage the students to increase their academic grades or give awards for
outstanding students in the college departments.

Organizing and carrying out mentoring workshops and guiding awareness about the
importance of the academic advisory, which deals with many topics of interest to
students to educate and provide them with information that contributes to and

protects them from academic obstacles.

Organizing and implementing training programs to provide consulting services to
students to provide the most important personal, academic, scientific, and practical
skills. Providing them with skills that increase their academic achievement.

Conducting specialized scientific research which targets the student issues and the

development of various curricular and non-curricular activities.

Organizing and implementing advisory programs to help the students with special
needs during the university stage achieve the highest levels of academic achievement
according to their abilities, study their problems and work on them.

Studying the conditions of the academically stumbling students and organizing new
guidance programs to help them overcome such academic stumble. Also, such
programs help students overcome the obstacles and problems they face, each
according to the objective causes of academic stumbling.

Organizing and implementing advisory programs for the outstanding students of
scholarships to guide them to continue their studies, help them excel, and encourage
their peers.

Organizing and implementing guidance programs to guide all students on how to
improve their academic level and achievement.

10. Preparing both paper and e-brochures and guidance publications, such as posters

and brochures, for all faculties, including academic schedules for early registration,
university bylaws and regulations booklet from the study and examination
regulations for the university stage. They clarify students’ rights and duties and the
code of conduct for regulating behavior in the library and university calendar,
guidelines and instructions for new students.

. Preparing periodic reports, including tables, of a statistical statement about the

students' academic level in the academic courses and send them to the dean. The
solutions are taken to overcome students’ academic stumbling and measure their

SucCcCess.

Academic advisor’s duties and responsibilities:

Introducing new and current students to the faculty goals and mission, its academic
programs, scientific departments, students care and services, and orienting the
students towards appropriate specializations that meet their capabilities.

Contribute to the preparation and implementation of the programs and activities of

the academic guidance plan and introduce the study and examinations system.




Make students aware of the importance of the academic advisory and how to benefit
from its services, meet, advise, and guide students during office hours.

Introduce the study plan for the scientific department, the graduation requirements,
sufficient knowledge about the dates of registration, dropping and adding courses,
with reference to the approved university calendar, and ensure that the student's
schedule agrees with the line.

Urging students to work hard for their exams and the requirements for success in
the course.

Preparing and updating the academic advising record file of the students. The
academic advisor creates a record for each student in his session to document the
academic follow-up process.

Organizing periodic individual or group meetings to orient them academically and
introduce them to their academic performance.

Getting to know the students' inclinations and encourage them to work hard and
discover the talented ones, discussing difficulties and search for the appropriate
solutions as precautions.

Providing the necessary help to students in case of difficulties in terms of course
registration through coordinating with their supervisors or the faculty coordinator,
student affairs coordinator. Also, contact the Deanship of Admission and
Registration regarding students with special academic cases that require support
within the limit permitted by the systems, regulations and the regulatory rule of the
university. Moreover, coordinate with the concerned unit or administration to

discuss the problem(s) that affects the students' study or interaction with the

university community.

. Provide assistance and supervision to low achievers to overcome this problem, hold
periodic meetings with them, discuss their problems thoroughly, and provide help
or refer it to the Permanent Committee of the Students Affairs in case of irregular
attendance by the student or their academic stumbling.

. To assist the students in getting the highest benefit from the E-Learning website at
the university and other learning resources such as the library and the electronic
data.

. Urging students to participate in academic, methodological, non-methodological
activities that enrich their scientific and practical knowledge.

. To inform the student of their responsibilities and duties within the university and
requirements for success.

. Having an idea about the problems that may face students, especially the issues that
affect their academic performance and solve them and inform the students or their
parents.

. To practice the social roles with the students to investigate their social conditions.

. Preparing periodic reports and reporting them to the committee with consideration
to the administrative sequence and endorse them with the student's file, contact the
faculty member who teaches the student to know the level of the student's
attendance and their academic progress to identify the subjective reasons for such

problems.




Students’ roles and responsibilities in the academic advisory:

Students have a crucial role in the academic advising process. They are responsible for
their academic progress and asking for advice and guidance from an academic advisor,
hence achieving their goals and ambitions in their practical life. To achieve the largest
number of academic guidance meetings, students must prepare for the meetings through
the following:

1. They must know the academic advisor’s office hours.
2. Make an appointment with the academic advisor, preferably before each semester.
3. Drafting all the questions relating to their curriculum and bring them to the meeting.

4. Reviewing the student guide, which explains everything the department, faculty and the
university needs.

5. Preparing and bringing correct information and data related to their needs before
meeting the academic advisor.

0. Bring the study file for each course, as well as a list of questions.

7. Providing a clear idea of the academic and professional goals and involving the academic
advisor with transparency and honesty.

8. Contribute with the academic advisor to develop a study program with an executive
study schedule for the following semesters.

9. Asking all the questions they have because the academic advisor can help the students
have a clear vision about what they want.

10. Ensure what the academic advisor communicates is implemented every two or three

weeks.
11. Communicate electronically with the academic advisor about extra- questions

12. It is necessary to inform the academic advisor about the important changes of the

studying program that may affect the performance and teaching-learning goals.

13. Ensure familiarity with the academic agenda, especially critical and final dates published
on the department's bulletin board or through the faculty and the university website.

14. Creating files concerning academic advising documents.

15. Take responsibility for academic progress. Students are primarily responsible for their

Success.




Procedural steps for obtaining academic advising services:

The following procedural steps are adopted for the academic guidance:

1.

The head or supervisor of the scientific department distributes the students to the
faculty members according to the accredited academic advising schedule template
one week before the beginning of the semester.
The faculty member in charge of academic advising handed over a hard copy and
an electronic copy of the academic schedule for signature.
The concerned employee in the Deanship of Admission and Registration submits
a user name and password to the Academic advisor.
The academic advisor announces the academic advising schedule through his
website and the information panels available in the faculty.
The academic advisor creates a personal file for each student in the group assigned
to him in order to document their academic follow-up process. The profile consists
of:
5.1 A personal data form for the student that includes the full name, National 1D
number or residence number, a detailed address, place and date of birth,
department, training programs, student’s electronic address and phone number,
and the parent's mobile number, phone, or e-mail.

5.2 A photocopy of the last academic qualification (high school or diploma).

5.3 The student's curriculum plan.

5.4 Follow-up form for student progress in the study plan for their majors.

5.5 Academic program implementation plan.

5.6 A recent copy of the academic record for current students shows the student

marks in each course and semester and the cumulative average for the previous

semesters, enabling the academic advisor to assess the student's level.

5.7 A certified copy of the decision of alert, probation, excuse for absence,

cancellation or postponement of studies, cancellation decision, course cancellation,

changing a major to another within the college, or changing a major to another

outside the college decision, or the decision to visit a branch of the university or

another university.

5.8 Reports of faculty members on the students’ performance and their assistance

if needed.

5.9 A cancellation form from the course.

5.10 Form for canceling or postponing the semester

5.11 A form for transferring a major to another within the college

5.12 A form for transferring a major to another outside the university

5.13 A visit form to a branch of the university or another university.

5.14 Re-enrollment form

5-15- Complaint or grievance form

5-16- Form for deleting or adding a course

5-17- Attendance and absence form

5.18 Academic stumbling form

15-19- Academic Probation Form




5-20- Academic advisor meeting minutes’ form with students
5-21- A paper or electronic transfer form

6- Students should contact an academic advisor through a personal visit according
to the dedicated office hours to conduct a first consultative in the designated
department or faculty.

7- Students must fill out the approved forms through the academic advising system
according to the type of service required, paper or electronic. And a programmed
email message to be sent to the academic advisor with the necessary service data.
8- The academic advisor reviews the academic advising system periodically during
allotted office hours and does the following:

8-1- Providing the required service if it is among his capabilities.

8-2- Coordination with the committee, department council, faculty council, or any
of the deanships or administrations if it is not among his capabilities

9- The academic advisor periodically evaluates the students’ academic performance
in their courses and attendance according to their schedules. And in case of failure
or absence.
9-1- Updating a list of failing and absent students
9-2- Determining the notice of absence or notice of academic failure
9-3- Announcing their names and the need to meet him during the relevant office
hours. In case of meeting:

9-3-1- they provide them with a notice of absence or notice of academic failure.

9-3-2-Discussing with them the reasons for failure or irregularity in attending the
lectures.

9-3-3-Participate in preparing an implementation plan or program, each
according to his case, that may recommend involving them in cooperative learning
groups.

9-3-4 to report the failing and irregular students and the
executive plan or special program for each one of them.

9-3-5- following up the implementation of this program to measure the level of

their performance and achievements during it and after its implementation and as a

result:

9-3-5-1- Raising a sign under their academic probation for an improvement
test in their academic level.

9-3-5-2-To inform their parents about their academic un-proficiency via
sending a form under the academic supervision of their children.

10- The academic advisor organizes a meeting with the concerned students who
sign that they obtained the required service and comply with the academic advisor's
recommendations.

11- The academic advisor monitors the academic service through documentation in

the private file of each student.
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