
 
 
 
 

========================================================================= 
 

  Page 1 
 
 

Faculty and Staff Guide - Faculty of Nursing 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

Faculty and Staff Guide   

Faculty of Nursing, University of Tabuk 

 
 
 
 
 
 
 1445-2024 



 
 
 
 

========================================================================= 
 

  Page 2 
 
 

Faculty and Staff Guide - Faculty of Nursing 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 



 
 
 
 

========================================================================= 
 

  Page 3 
 
 

Faculty and Staff Guide - Faculty of Nursing 

Contents 

Page No. Content No 

Chapter One: About the Faculty  
▪ Establishment of the Faculty  

▪ Vision  

▪ Mission  

▪ Objectives  

▪ Organizational Structure   

▪ Basic terms and concepts  

Chapter Two: Academic Leaders’ Organizational Tasks  
 Faculty Council 1 

 ▪ Definition  

 ▪ Organization of the Council  

 ▪ Tasks of the Council  

 Dean of the Faculty 2 

 ▪ Definition:   

 ▪ Reporting Structure:   

 ▪ Duties of the Dean  

 ▪ Vice Deanships, Academic Departments and 

Administrations: 

 

 Vice Dean for Educational Affairs 3 

 ▪ Definition:   

 ▪ Reporting Structure:   



 
 
 
 

========================================================================= 
 

  Page 4 
 
 

Faculty and Staff Guide - Faculty of Nursing 

Page No. Content No 

 ▪ Duties  

 ▪ Affiliated Units  

 Vice Dean for Female Section 5 

 ▪ Definition:   

 ▪ Reporting Structure:   

 ▪ Duties  

 ▪ Affiliated Units  

 Vice Dean for Graduate Studies and Development 6 

 ▪ Definition  

 ▪ Reporting Structure  

 ▪ Duties  

 ▪ Affiliated Units  

 Vice Dean for Clinical Training 7 

 ▪ Definition  

 ▪ Reporting Structure  

 ▪ Duties  

 ▪ Affiliated Units  

 Heads of Departments 8 

 ▪ Definition  

 ▪ Affiliation  

 ▪ Duties  



 
 
 
 

========================================================================= 
 

  Page 5 
 
 

Faculty and Staff Guide - Faculty of Nursing 

Page No. Content No 

 Department Council  

 ▪ Definition  

 ▪ Reporting Structure  

 ▪ Duties  

 Faculty Administration  

 ▪ Definition  

 ▪ Reporting Structure  

 ▪ Duties  

 ▪ Affiliated Units  

Chapter Three: Duties of Faculty Members and the Like 
 Duties of faculty members and the like 1 

 Teaching Load 2 

 Appointment and its conditions 3 

 ▪ Teaching Assistant   

 ▪ Lecturer and Language Teacher:  

 ▪ Research Assistant  

 ▪ Assistant Professor   

 ▪ Associate Professor  

 ▪ Full professor  

 ▪ Teaching Assistant   

 ▪ Lecturer and Language Teacher:  



 
 
 
 

========================================================================= 
 

  Page 6 
 
 

Faculty and Staff Guide - Faculty of Nursing 

Page No. Content No 

 Promotions 4 

 ▪ Associate Professor  

 ▪ Full professor   

 Employment of non-Saudis per the rules and 
regulations 

 

 ▪ Salaries & bonuses   

 ▪ Required working hours   

 ▪ Allowances and compensation   

 ▪ Vacations  

 Executive Rules for Grievances of Faculty 
Members at the University 

 

 ▪ Reasons for complaint or grievance  

 ▪ Means of submitting complaints and grievances  

 ▪ Documents required to consider a complaint or grievance  

 Evaluation of the job performance of faculty 
members and the like 

 

 ▪ Standards  

 ▪ The systematic framework for evaluating the performance of 

faculty members and the like: 

 

 ▪ Terms and elements of the faculty member's job performance 

charter: 

 

 ▪ First: Job Performance Charter Form (A) for a faculty member:  



 
 
 
 

========================================================================= 
 

  Page 7 
 
 

Faculty and Staff Guide - Faculty of Nursing 

Page No. Content No 

 ▪ General and personal competencies   

 ▪ Academic Competencies   

 ▪ Research   

 ▪ Requirements for calculating the activity of a faculty member 

in the field of scientific research 

 

 ▪ Social Responsibility   

 ▪ Strengths and Distinctions   

 ▪ Performance Scale for Competencies and Overall 

Performance of a Faculty Member: 

 

 ▪ Evaluation of the job performance of faculty members and 

the like 

 

 Academic Advising  

 ▪ Academic Advising Skills  

 ▪ Course Registration:  

Chapter Four: Duties of an Employee and Ethics of Public 
Service 

 

 ▪ General Duties 1 

 ▪ Duties of an employee towards the public 2 

 ▪ Duties of the employee towards his/her superiors 3 

 ▪ Employee's duties towards colleagues 4 

 ▪ Employee duties towards subordinates 5 



 
 
 
 

========================================================================= 
 

  Page 8 
 
 

Faculty and Staff Guide - Faculty of Nursing 

Page No. Content No 

 ▪ Prohibitions 6 

 ▪ Prohibitions  7 

 ▪ Prohibitions related to public funds 8 

 ▪ Prohibitions related to gifts and privileges 9 

 ▪ Employee duties and responsibilities related to the use of 

technology 

10 

 ▪ Dealing with the Internet 11 

 ▪ Dealing with the email 12 

 ▪ Conflict of interest 13 

 ▪ Anti-Corruption 14 

 ▪ Government Entity Obligations 15 

 ▪ General Duties 16 

 Administrative Recruitment System  

 Scholarship and training of the university's 
administrative and technical staff 

 

 ▪ Rules Governing the Scholarship of University Employees  

 Related Regulations 

 

 

 

 

 



 
 
 
 

========================================================================= 
 

  Page 9 
 
 

Faculty and Staff Guide - Faculty of Nursing 

 

 

 

 

 

 

 

 

 

Chapter One 

(About the Faculty - Related Terms)  

 

 

 

 

 

 

 

 

 

 



 
 
 
 

========================================================================= 
 

  Page 10 
 
 

Faculty and Staff Guide - Faculty of Nursing 

Establishment of the Faculty 
The nursing profession is one of the oldest professions, if not the oldest, after the 
teaching profession. Nursing education was not a recent phenomenon in the 
Kingdom of Saudi Arabia; rather, nursing education began through health 
institutes. Nursing education started in institutes in the cities of Riyadh and Jeddah, 
with ongoing interest in this profession to enhance nursing care and encourage 
enrollment. The Tabuk region seized this opportunity for nursing education, which 
went through the following stages: Firstly, the establishment of a health institute 
in the Tabuk region after the intermediate stage under the management of health 
institutes and Faculties, inaugurated during the reign of King Fahd, may Allah have 
mercy on him, in 1411 AH - 1990 AD. Secondly, the transformation of the health 
institute in Tabuk into a health Faculty in 1428 AH - 2006 AD. Thirdly, the transfer 
of the management of the health Faculty from the Ministry of Health umbrella to 
the Ministry of Education under the supervision of the University of Tabuk as a 
department within the Faculty of Applied Medical Sciences from 1429 AH - 2008 
AD to 1445 AH - 2023 AD. 
 
The nursing profession has received special care and support from the Crown 
Prince, His Royal Highness Prince Mohammed bin Salman Al Saud, may Allah 
protect him, as the Crown Prince's Nursing Program reflects the keen interest of 
the wise government in elevating the nursing profession and meeting the needs of 
the labor market. In line with the national transformation vision, the University of 
Tabuk has established a Faculty of Nursing in the Tabuk region by the decision of 
the University President, His Excellency Dr. Abdullah bin Mefrah Al Dhaibi, 
restructuring the nursing department in the Faculty of Applied Medical Sciences 
into a Faculty of Nursing on 23/3/1445 AH - 8/10/2023 AD, after the approval of 
the Universities Affairs Council to transform the nursing department into a nursing 
Faculty with four departments: Department of Medical-Surgical Nursing, Maternity 
and Pediatric Nursing Department, Community and Mental Health Nursing 
Department, and Nursing Education and Management Department. 
 
This will significantly contribute to increasing the number of graduates and support 
the general direction of providing sufficient cadres to cover the needs of the 
healthcare sector and improve healthcare provision to meet the requirements of 
Vision 2030. The Tabuk region is a rapidly growing vital area with increasing 
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population density and many healthcare facilities, such as hospitals and health 
centers, especially as it is a strategic and promising area for many developmental 
projects such as NEOM, the Red Sea Project, and Amala Project. Therefore, the 
presence of the Faculty of Nursing will align with the Kingdom's aspirations under 
Vision 2030 by providing an adequate number of qualified nurses to address the 
shortage in this vital profession, overcoming current challenges. The Nursing 
Faculty at the University of Tabuk is the first nursing Faculty in the Tabuk region. 
 

Vision 
" Excellence in nursing education, scientific research and 

community service"  

Mission 
" Prepare qualified nursing cadres by providing academic 

education that complies with quality standards and enhances 

scientific research and community services." 

Objectives 
 
  

● Providing distinguished education that meets the needs 

of the labor market 

● Stimulating and developing scientific research   

● Contribute to community service. 
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Faculty Organizational Structure 
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0. TERMINOLOGIES 

1- Code of Conduct:  
Code of Conduct and Ethics of the Public Service. 

2- Public Position:  
The tasks and competencies performed by an employee for a public service in 

which he/she is subject to the presidential authority in the administrative 

organization. 

3- Employee:  
Any person who holds a civil office in the State, regardless of the nature of his/her 

work or the name of his/her job. 

4- Job Conduct and Ethics of Public Service:  
The conduct of an honest and objective employee who is conducted in the context 

of his/her endeavor to perform his/her job duties to achieve the objectives of 

his/her employer, within the powers vested in him/her. 

5- Conduct:  
The foundations on which the behavior of the employee is based. 

6- Integrity:  
Personal conduct characterized by objectivity, impartiality, justice, distance from 

suspicion, commitment to honesty, and non-abuse of authority or position for 

personal benefit. 

7- Transparency:  
Clarity and availability of information and procedures in force within the entity to 

employees and auditors. 

8- Conflict of Interest: 
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 A situation in which a private interest of the employee or of others, material or 

moral, direct or indirect, is significant or potential, affecting his objectivity or 

impartiality in making a decision or expressing an opinion related to his/her job. 

9- Performance Charter 
A model for identifying the competencies and areas by which the performance of 

a faculty member is assessed according to specific relative weights for each 

competency or area, to be filled out by the direct supervisor and shared with the 

faculty member. 

10- Faculty Members:   
They are full professors, associate professors, assistant professors, lecturers and 

teaching assistants. 

11- Contracted Faculty Member:   
Non-Saudis who work at the university under a contract according to the 

regulations for employing non-Saudis in universities. 

12- Faculty member in charge of administrative work  
Every faculty member who has been issued a decision by the university president 

or university vice-presidents assigning him/her an administrative work. 
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1. CHAPTER TWO 

2. ACADEMIC LEADERS’ ORGANIZATIONAL 
TASKS 

 

3. FIRST: FACULTY COUNCIL 

1- DEFINITION:  

It is the highest authority in the faculty entrusted with making vital decisions in the faculty and 

exercising the powers and competencies stipulated in the Higher Education Council system 

for university affairs and its regulations. 

2- Organization of the Council:  
● The Council consists of the Dean as Chairman, the Vice Deans (provided that one of the 

Vice Deans is the Secretary of the Council) and the heads of departments, and the 

University Council, based on the proposal of the Faculty Council and the endorsement of 

the president, may include to its membership at most three members of the faculty of the 

corresponding Faculty or Faculty from the branches of the university and determine the 

duration of their membership. 

● The Chairman shall call the Council to meet at least once a month, and the meeting shall 

be legal if attended by two-thirds of its members. 

● The council decisions are issued by an absolute majority of the votes of those present, and 

in the event of a tie, the side favored by the president's vote prevails. 
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● The decisions of the Council shall be effective unless there is an objection from the 

President of the University within fifteen days from the date of its receipt, and the 

president shall return them to the Council with his opinion so that the Council can re-

discuss them again, if the Council insists on its opinion, the objected decision shall be 

referred to the University Council for decision in the first regular or extraordinary session, 

and the University Council may ratify, amend or cancel the decision, and its decision in 

that regard is final. 

3- Tasks of the Council:  
 

1- Creating the Faculty strategic plan in line with the general policy of the university 

and achieving its mission and ambitions. 

2- Proposing the appointment, secondment, and promotion of faculty members, 

teaching assistants and lecturers 

3- Considering the plans of the scientific departments regarding inviting visiting 

professors, conferences, scientific seminars, delegation, sabbatical and vacations 

and recommending them to obtain the necessary approvals. 

4- Preparing admission plans in the faculty departments and proposing or 

amending study plans after coordination with the academic departments. 

5- Reviewing curriculum and course proposals in academic departments. 

6- Recommending the granting of academic degrees to Faculty graduates. 

7- Proposing training plans and missions necessary for the faculty. 

8- Recommending the establishment, merging or cancelling scientific departments 

and proposing scientific disciplines and graduate programs 
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9- Reviewing the scientific research plans of the faculty departments, encouraging 

the preparation of scientific research and helping to publish it. 

10- Supervising the implementation of the steps of academic accreditation and the 

application of quality standards for academic programs in the faculty 

11- Approving the titles of theses for graduate studies, approving the nomination 

of supervisors for graduate students, nominating members of committees for 

discussion, and naming members of the comprehensive examination committees 

for doctoral students within the faculty. 

12- Proposing exam dates and setting regulations for their implementation 

13- Recommending the approval of the internal regulations of the faculty. 

14- Forming committees to help perform scientific, administrative and educational 

tasks as needed. 

15- Approving the Faculty's extracurricular activity plan 

16- Deciding on student matters falling under its jurisdiction and directing them to 

the university council except for those beyond its scope. 

17- Approving disciplinary sanctions on students. 

18- Considering what is referred to it by the university council, its president, or vice 

president for study, or the dean of the faculty, and expressing its opinion. 

19- The Council has the right to delegate some of its powers to the Dean of the 

Faculty. 
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4. DEAN OF THE FACULTY 

1- Definition:  
The administrative leader responsible for implementing university regulations and policies at 

the faculty, executing decisions of the faculty and university council, and one of the 

distinguished Saudi faculty members with scientific and administrative competence. The dean 

also serves as a member of the university council. 

2- Reporting Structure:  
 Linked to the President of the University.  

 

3- Duties of the Dean: 
 1. Chairing the Faculty Council, supervising the organization of its affairs, inviting to attend 

its sessions, implementing its decisions, and sending the minutes of its meetings to the 

university president. 

2. Applying the system of the Council of Higher Education and Universities and its 

regulations. 

3. Contribute to the achievement of higher goals and policies at the university. 

4. Implementing the decisions of the University Council regarding the Faculty. 

5. Supervising the preparation of the faculty strategic plan and following up its 

implementation to achieve the faculty strategic vision. 

6. Supervising the preparation of educational and scientific plans in the faculty and 

following up on their implementation within the scope of the regulations of the Higher 

Education Council, the University Council and the Faculty Council. 
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7. Setting executive plans for the conduct of the faculty’s affairs and managing its scientific, 

academic, administrative and financial affairs within the scope of the system of the Council of 

Higher Education and Universities and its regulations, the University Council and the Faculty 

Council. 

8. Managing the Faculty's educational, research, administrative, financial and cultural 

affairs. 

9. Develop executive policies for all departments to achieve the following: 

● Coordination between all academic, technical and administrative units of the faculty. 

● Developing the Faculty administratively, academically and in research. 

● Forming the necessary committees to perform the work and activities of the faculty. 

● Coordinate and develop Faculty relations inside and outside the university. 

10. Evaluating the performance of Faculty vice deans, heads of departments, supervisors 

and heads of units. 

11. Maintaining all facilities and properties of the faculty. 

12. Coordinate the work of the Faculty Advisory Board - if any - and implement its 

recommendations. 

13. Supervising all admission procedures in all Faculty majors. 

14. Supervising the implementation of the faculty study plans and programs. 

15. Supervising the progress of the educational process, implementing its plans and 

developing its academic programs. 

16. Applying quality, evaluation and academic accreditation systems and regulations. 

17. Distributing financial allocations to the departments of the faculty necessary to secure 

the requirements of the educational process. 
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18. Encouraging research in the faculty’s various disciplines. 

19. Work to establish academic links with similar educational organizations inside and 

outside the Kingdom. 

20. Supervising the recruitment of faculty members in the faculty. 

21. Provide suggestions on completing the faculty’s need for faculty, administrators, 

technicians and supporting groups. 

22. Developing and strengthening the faculty’s own financial resources. 

23. Finding channels of communication between the faculty and graduates to benefit them 

and benefit scientifically from them, reflecting a positive image in society. 

24. Supervising the various student activities in the faculty. 

25. Work on establishing centers to serve the faculty students, such as service, recreational 

and social centers, in order to provide the students with the development of their skills and 

occupy their free time with hobbies that are of scientific benefit to them. 

26. Forming and monitoring committees for tests, following up on the progress of study and 

examinations, and controlling order and discipline within the faculty. 

27. Recommending the appointment of Faculty vice-deans and heads of departments and 

scientific units. 

28. Approving the recommendations of the councils of scientific departments. 

29. Prepare periodic reports on: 

● Progress of study 

● Academic, administrative and research performance in the faculty 

● The scientific, educational, administrative and financial affairs of the faculty at the end of 

each academic year and the report includes (a presentation of the aspects of the faculty’s 
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activity, the level of work performance, study affairs, examinations and their results, a statement 

of obstacles to implementation, and the presentation of proposals for appropriate solutions, and 

this report is presented to the Faculty Council for opinion) 

●         Suggestions of vice deans and heads of departments or what they observe about all the 

breaches of the required duties, or any other violations committed by the faculty member and 

the like 

30. Carry out all other tasks assigned to him/her. 

 

Vice-Deanships, academic departments and administrations under the 
Dean: 

● Vice Deanship for Educational Affairs. 

● Vice Deanship, Female Section. 

● Vice Deanship for Graduate Studies and Development. 

● Vice Deanship for Clinical Training. 

● Administration Managers 

● Units directly under the dean. 

● Committees in the Faculty. 

Vice Dean for Educational Affairs 
1- Definition:  

He is a faculty member tasked with overseeing the educational process for students at the 

university level, implementing approved policies and programs in student affairs and support 

services, and achieving their specified goals. Additionally, he/she is a member of the faculty 

council. 
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2- Reporting Structure:  
 He is associated with the Dean of the Faculty and is also a member of the Faculty Council.  

3- Duties of the Vice Dean for Educational Affairs: 

1- Setting the internal system of work in the Vice Deanship for Educational Affairs, general 

description of the duties of its employees and how to coordinate between its units. 

2- Supervising the implementation of the regulations and executive rules of studies and 

examination regulations. 

3- Supervising the preparation of study schedules for students in academic departments and 

coordinating with other Faculties in cooperation with the Deanship of Admission and 

Registration. 

4- Supervising the academic performance of students in the faculty. 

5- Supervising the distribution of students to the various departments of the faculty in 

coordination with the departments. 

6- Supervising the conduct of the final exams and forming their committees, in coordination 

with the academic departments and the Deanship of Admission and Registration. 

7- Supervising the application of admission and transfer controls to and from the faculty and 

between academic departments. 

8- Supervising the work of the Student Affairs Committee and the Student Extra-Curricular 

Activities Committees. 

9- Chairing the committees of the Vice Deanship and submitting their reports to the 

concerned authorities.  

10- Supervising the process of equivalency of courses. 
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11- Supervising requests for postponement and apology for study, as well as deletions and 

additions for undergraduate students in accordance with the regulations and decisions 

issued in this regard. 

12- Supervising the preparation of barred lists, lists of graduates. 

13- Supervising the activities of the faculty’s induction week. 

14- Guiding students and solving issues related to academic achievement. 

15- Coordination with the Faculty units in the relevant fields. 

16- Supervising the financial affairs and assets allocated to the vice-deanship for educational 

affairs and its programs in accordance with the rules and regulations.  

17- Carrying out the work of the Secretariat of the Faculty Council. 

18-  Following up the update of the faculty’s website regarding his/her vice-deanship and its 

administrative units.  

19- Assisting the Dean in planning and organizing everything that would facilitate the 

functioning of the faculty. 

20- Submitting periodic reports to the Dean of the Faculty on the progress of work in his/her 

units in accordance with the tasks entrusted to him/her, and the difficulties they face. 

21- Executing the tasks assigned to him/her by the Dean of the Faculty. 

22- Preparing the formal letters issued from the faculty to the university while ensuring and 

auditing their completeness and the correctness of their data in accordance with the 

administrative and academic procedures and regulations required for each of the 

following formal letters: 

- Continued attendance of conferences and seminars 

- Reports of the termination of a scientific mission 



 
 
 
 

========================================================================= 
 

  Page 24 
 
 

Faculty and Staff Guide - Faculty of Nursing 

- Joint or supported research plans 

- Requests for scientific promotions 

- Requests for sabbatical leave 

23- Submitting periodic reports to the Dean of the Faculty on the progress of work in his/her 

units according to the tasks entrusted to him/her and the difficulties they face. 

 

Affiliated Units 
● Heads of departments. 

 
Educational Affairs Unit:  
This unit is concerned with supervising the preparation of study schedules and organizing the 

process of registration, deletion and addition to the various Faculty courses.  

Academic Advisory Unit:  
This unit is concerned with supporting students' rights on a basis that complies with the rules and 

regulations applied at the university, developing a culture of justice and fairness among students, 

providing the necessary academic consultations for them and paying attention to students who 

suffer from poor academic achievement as well as talented ones.   

Programs and Study Plans Unit:  
This unit is concerned with reviewing and updating study plans in line with the needs of the labor 

market.  

Examinations Unit:  
This unit is concerned with organizing examination committees, and supervising the distribution 

of invigilators at the time of the test.  
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Laboratories Unit:  
This unit is responsible for supervising the processing of academic laboratories of equipment and 

supplies and ensuring their readiness to serve the educational process.  

 

Vice Dean for Female Section 
1- Definition:  
She is a faculty member responsible for implementing university regulations and policies in the 

female section of the faculty. She executes decisions made by the faculty and university councils 

and is one of the distinguished Saudi faculty members known for their academic and 

administrative competence. Additionally, she serves as a member of the faculty council.  

 

2- Linkage:  
 Linked to the Dean of the Faculty.  

3- Duties of the Vice Dean for the Female Section: 
The vice-dean for the female section’s tasks are as follows: 

1. Implementing the decisions of the University Council and the Faculty Council regarding the 

female section of the faculty. 

2. Participate in the preparation of the strategic plan of the faculty and follow up its 

implementation to achieve the strategic vision of the faculty. 

3. Participate in the preparation of educational and scientific plans in the faculty and follow up 

their implementation within the scope of the regulations of the system of the Council of Higher 

Education and Universities and its regulations, the University Council and the Faculty Council. 

4. Supervising the implementation of study plans and programs in the departments in the female 

section. 

5. Develop executive plans for the management of the affairs of the female section of the faculty 

and manage its administrative and financial affairs in coordination with the Dean of the Faculty 
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within the scope of the system of the Council of Higher Education and Universities and its 

regulations, the University Council and the Faculty Council. 

6. Managing the affairs of the female section of the faculty of educational, research, 

administrative, financial and cultural affairs. 

7. Evaluating the performance of administrative staff and following up on the evaluation of 

assistant heads of departments. 

8. Participate in all admission procedures in all disciplines of the faculty. 

9. Supervising the progress of the educational process, implementing its plans and developing its 

academic programs in the female section. 

10. Supervising the application of quality, evaluation and academic accreditation systems and 

regulations. 

11. Follow up on the progress of study and exams, and control order and discipline within the 

female section of the faculty. 

12. Encouraging research in the various disciplines of the faculty. 

13. Participate in the work of establishing academic links with similar educational organizations 

inside and outside the Kingdom. 

14. Participate in attracting female faculty members. 

15. Provide suggestions on completing the faculty’s needs from the faculty, administrators, 

technicians and supporting categories. 

16. Supervising the various student activities in the faculty. 

17. Participate in the formation and control of examination committees. 

18. Recommending the appointment of assistant vice deans and heads of departments and 

scientific units in the female section and preparing periodic reports on: 

● Conduct of study. 

● Proposals for the assistants of the faculty vice deans and the assistants of the heads of 

departments or what they observe about all the breach of the required duties, or any other 

violations committed by faculty members and the like. 

● Scientific, educational, administrative and financial affairs of the female section at the end 

of each academic year, and the report includes (a presentation of the aspects of the faculty’s 
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activity and the level of work performance, study and examination affairs and their results, 

a statement of the obstacles to implementation, and the presentation of proposals for 

appropriate solutions, and this report is presented to the Faculty Council). 

19.  Carry out all other tasks assigned to her. 
 

 

 

Vice Dean for Graduate Studies and Development 
1- Definition:  

He/She is a faculty member in charge of supervising the progress of the educational, 

academic and research process for graduate students, in addition to development and quality 

affairs, achieving accreditation and evaluation standards and his/her affiliated units in the faculty, 

and he/she is also a member of the Faculty Council.  

2- Linkage:  
 Linked to the Dean of the Faculty  

3- Duties of the Vice Dean for Graduate Studies and Development: 
1. Supervising the units and committees associated with the Vice-Deanship for Graduate 

Studies and Development. 

2. Supervising the Secretariat of the Faculty Council. 

3. Follow up on the implementation of university decisions. 

4. Follow up on the implementation of graduate programs. 

5. Follow up the process of creating study plans for graduate programs. 

6. Follow up on the regularity of the educational process for graduate programs. 

7. Follow up the admission procedures for graduate programs. 

8. Follow up on the progress of tests in graduate programs. 

9. Follow up the distribution of the academic load for graduate programs. 

10. Submit academic performance reports for graduate programs to the Dean. 
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11. Supervising the activities of the induction program for graduate students. 

12. Follow up on the procedures and applications for scholarships and training of Faculty 

employees. 

13. Follow-up requests for scholarship students from the faculty’s employees. 

14.  Motivating the Faculty employees to develop scientific research. 

15. Follow up the organization of scientific meetings and seminars. 

16. Supervising the activities of scientific journals and communities. 

17. Follow up the implementation of the programmatic and institutional accreditation project 

for the faculty’s programs. 

18. Preparing the strategic plan for the faculty in coordination with the faculty’s vice-

deanships. 

19. Follow up on the achievement of the objectives of the strategic plan of the faculty. 

20. Follow up the commitment of scientific departments to quality standards. 

21. Promoting a culture of excellence and quality in the faculty. 

22. Submitting to the Dean the training need. 

23. Preparing proposals for developing the faculty’s internal and external relations. 

24. Proposing programs to activate the role of the faculty towards its social responsibility. 

25. Other responsibilities within the jurisdiction. 
 
Units of the Vice Dean for Graduate Studies and Development: 
Quality and Accreditation Unit:  
This unit is concerned with spreading the culture of quality in the faculty and working on the 

implementation and follow-up of evaluation and academic accreditation in the faculty.    

 
Strategic Planning Unit: 
This unit is concerned with preparing, updating and developing the strategic plan of the faculty, 

including (vision - mission - strategic objectives) in coordination with the authorities inside and 
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outside the faculty.  Also, this unit is concerned with the continuous updating of the database and 

the necessary information and statistics from inside and outside the faculty. 

 

Social Responsibility Unit: 
This unit is concerned with identifying the most important issues and problems of society and the 

role that the academic departments in the faculty can contribute to. It also motivates faculty 

members to contribute to society and self-development. 

 Postgraduate Studies and Scientific Research Unit:  
This unit is concerned with affairs related to graduate studies in the faculty in addition to affairs 

related to the development of scientific research for faculty members in the faculty.  

Secretariat of the Faculty Council:  
It is concerned with determining the agenda of meetings and topics to be included in the 

meetings, following up the implementation of the decisions issued by the Faculty Council, and 

keeping all minutes of meetings electronically.  

Vice Dean for Clinical Training 
1- Definition:  
He/She is the faculty member responsible for training and internship students in the faculty.  

 

2- Reporting Structure:  
 Linked to the Dean of the Faculty.  

3- Tasks of the Vice Dean for Clinical Training: 
1. Counting the number of male and female students applying to study the internship year (all 

scientific departments). 

2.  Follow up all the results of the applicants in cooperation with the Vice Deanship of the 

Faculty. 

3. Follow up on the academic affairs of students at the clinical stage. 



 
 
 
 

========================================================================= 
 

  Page 30 
 
 

Faculty and Staff Guide - Faculty of Nursing 

4. Correspondence with all hospitals and medical centers in the region and all over the 

Kingdom, coordinating with them, providing admission for all male and female students 

to spend the Core internship year, and supervising the internship reward with the Deanship 

of Student Affairs. 

5. Forming a committee from all disciplines in the faculty to follow up with students after 

their distribution in hospitals. 

6. Supervising the study plan and curriculum at the clinical stage. 

7. Follow-up and approval of the academic movements of clinical students according to the 

regulations governing this. 

8. Follow up on course reports and take the necessary action regarding the recommendations 

included and changes in the courses. 

9. Supervising the programs and activities provided to the students in the clinical stage, 

supervising the service provided to them, and working to develop and update them. 

10. Approving the study schedules of the academic clinical departments in the faculty and 

supervising the implementation of the study plans of the faculty and the various scientific 

departments. 

11. Supervise all aspects of internal and external training programs in clinical departments. 

12. Verifying the provision of academic references in various disciplines in coordination with 

the scientific departments, the central library and the faculty library, and raising the needs 

of the scientific departments in accordance with the statutory procedures. 

13. Supervising the provision of appropriate educational equipment and emphasizing its 

employment in the teaching and learning processes in the faculty, following up on 

educational facilities and determining laboratories in the faculty. 

14. Distributing all regulations and vacations as well as tasks required of internship students. 

15. Visiting all hospitals in the Tabuk region to follow up with students in the internship period 

through the coordinators in the committee. 

16. Overcoming all difficulties for our students at this important stage in their academic future. 

17. Developing methods and tools for evaluation and measurement at the clinical stage. 
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18.  Follow up on clinical tests and approve the results in accordance with the established 

regulations and policies. 

19. Approving lists of deprivation in the clinical stage and submitting them according to the 

rules and regulations. 

20. Deciding on student excuses issues at the clinical stage as needed in accordance with the 

rules and regulations. 

21. Spread the culture of academic advising for the clinical years and propose an 

implementation plan. 

22. Follow up on academic advising reports and propose appropriate steps towards them. 

23. Study students' grievances and problems, propose appropriate solutions, and coordinate 

with the relevant authorities in the faculty. 

24. Studying student cases at the clinical stage, chairing disciplinary committees for violating 

students, and applying the statutory procedures against them. 

25. Issuing certificates of completion of the internship year for all male and female students 

(all medical scientific departments) after completing the training period and archiving the 

certificates. 

26. Qualifying students and training them to pass the exams of the Saudi Commission for 

Medical Specialties to be classified to practice the service. 

27. Supervising the affairs of graduates and following up their career and the extent of 

employers' satisfaction with their performance. 

28. Supervise all aspects of the internship training program. 

29. Follow up on the affairs of interns and evaluate performance during training periods. 

30. Approving policies and regulations for clinical training and internship. 

31. Supervision and follow-up of faculty members and part-time collaborators for the clinical 

stage. 

32. Approving the names of examinees and visiting examiners (internally and externally) for 

the clinical stage. 
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33. Supervising the organization of activities, training courses and seminars aimed at 

developing the capabilities of faculty members in the field of medical education and 

clinical training. 

34. Contribute to raising the efficiency of faculty members for clinical years in teaching and 

learning processes. 

35. Selecting the supervisors of units and departments affiliated with it and recommending 

their appointment. 

36. Addressing the relevant authorities within the university in the competence and scope of 

work of the Vice-Deanship. 

37. Issuing internal decisions required by the workflow of the faculty vice deanship and its 

units in accordance with the rules and regulations. 

38. Evaluating the performance of the Vice-Rectorate's employees. 

39. Developing the simulation training unit to qualify students to work in hospitals. 

40. Carry out all other tasks assigned to him/her. 
 
- Units of the Vice Dean for Clinical Training: 
 
Clinical Training and Internship Unit:  
This unit is concerned with supervising and following up everything related to clinical training in 

hospitals and training centers for internship year students, and it is also concerned with field 

supervision of students during the training period in coordination with the competent 

committees in the departments of the faculty in order to acquire clinical skills related to different 

academic levels. It also prepares reports on students during the training periods (internship year) 

in coordination with hospitals and training bodies approved by the faculty. 

 

 

Student’s Activity Unit:  
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It develops a plan of extracurricular activities that help students integrate with society by 

providing community events and distinguished and diverse activities for male and female 

students and their cultural, social and sports numbers, and working to discover, develop, refine 

and direct talents. 

 

Alumni Unit:  
This unit is concerned with periodically updating the graduates' database and surveying their 

opinions about the courses and skills required in the labor market and the difficulties they face 

after graduation and urging them to communicate with the faculty after graduation. 

 
Heads of Departments 

Definition 
He/She is a faculty member with excellence and scientific and administrative competence and is 

tasked with managing scientific, administrative and financial matters in the department and is 

also tasked with applying the regulations of the Higher Education Council and the regulations 

issued thereunder. 

Link: 
Dean of the Faculty 

Tasks 
1) Striving to achieve the goals of the university and Faculty and adhering to its policy. 

2) Chairing the Department Council, supervising the organization of its affairs, and 

inviting the members of the Council to attend the meetings. 
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3) Sending the minutes of the meetings to the Dean and following up on the decisions 

and recommendations of the Council 

4) Implementation of the decisions of the Faculty Council regarding the department 

5) Supervising the development of the department's strategic plan and following up on 

its work. 

6) Work on developing the department academically and research. 

7) Submit reports to the Dean on all problems in the department, scientific and 

behavioral violations, or breach of the job duties of faculty members and the like and 

follow up on the Dean's directives thereon. 

8) Representing the department in activities and meetings related to the work of the 

department inside and outside the university. 

9) Coordinate the department's relationship with other bodies inside and outside the 

university. 

10) Submit reports to the Dean/Director of the teaching process for graduate programs at 

the end of each academic year (if any) 

11) Executing the tasks assigned to him/her by the Dean. 

 

 

Department Council 
             In each department of the academic departments in the faculties, centers, and scientific 

institutes at the university, there is a council called the Department Council. The council consists 

of faculty members, and each department has authority in scientific and administrative affairs 

within the limits of the Higher Education Council's regulations. 
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Link: 
Dean of the Faculty 

Tasks: 
The Department Council shall undertake the following tasks: 

1. Recommending the approval of curricula, textbooks and references 

2. Proposing admission controls for students in the department and transferring to it from 

other departments 

3. Recommending the appointment, secondment and promotion of faculty members, 

lecturers, and teaching assistants. 

4. Propose the names of part-time persons with prominent scientific status to teach in the 

department or supervise research and scientific theses as needed. 

5. Recommending the use of visiting professors from Saudi Arabia and others to teach in the 

department. 

6. Studying scientific research projects, encouraging faculty members to carry out research, 

and assisting in the publication of completed research. 

7. Submit a report to the Faculty Council on the status of scholarship students for study after 

half of the scholarship period. 

8. Proposing the necessary plans for graduate programs and the controls for accepting 

students. 

9. Distributing lectures, exercises and training work to faculty members. 

10. Forming standing or temporary committees of faculty members in the department as the 

case requires. 

11. Consider a subject referred by the Dean, the Faculty Council or the Faculty Vice Deans. 
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Faculty Administration 
1- Definition:  

It is an administrative body in faculty and units that supervises the implementation of 

administrative and financial work in various departments and consists of management, assistant, 

administrative and financial units, warehouse, maintenance and administrative 

communications. 

 

2- Reporting Structure:  
Linked to the dean of the faculty.  

 
3- Duties of the Administration Manager:  

1- He/She heads the administration of the faculty. 

2- The Administration Manager and the supervisors of the affiliated units shall supervise the 

implementation of administrative, financial and support services work in the faculty. 

3- Implementation and application of the regulations of administrative and financial affairs 

at the university. 

4- Carrying out the administrative work of the department units. 

5- Securing Faculty purchases from urgent requests. 

6- Supervising the work of the applications of contractors in the faculty with regard to 

procedures related to passports (residence, visas and travel tickets)  

7- Coordination and follow-up of maintenance work and cleanliness of the various Faculty 

sites. 
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8- Follow up the work of public services and maintenance and coordinate with the 

competent departments and maintenance. 

9- Preparing and equipping classrooms and supervising their maintenance periodically. 

10- Evaluation of management staff.  
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Chapter Three 
Duties of faculty members and the like 

 

Duties of faculty members and the like 
The duties of faculty members and the like in accordance with the provisions of the regulations 

governing the affairs of faculty members and the like in Saudi universities are summarized as 

follows: 

1- Commitment to honesty, integrity, codes of conduct, ethics, regulations, instructions, 

and refraining from anything that compromises the dignity of the position. 

2- Follow up on developments in the field of specialization and contribute to its 

development through scientific activity. 

3- Transfer the latest scientific findings in the field of specialization. 

4- Participate in the activities and work of the scientific department to which it belongs, 

including the work of the department council and other councils. 

5- Contribute to community service. 

6- Full-time work at the university and not to work outside it except after obtaining 

approval from the university administration. 

7- Maintaining order in classrooms and laboratories and submitting a report to the head 

of the concerned department on each incident that violates the system. 

8- Giving theoretical and practical lessons and lectures, conducting scientific research 

and supervising student research. 

9- Follow the regulations and instructions in force in the Kingdom, respect the customs 

and traditions in force, and not prejudice religion or interfere in politics. 
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Teaching Load 
Faculty members and the like perform thirty-five working hours per week, which may be raised 

to forty hours by a decision of the University Council in teaching, scientific research, academic 

advising and other work assigned to them by the competent authorities at the university. 

The maximum shares of faculty members and the like shall be as follows: 

Professor = 10 teaching units 

▪ Associate Professor = 12 teaching units 

▪ Assistant Professor = 14 teaching units 

▪ Lecturer = 16 teaching units 

▪ Teaching assistant = 16 teaching units 

▪ Language teacher = 18 teaching units. 

▪ The teaching unit means the weekly theoretical lecture of not less than fifty minutes or 

the weekly practical or field lesson of not less than one hundred minutes, and the teaching 

unit lasts a semester. 

▪ The academic load is reduced for faculty members in charge of administrative work such 

as university vice-presidents, deans, Faculty vice-deans, heads of departments and 

directors of scientific centers, provided that the teaching load is not less than three 

teaching units. 
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Appointment and conditions 
Teaching assistant  

To appoint a teaching assistant, the following conditions must be met:  

▪ Must have a university degree from a Saudi university or another recognized university. 

▪ His/Her overall undergraduate grade should be at least very good. 

▪ Other conditions issued by the University Council 

Lecturer and Language Teacher: 
▪ The appointment of a teaching assistant and a language teacher shall meet the following 

conditions: 

▪ Must have a master's degree or its equivalent from a Saudi university or another 

recognized university. 

▪ His/her general grade in the master's degree must be at least very good (if he obtained it 

from a university that awards it with a grade)  

▪ What the University Council issues of other conditions. 

 

Research Assistant 
To appoint a research assistant, the following conditions must be met: 

A- For those who are appointed to a master's degree from a Saudi university or another 

recognized university with a very good general grade, at least if he/she holds a master's degree 

from a university that grants this degree with a grade. 

Any other conditions that the university deems appropriate. 
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B: For those who are appointed with a university degree (bachelor's degree or equivalent) and 

are called a research assistant b)  

- Obtaining a university degree with at least a good grade from a Saudi university or another 

recognized university. 

Any other conditions that the university deems appropriate. 

 

Assistant Professor  
For appointment to the rank of assistant professor, it is required to obtain a doctorate 

degree or its equivalent from a Saudi university or another recognized university, and 

the University Council may add other conditions. 

Associate Professor 
For appointment to the rank of associate professor, the following conditions must be 

met: 

▪ Obtaining a doctorate degree from a Saudi university or another recognized university. 

▪ Experience in academic work in one of the recognized universities, including assignment 

to teach during it, and a faculty member at the university or other recognized universities 

of not less than four years after appointment to the rank of assistant professor. 

▪ To have been promoted to the rank of associate professor from a Saudi university or 

another recognized university. 

Full professor 
For appointment to the rank of professor, the following conditions must be met: 

▪ Obtaining a PhD degree from a Saudi university or another recognized university  
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▪ Faculty membership experience at a university or other recognized university, of at least 

eight years, including at least four years as an associate professor. 

▪ To have been scientifically promoted to the rank of professor from a Saudi university or 

another recognized university. 

 

Promotions 
 

Associate Professor 
Promotion from the rank of Assistant Professor to Associate Professor shall meet the following 

conditions: 

- Service of not less than four years at the rank of assistant professor at a Saudi university or 

another recognized university, provided that the period of service in Saudi universities is not 

less than one year. 

- Fulfilling the minimum scientific production for promotion in accordance with the provisions 

of Article Thirty-Two of the regulations governing the affairs of faculty members and the like 

in Saudi universities. 

- The scientific production submitted by him/her must have been published or accepted for 

publication while holding the rank of assistant professor. 

 

Full Professor  
It is required to apply for promotion from the rank of associate professor to full 
professor. 
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- Service of not less than four years at the rank of associate professor at a Saudi university or 

another recognized university, provided that the period of service in Saudi universities is not 

less than one year. 

- Meet the minimum scientific production required for promotion.  

- The scientific production submitted by him/her must have been published or accepted for 

publication during his/her tenure as an associate professor. 

 

The efforts of the faculty member applying for promotion are evaluated on the 

basis of (100) divided as follows: 

● Sixty points for scientific production 

● Twenty-five points for teaching 

● Fifteen points to serve the university and the community. 

The University Council sets the criteria for evaluating participation in the service of the 

university and the community based on the recommendation of the Scientific Council. 

The faculty member is scientifically promoted from the date of the Scientific Council's 

decision to do so, while his/her job promotion is considered from the date of issuance of 

the executive decision if a vacant position is available that can be promoted. 
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Employment  
Non-Saudis  

 According to the regulation of employing non-Saudis in universities. 

Employment is subject to:  

1- The existence of a vacant position approved in the budget, or the availability of a financial 

allocation allocated for the purpose of employment within the item of fixed salary item. 

 

2- Lack of a qualified citizen to fill the job.  

3. A description of the duties and responsibilities of the job, including the minimum qualifications 

required to fill it.  

 

Article Five:  

The contractor shall be required to be:  

1- Has completed twenty years of age and did not exceed sixty Gregorian years, and the 

University Council may exceed the upper age limit within ten years for full professors and 

associate professors, five years for assistant professors, based on the recommendation of the 

Department Council and the Faculty Council, and three years for other categories based on the 

recommendation of their employer.  

2- Fit for service, according to a recent health certificate issued by a medical authority recognized 

by the university.  

3- Good conduct and morals.  

4- Possess the qualifications required for the job.  

5- Not bound by a contract with another party in the Kingdom.  

6- Full-time to work at the university.  
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Salaries & Bonuses  
Article Eight:  
1- Salaries shall be determined in accordance with the tables contained in Appendix No. (1) 

attached to this regulation after determining the appropriate table for the job to be contracted, 

and the instructions attached to each table are considered an integral part of it, and the university 

may contract with a salary less than what is shown in the tables referred to if the two parties agree 

to do so.  

2- Upon approval of the faculty member's promotion by the university, wherein the advancement 

is from an external scientific rank to a higher one, the faculty member may, upon contract 

renewal, commence receiving the salary corresponding to the newly attained rank. If the faculty 

member's pre-promotion salary equals or surpasses the initial salary of the new rank, they may 

be granted the salary immediately above their previous rank. However, during contract renewal, 

the annual bonus associated with the newly acquired rank is not applicable.  

3- A contractor who is not a faculty member, lecturer and teaching assistant may be transferred 

when renewing his/her contract from a grade to a higher degree within the same category if 

he/she meets the required conditions.  

4- The University Council may, when the contractor reaches the end of the grade to which he/she 

is appointed, grant him/her the degree allowance, after every two years upon the 

recommendation of its president.  

 

Article Nine:  
1- The University Council may increase the salaries specified according to the salary scale by not 

exceeding 50% of the salary due to those who are contracted from Europe, America or any 

developed countries in their level determined by the University Council.  
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2- The University Council may contract with those with rare specialties or those with scientific 

reputation, experience, high skill or excellent qualifications acquired in a famous university from 

faculty members and the like, as well as doctors, with an increase not exceeding 100% of the 

salary due, and the President of the University Council, in agreement with the President of the 

General Bureau of Civil Service, may apply the provisions of this paragraph to other categories.  

3- It is permissible to contract with individuals possessing exceptional experience, reputation, 

and academic standing to work as faculty members, even if they do not meet the specified 

academic requirements outlined in the employment regulations, upon approval by the 

university council based on a recommendation from the academic council. 

Contracted individuals - including faculty members, language instructors, lecturers, and teaching 

assistants - who have previously served in academic teaching positions after obtaining their 

qualifications or academic degrees are entitled to annual bonuses according to the salary scales 

specified in Appendix (1).).  

2- Experiences may be calculated for faculty members, language teachers, lecturers and teaching 

assistants in non-university teaching if they are in the field of specialization and after obtaining 

the scientific qualification on which he/she was contracted by one year for every two years for 

the purposes of employment, and it may also be calculated for the purposes of scientific 

promotion by a decision of the Scientific Council based on the recommendation of the Council of 

the Faculty concerned.  

3- Experience is calculated when contracting for non-faculty members, lecturers, language 

teachers and teaching assistants after obtaining the last qualification and the course in the 

specialization that takes place after this qualification is calculated as much as its duration, and 

does not combine the duration of the course and the duration of service at the same time and the 

experience or qualification is required to be issued by a party convinced by the university.  

Article Eleven:  

Experience for those who are contracted from the categories specified in the second article of 

these regulations is calculated for a maximum of five years at the start of the contract, and the 
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University Council may, in exceptional cases, exceed this condition and a maximum of fifteen 

years. 

Article Twelve:  
A contractor possessing an advanced qualification pertinent to the contracted position's scope 

may receive annual bonuses based on the duration of additional study beyond the required 

qualification for said position. However, such bonuses shall not exceed two increments for the 

period between obtaining a bachelor's and master's degree, three increments for the period 

between acquiring a master's and a doctorate, and five increments for the duration between 

acquiring a bachelor's and a doctorate degree. These bonuses are subject to the salary scales 

outlined in Appendix No. (1) for the contracted position.  

Article Thirteen:  
The contractor may be granted an annual bonus not exceeding 5% of the salary and not 

exceeding what is specified in the salary scales for each category, and a person who has 

completed a year for this purpose shall be deemed to have spent ten and a half months of his/her 

previous contract period whose contract period is related to the academic year.  

Article Fourteen:  
The contractor's salary shall not be subject to any deductions except by an order issued by the 

competent authority in accordance with regulations. The university president may deduct any 

amounts owed to the state before the contractor's entitlements, without the need for any 

procedures. Except for alimony debt, the reserved amount monthly shall not exceed one-third of 

the salary. In case of conflicting claims, priority shall be given to alimony debt, followed by state 

dues.  
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Required working hours.  
Article Fifteen:  
1- Faculty members, lecturers, teaching assistants and language teachers perform forty working 

hours per week spent in teaching, research, academic guidance and other administrative and 

academic work assigned to them by the competent authorities at the university.  

2- The rest of the university employees perform forty-eight (48) working hours per week spent in 

teaching, research and training duties and tasks assigned to them by the competent authorities at 

the university, and those who work in hospitals have their working hours not exceeding (55) 

hours. 

In line with the requirements of the work interest, the university may determine the beginning 

and end of the daily working hours or its fragmentation.  

 3. The contracted faculty member and the like shall be treated with regard to the hours of the 

teaching load and the rules followed in the remuneration for additional teaching hours as Saudi 

faculty members.  

 

Allowances and compensation  
Article Sixteen:  
1- The university council is authorized to allocate a scarcity allowance for rare specializations, up 

to a maximum of 30% of the initial salary level, for faculty members and those in equivalent 

positions working in their specialized field. The university council determines these 

specializations and the scarcity allowance for each specialization, without combining the scarcity 

allowance with what is stipulated in paragraphs (2.1) of Article Nine.  

2- The University Council may grant doctors and dentists from faculty members, lecturers, 

teaching assistants and research assistants working in hospitals a hospital work allowance for the 

additional hours required by law when they work these hours, up to a maximum of 80% of the 
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basic salary, and it is not permissible to combine the scarcity allowance with the hospital work 

allowance.  

3- Pharmacists and specialists in applied medical sciences, including faculty members, lecturers, 

teaching assistants and research assistants from hospital workers, may be granted a hospital work 

allowance for the additional hours required by law when they work these hours, up to a 

maximum of 50% of the basic salary, and it is not permissible to combine the scarcity allowance 

with the hospital work allowance.  

 

Article Seventeen:  
The university provides the contractor and his/her family when they are brought for the purpose 

of accommodation travel tickets within the limits of four people only, including the ticket of the 

contractor himself/herself, and travel tickets are due whether they traveled with the contractor 

or traveled individually and in the following:  

1- Once when coming from his/her home country to the Kingdom at the beginning of the 

contract, unless he/she was residing in the Kingdom at the time of contracting.  

2. From the Kingdom to his/her home country back and forth once a year during the contract 

period when he/she is licensed to take a regular leave, as well as his/her contract internally and 

two years have elapsed since his/her contract, unless he/she was residing in the Kingdom at the 

time of contracting.  

3- From the Kingdom to his/her home country at the end of the contract upon his/her final 

departure, with the exception of those who were residing in the Kingdom at the time of 

contracting and their service period was less than two years, or whose sponsorship was 

transferred to another party within the Kingdom in accordance with the instructions regulating 

this. 
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Vacations 
Article Thirty-Two:  
In addition to the weekend and the two Eids, the contractor shall be entitled to an annual leave 

with full salary paid at the beginning of the amount of (60) days for the faculty member and the 

like and (45) days for others, and the leave is due for part of the year in proportion to that, and it 

is considered as the person entitled to the full leave who started his/her contract within one 

month from the date of the start of contracts at the university, and the University Council may 

amend the annual leave period in accordance with the requirements of the academic calendar. 

The duration of the leave may be less than what is prescribed by a written agreement between 

the two parties, and the university has the right to determine the beginning and end of the leave, 

and it is not due for the period of secondment, emergency leave and absence.  

 

Article Thirty-Three:  
In case of necessity, based on the request of the contractor, the recommendation of his/her 

employer and the approval of the University, the annual leave of the contractor may be divided 

into two periods at most, provided that the period of each of them is not less than one third of the 

leave, provided that the contractor enjoys one of the two periods during the same year for which 

the leave was due.  

 

Article Thirty-Four:  
1- The Rector may, in accordance with the requirements of the work or at the request of the 

contractor, postpone the contractor's access to the regular leave or part thereof, provided that the 

postponement period does not exceed six months of the new year of the contractor.  

2- The Rector may amend the date of the contractor's weekly leave according to the requirements 

of the work.  
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3- The Rector of the University may cancel all or part of the regular leave with compensation to 

the contractor for it, provided that this cancellation is with the consent of the contractor, except 

in case of extreme necessity, and the compensation for the period that was canceled shall be 

equivalent to his/her salary in the year in which he/she was entitled to the leave, and the 

contractor's right to the travel ticket shall be forfeited alone in the event of complete cancellation 

of his leave.  

4- The Rector of the University may cancel the Eid Al-Fitr and Eid Al-Adha holidays or part thereof 

in accordance with the requirements of work, provided that this cancellation is with the consent 

of the contractor, except in case of necessity, and the compensation for the period of the canceled 

leave shall be equivalent to its salary or duration.  

 

You can refer to the university guide for faculty members regarding: 

• Appointment and its conditions 

• Promotions 

• Appointment and its conditions 

• Promotions 

• Periodic salaries and bonuses 

• Rewards and allowances  

• Vacations 

• Transfer, assignment and return 

• And other relevant data 
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Executive Rules for Grievances of Faculty Members at 
the University of Tabuk  
Article (5)  
A committee shall be formed to consider the complaints and grievances of faculty members 

from the university employees and the like by a decision of the President of the University, 

headed by the Vice President for Educational Affairs, and the membership of a number of 

members nominated by the chairman of the committee in their functional legal capacity, and 

the period of work of the committee shall be one year from the date of issuance of the decision. 

1- Vice President for Educational Affairs 

2- Dean of Faculty Affairs Member and Vice-Chairman of the Committee  

3- Dean of the concerned Faculty 

4- Manager of Faculty Affairs Department 

5- Manager of Personnel Department 

6- An appointed member from the Deanship of Development and Quality 

7- Member of the Legal Affairs Department 

8- Member of the Vice-Presidency 

9- Committee Secretary 

 

The Committee shall have the following tasks and responsibilities: 
1) Follow-up on continuous improvement of methods of handling complaints and 

grievances 

2) Addressing problems facing faculty members 
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3) Offering appropriate recommendations to resolve the causes of complaints and 

grievances. 

4) Verifying the reasons for complaints and grievances with impartiality and objectivity 

5) Maintaining the confidentiality of information to ensure the proper conduct of its 

consideration procedures and maintaining the safety of committee members.  

6) Documenting complaints and grievances received by the committee by Faculty, 

department and their topics. 

7) Prepare meeting minutes and a detailed report that includes appropriate 

recommendations for handling complaints and grievances. 

8) Submitting the minutes of the committee's meetings, including the recommendations 

contained therein, to the President of the University. 

9) Referring complaints or grievances of a criminal or penal nature to the competent 

authorities. 

 

Article (10) 
Reasons for complaint or grievance 

1- Grievance against a decision regarding any of the rights of a faculty member included in 

the executive regulations. 

2- Complaining about another faculty member 

3- Complaint against his/her direct supervisor 

4- Appeal against an academic decision in relation to scientific research or academic 

promotions. 

5- Grievance against a financial decision regarding his/her financial rights 
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6- Issuance of an unjust decision by the authorized person against a faculty member that 

does not maintain parity with their counterparts or does not restore their full right. 

ARTICLE (11)  
 Means of submitting complaints and grievances 

1- Faculty members' complaint boxes (a box in front of the dean's office of the 

concerned Faculty and the Deanship of Development and Quality)  

2- Face-to-face meetings with senior management 

3- Meetings of heads of departments directly 

4- Complaints and Suggestions System through the university's website 

5- E-mail of the Deanship of Development and Quality. 

  

Article (13) Documents required to consider a complaint or grievance. 
 

• Complaint or Grievance Form 

• Any supporting documents  

• Complaint or Grievance Follow-up Form 

 

Evaluating the job performance of faculty members and the like: 
 

Standards 
The criteria for evaluating the job performance of faculty members are based on the main tasks 

that represent the duties of the faculty member, namely: 

1. Teaching and supervising students. 

2- Research. 
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3. Social Responsibility. 

The functional tasks of a faculty member related to the educational process include teaching, 

supervising students, and evaluating their work, which are the most important aspects of faculty 

performance assessment. Additionally, assessing research activity is another crucial part of 

performance evaluation. Teaching and research activities are followed by serving the university, 

local community, and nation as elements of evaluating faculty members, along with personal 

qualities, general and administrative competencies that reflect the adherence of faculty members 

to the rules of professional conduct, ethics, and the requirements of administrative work assigned 

to them. Therefore, performance evaluation is a process that involves measuring the performance 

of faculty members based on specific foundations, criteria, and levels related to the core functions 

of the university. 

 

 

 

Framework for evaluating the job performance of faculty members 
and the like: 
The regulatory reference for the evaluation procedures of faculty members and those in their 

capacity is based on a number of regulations issued by the Ministry of Human Resources and 

Social Development and the Ministry of Education: 

1. Executive Regulations for Human Resources in the Civil Service (Ministry of Civil Service, 1440 

AH) 

2. Organizational frameworks for the executive regulations of human resources (Ministry of Civil 

Service, 1440 AH) 
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3. Regulations governing the affairs of Saudi university employees, including faculty members 

and the like, Ministry of Higher Education, 1436 AH. 

4. Regulation of employing non-Saudis in universities (Ministry of Higher Education, 1436 AH) 

The following is a detailed statement of the regulatory articles related to the procedures for 

evaluating the job performance of faculty members and the like: 

 

Terms and elements of the faculty member's job performance charter: 
The performance charter for the faculty member consists of a number of main items, which 

represent the competencies in which the performance of the faculty member will be measured, 

and the performance charter determines (100) points for each member. The faculty member 

assigned to administrative work has been allocated an item related to administrative 

competencies, and the performance charter contains an additional part dedicated to the strengths 

and excellence of the faculty member during the performance cycle and allocated to the strengths 

and excellence points (10) points to become the final grade (110) points. 

They are as follows: 

● General Competencies  

● Academic Competencies 

● Administrative competencies  

● Research 

● Social Responsibility 

● Strengths and distinctions. 

Since the nature of work at the university requires assigning a number of faculty members to carry 

out administrative work and tasks in addition to their work and tasks as faculty members and to 
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ensure fairness when measuring the performance of assigned faculty members compared to 

others, a job performance charter has been prepared for the faculty member Form (A) and a job 

performance charter for the faculty member assigned by the President of the University and the 

university vice-presidents to administrative and supervisory work Form (B). 

The following is an explanation of the items and elements of each form and the points assigned 

to it in the Charter: 

 

First: Job Performance Charter Form (A) for a faculty member: 
Form (A) is used to measure the performance of faculty members and similar contractors and 

Saudi faculty members who are not assigned administrative and supervisory work. 

General and personal competencies (10 points)  
General and personal competencies refer to a set of behaviors and traits that can be observed and 

measured, contributing to enhancing the performance of a faculty member and thus leading to 

institutional success. In Form (A), general and personal competencies consist of two behavioral 

indicators, each with five levels distributed on a five-point scale and the following are indicators 

or behavioral descriptions of general and personal competencies: 

1) Adherence to professional conduct rules and ethics of general job duties. 

2) -2 Acceptance and implementation of directives, demonstrating a sense of responsibility, 

and collaborating with supervisors and colleagues. 

 

Academic Competencies (45 Points)  
Academic competencies include everything related to the teaching and education process of 

knowledge, skills, behaviors and qualities that the faculty member adheres to in order to ensure 

his/her success in performing the roles and tasks associated with that, and due to the multiplicity 
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of aspects of the educational process and its importance at the same time, it has been allocated 

to measure the performance of a faculty member in these competencies in the form (a) nine 

behavioral indicators, and five levels have been allocated to measure each indicator. The 

indicators of academic competencies are: 

1- Commitment to lecture schedules and office hours. 

2. Diversity of teaching strategies used and course activities and duties. 

3- Effective communication with students and possessing the skills of managing the educational 

process efficiently and effectively. 

4- Taking care of evaluating students and the diversity of its methods and covering the cognitive, 

skill and emotional aspects. 

5. Commitment to the quality standards of tests and implementation dates and delivery of results 

according to the specified instructions. 

6. Effective participation in academic advising, quality committees, accreditation and monitoring 

of tests. 

7- Employing digital technology in managing the educational process and updating the electronic 

personal page. 

8- Preparing quality reports (such as the course plan, course report... etc) according to the 

specified criteria and on time. 

9- Benefiting from feedback in developing performance (students' opinions, recommendations 

of the course report, results of self-study, recommendations of internal and external accreditation 

committees... etc. 
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Scientific research (30 Points)  
The research activity of a faculty member comes next after the teaching process. It has been 

designated to measure the faculty member's activity in this area through the following indicators: 

● 15 points when publishing a single scientific paper, obtaining publication approval, or 

obtaining publication approval.  

● 25 points when publishing in the ISI database or obtaining publication approval from the 

same database. 

●  20 points when publishing in the Scopus database.   

● One point for each citation in the published database, so that the total score allocated to 

this indicator does not exceed (10) points. 

● 5 points when obtaining financial funding from outside the university to complete one 

research project inside the Kingdom. 

● 10 points when obtaining financial funding from outside the university to complete a 

research project (Outside the Kingdom). 

● 30 points for patents and innovation completed during the performance cycle. 

● 15 points for authoring or translating a book or part of it. 

● 5 points for arbitration of master's or doctoral theses 

● 5 points for supervising graduate theses and projects, so that the total scores allocated for 

this indicator do not exceed (10) points. 

● 10 points for participation in conferences, seminars and scientific lectures in case of 

submitting a scientific paper. 

● 5 points for participation in conferences, seminars and scientific lectures without 

submitting a scientific paper. 
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●  5 points to carry out one or more scientific activities in the department. 

 

Requirements for calculating the activity of a faculty member in the 
field of scientific research. 

● Scientific production should be during the performance cycle.  

● Scientific research in social and humanitarian disciplines should be published in the ISI or 

Scopus database or journals of universities, societies and scientific bodies, and in the 

database of (ARCIF) or Tabuk University Journal  

● To publish scientific research in scientific disciplines in a Scopus or ISI databases  

● A clear reference to the author's affiliation to the University of Tabuk in the title of the 

research.   

● The conference, symposium or scientific lecture should be in the field of specialization 

and during the performance cycle.   

● The faculty member must attach the certificates in the relevant form. 

 

Social Responsibility (15 Points)  
The performance of a faculty member in this area is represented by the training programs they 

provide for university affiliates, including students, faculty, and staff. Additionally, it includes the 

training and awareness programs they offer for the local and national community, as well as their 

participation in voluntary work within the university or the local and national community. This 

indicator is allocated 15 points, with the faculty member receiving 5 points for each participation 

during the performance cycle after submitting their contributions and evidence to the head of the 
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academic department according to the established form. See Performance Management 

Procedures Forms in the appendix. 

 

Strengths and Excellence (10 Points)  
This section of the performance charter has been designated as a systematic and regulated 

mechanism for measuring the performance of faculty members who exceed their peers' 

performance, especially in the fields of scientific research and community responsibility. It also 

includes receiving internal, national, and international excellence awards. The points for this item 

are calculated not to exceed ten points, and achievements and works are not counted during the 

performance cycle in the remaining items of the performance charter. The performance of a 

faculty member in this item is measured according to the following criteria: 

● Faculty member receives a point for each additional participation in community service 

and the university, provided that it is not previously calculated in the items of scientific 

research and social responsibility. 

● The member receives a point for receiving an award of excellence at the university.  

● The member receives a point for each published research or patent provided that it is not 

previously calculated in the item of scientific research. 

● The member receives two points for each National Excellence Award.  

● A faculty member receives three points for receiving an international excellence award.  

● The faculty member must attach the certificates in the relevant form. 
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Performance Scale for Competencies and Overall Performance of a 
Faculty Member: 

 

Competency Grade Score Performance Description Overall performance 

rating score 

5 Excellent More than 90 

4 Very good 80 to less than 90 

3 Good 70 to less than 80 

2 Patients 60 to less than 70 

1 Unsatisfactory Less than 60 
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Academic Advising 
 

The main objective of the academic advisor is to guide students, guide them in choosing 

the appropriate courses according to the academic plan set to obtain the degree 

successfully, and help them overcome the obstacles and problems they encounter in their 

studies and provide advice on matters that affect the course of their education. 

 

Academic Advising Skills 

Leadership Skill:  

This skill is intended to form a positive relationship with students to influence them and 

help them move towards achieving the set goals. 

 

Empathy skill 

This skill is intended to share with students their feelings and emotions to understand 

them, and to form a good relationship with them that helps them accept guidance and 

advice. 

 

Planning skill 

This skill refers to the ability of the academic advisor to set goals and turn them into 

achievable actions, such as helping the student choose the appropriate major to achieve 

goals related to their academic and career future or helping them prepare a plan to 

improve their cumulative grade. 
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Organization skill 

It is the ability of the academic advisor to organize the work of the supervisor and arrange 

them in a way that achieves the maximum benefit from them, and this applies to 

organizing student files, for example. 

 

Listening skill  

It is important for the academic advisor to be a good listener to students who learn about 

their opinions, ideas, suggestions and the problems they face, which enhances their self-

confidence and strengthens the relationship between the advisor and them, and thus 

enables them to extend a helping hand to them. 

 

Decision-making and problem-solving skill 

This is the skill that the academic advisor needs when listening to the views of students 

and their dialogue to identify the problems they face, so they learn from them how to 

identify the problem and develop proposals to solve it and then help them to make the 

right decisions necessary to solve it. 

 

Group counseling skill. 

This skill specializes in dealing with a group of students who share a problem such as 

ignorance of the system, academic delay or absence. Group counseling is used to shorten 

the time and to achieve other goals, including involving students in solving their 

problems, reaching results and making the right and appropriate decisions, and one of the 

methods of collective counseling is to divide students into groups so that they identify the 
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problem and dialogue in its causes and consequences, then make solutions to deal with it 

and take appropriate decisions. 

 

Time management and investment skill 

It is an important skill that includes scheduling and coordinating work, determining the 

time plan for the mentor's work, which includes registration dates, and scheduling office 

hours through which students can meet with their mentor. 

 

Third: Tasks of the Academic Advisor 

The academic advisor is responsible for following up on the student 
from the moment of their admission to the university until their 
graduation, assisting them with everything they need to ensure the 
smooth progress of the educational process. This includes ensuring the 
completion of course requirements for graduation, achieving program 
goals and outcomes. Therefore, the academic advisor must make every 
effort to achieve this goal and success by performing the following 
tasks: 

 

A. Registration of Courses: 

●  The academic advisor must be familiar with the details of the 
study plan for each academic year for the students covered by the 
counseling, as the study plan includes prerequisite and optional 
requirements. 

● Familiarity with the names of the courses in the department, their 
numbers and prerequisites. 
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● Familiarity with the dates of registration of courses and dates of 
withdrawal and addition. 

● Create a unique file for each student with a serial number in which 
all papers, documents and information related to the student's 
level are documented. 

● Informing the student at the annual university calendar, the start 
dates of teaching for the first, second, and summer semesters, 
and the dates of the exams 

● Informing the student that their failure in a particular course or 
withdrawal from it after the end of the withdrawal date does not 
make them meet the condition of the prerequisite. 

● Emphasizing on the student the need to sit for exams and the 
requirements for success in the course, and in the event that the 
student is absent from the final exam with an excuse, the student 
must be familiar with the procedures and dates for submitting the 
excuse. 

● Informing the student of the danger of their cumulative average 
falling below (2), as the student must be directed and helped to 
raise their average, remove the academic warning from them, 
and direct the student to the need to register courses within their 
plan to raise their cumulative average and remove the warning 
from them, such as registering the courses in which they failed. 

● The academic advisor must ensure that the student's graduation 
procedures are completed. 
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Chapter Four  
Duties of the Employee  

Code of Conduct and Ethics of Public Service  
 

Approved by the decision of the Council of Ministers  
 No. (555) dated 25/12/1437 AH. 
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Article VII: general Duties 
 The Employee shall: 

1- Uphold the integrity and dignity of their position, whether at work or outside. 

2- Allocate work hours for performing job duties, and work outside official hours when 

required for public interest.  

3- Execute orders from superiors accurately and faithfully within the limits of 

regulations and instructions.  

4- Perform job duties and assigned tasks actively and efficiently, observing integrity, 

honesty, accuracy, professionalism, and impartiality.  

5- Work towards the goals and objectives of the organization and achieve public 

interest above all else.  

6- Process transactions, especially those from supervisory authorities, swiftly and 

accurately within the scope of authority.  

7- Stay informed about relevant regulations, laws, and instructions related to their work 

and apply them without any violation, deviation, or neglect.  

8- Work on improving knowledge and skills through continuous training to enhance 

professional competence and effectiveness.  

9- Adhere to ethical values.  

10-  Be loyal and devoted to the state.  

11- Preserve the mission of their workplace and enhance public trust in it.  

12- Maintain workplace safety.  

13- Act objectively and impartially without discrimination.  
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14- Take responsibility inherent in their job nature and make decisions required by such 

responsibility.  

15- Maintain a good appearance appropriate to the job requirements and prevailing 

customs and traditions.  

16- Demonstrate honesty in any official investigation or legal proceeding related to their 

job duties if requested.  

17- Take appropriate measures to ensure the confidentiality of others' personal 

information, protect it from loss, access, use, modification, or disclosure without 

authorization from their superiors. 

 

Article Eight: Duties of the Employee towards the Public 
In their actions towards the public, employee shall take into account the following: 

1- Respect the rights and interests of others without exception, and deal with the public 

with respect, tact, courtesy, neutrality, impartiality and objectivity without 

discrimination. 

2- Seeking to gain the public's trust through integrity, responsiveness and proper behavior 

in all their work in accordance with the regulations and instructions. 

3- Answering the public's inquiries and questions and completing their transactions 

accurately, objectively and quickly. 

4- Care and kindness in dealing with the public, especially people with special needs, the 

elderly, women, and the sick, and providing aid and assistance. 

5- Dealing with documents and personal information of the public with complete 

confidentiality in accordance with the regulations and instructions. 
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6- Refrain from any action that negatively affects public confidence in the public office. 

 

Article Nine: Duties of the employee towards their 
superiors 

In their actions towards their superiors, the employee shall take into account the following: 

1- Executing the orders of their superiors in accordance with the administrative hierarchy, and if 

such orders are contrary to the regulations and instructions in force, they must inform their 

superior in writing. 

2- Dealing with their superiors with respect and providing them with the opinion, advice and 

experience they possess objectively and honestly in the interest of the work. 

Article Ten: Duties of the employee towards their 
colleagues 

The employee shall take into account in their actions towards their colleagues the following: 

1- Dealing respectfully, tactfully and honestly with their colleagues, maintaining a sound and 

friendly relationship with them, without discrimination, and being careful to respect their 

privacy and refrain from exploiting any information related to their private lives with the 

intention of offending. 

2- Cooperating with their colleagues and sharing their opinions with high professionalism and 

objectivity and providing them with assistance as much as possible, to solve the problems they 

face in the field of work. 
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Article Eleven: Duties of the employee towards their 
subordinates 

In their actions towards their subordinates, the employee shall take into account the following: 

1- To be a good example for their subordinates in terms of compliance with regulations 

and instructions. 

2- Developing the capabilities of their subordinates, helping them and motivating them to 

improve their performance through training and others. 

3- Transfer the knowledge and experience gained to their subordinates and encourage 

them to increase the exchange of information. 

4- Supervising their subordinates, following up on their work, evaluating their performance 

objectively, impartially, holding negligent among them accountable, and seeking to 

provide training and development opportunities for them in accordance with the 

relevant regulations and instructions. 

5- Respect the rights of their subordinates and deal with them without favoritism or 

discrimination. 

6- Instructions and directions to their subordinates should be written as much as possible. 

 

 

Prohibitions 
Article XII: General Prohibitions 

An employee shall be prohibited from the following: 

1- Misusing official authority. 

2- Exploiting influence. 
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3- Accepting or soliciting bribery or engaging in any form of corruption as stipulated in the anti-

corruption system. 

4- Forgery. 

5- Engaging in trade. 

6- Participate in the establishment of companies or accept membership of their boards of 

directors or work in them unless appointed by the government. 

7- Combining their job with the practice of another profession without obtaining a license in 

accordance with the Law. 

8- Obstructing or inciting the workflow or strike from work. 

9- Carrying out any behavior or behavior that violates the values, traditions or customs of 

society. 

10- Accepting favoritism or well-connections in the performance of work tasks and 

responsibilities, which negatively affects public confidence in public office. 

11- Participate in collective complaints or file malicious complaints against persons or entities. 

12- Collect documents, samples or personal information about any person, except within a 

regulatory framework and within the necessary business requirements. 

 

Article Thirteen:  
Employee shall be prohibited from the following: 

1- Disclosure of confidential information, documents and documents of an important, 

confidential or private nature obtained or accessed by reason of their position, even after 

the end of their service period, unless disclosure is expressly permitted under the Law. 
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2- Provide to the media or in social media any information, comment, statement or 

intervention on topics that are still under study, investigation or deliberation by the 

entity in which they work, without obtaining the prior written consent of their side. 

3- Criticize or blame the government by any means in domestic or foreign media. 

4- Publishing, issuing or signing statements or letters that oppose the State's policy or 

contradict its political systems. 

 

Article Fourteen 
Prohibitions related to public fund. 

An employee shall be prohibited from the following: 

1. Embezzlement, squandering, neglecting or disposing of public funds illegally. 

2 - Exploiting the interests of the state for their benefit or forfeiting any of its rights. 

3 - Keeping any property belonging to their employer and not handing it over after the end of its 

purpose. 

4. Use the property of the State handed over to them because of their position, for their personal 

benefit or for the benefit of other parties, unless the Law otherwise requires. 
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Article Fifteen 
Prohibitions related to gifts and privileges. 

An employee shall be prohibited from the following: 

1- Accept gifts or services offered directly or indirectly to them or any advantage that has a 

direct or indirect impact on their integrity in carrying out their job duties or that may 

affect their decisions to commit to perform or refrain from doing work. 

2- Accept any honor, decoration, gift or award from any foreign government without 

official approval. 

3- Accept any special facilities or discounts on private purchases from suppliers who have 

official transactions with their entity. 

4- Use any information obtained by virtue of their work to obtain a special service or 

treatment from any party. 

 

Employee duties and responsibilities related to the use 
of technology. 

Article Sixteen: Use of technical devices 
An employee who is provided with a computer, fax or other technical 
equipment shall: 

1- Take all measures to preserve it. 

2- Do not download programs on devices until after reviewing the competent department. 

3- Rationalize the use of these devices and ensure that they are turned off before leaving 

the workplace. 
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4- Maintain their password and confidential information in their devices and not disclose 

them to others. 

5- Use the device only for work-related purposes. 

6- Not to use the authority to access the accounts of others, for the purpose of obtaining 

private or public information or data, except for the purposes of work with official 

competence in this regard. 

Article Seventeen 
Dealing with the Internet 
An employee who has access to the Internet shall: 

1- Be committed to use of the network for work purposes and to develop their abilities and 

skills related to the nature of work. 

2- Comply with the terms and requirements of intellectual property rights for files and 

programs and observing the terms of their use license. 

3- Inform the competent department immediately when they notice any usual matter 

during the use of the network. 

4- Not to collect texts or images that contain immoral materials or any not statutory 

activity. 

5- Not upload files that are not related to the nature of their work directly, such as video 

files and multimedia files. 

6- Not use the network to attempt to access or infiltrate other networks, or irregular 

materials. 
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Article Eighteen 
Dealing with email 

An employee to whom an e-mail address is assigned shall meet the following: 

1- Do not use e-mail to create and distribute messages that are not related to their work. 

2- Not to open or resend any message received from an unknown or unexpected source, 

and not to open or collect any attached file whose source is suspected, except after 

coordination with the competent department. 

3- Not to object to the control of the entity in which they work on their e-mails by 

authorized employees. 

Conflict of interest and anti-corruption 
Article Nineteen: Conflict of Interest 

1- The employee shall disclose in writing to the management determined by their entity 

any case of conflict of interest, case or potential, before taking the decision or 

expressing it in the incident in question. 

2- The employee shall not participate in any decision that directly or indirectly affects the 

award of any contract to which one of their relatives is a party. 

3- Conflicts of interest include, but are not limited to, the following: 

1. The existence of an interest between the employee and the contracting party or the 

one that initiated the steps of contracting with their employer, whenever the 

employee has a real or potential role in that contract. 

2. The existence of a kinship up to the fourth degree between the employee and the 

person nominated for a job in their employer, when the employment depends on a 

decision or opinion from the employee. 
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Article 20: Anti-Corruption 
In order to combat corruption, an employee shall: 

1- Inform their direct supervisor in writing of any violation of the regulations and 

instructions in force that they become aware of during their work. 

2- Inform the competent authorities of any corruption they became aware of during their 

job. 

3- Cooperating with the competent authorities in administrative, financial and criminal 

investigation. 

4- Inform their direct supervisor immediately in the event of a bribe offered to them, and 

the president shall take the necessary action, prepare a report on this incident and inform 

the competent authorities thereof. 

Government Entity's Obligations towards the Employee 
Article Twenty-One 

The government entity shall: 

▪ Publish this code of conduct on its website and inform the employee about it and inform 

them that they must abide by its provisions. 

▪ Create a safe and healthy environment for the employee that meets the basic requirements 

for performing their work. 

▪ Encourage entrepreneurship and innovation and provide opportunities for employees to 

participate in making suggestions related to improving services and developing work in an 

environment of trust and common understanding. 

▪ Apply the relevant laws, regulations and decisions fairly and equitably without 

discrimination. 
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Article Twenty-Two 
Final provisions 

After the issuance of the decision to appoint them, every employee shall review the regulations 

relating to their work and this code of conduct, be familiar with them, and abide by the 

provisions contained therein when performing their duties and job responsibilities. 

Article Twenty-Three  
▪ The Personnel Department or the like shall spread awareness of the culture and principles of 

job code of conduct and public office ethics and provide all departments with a copy of this 

Code of conduct. 

Scholarship and training the university's administrative 
and technical employees. 

▪ It is permissible to send employees of the University of Tabuk (administrators / technicians / 

health / engineering / others in all their non-academic job categories) to obtain a degree 

(master's or doctorate). 

▪ The specialization must be among the specializations needed by the university - according to 

the advertised seats. 

▪ The study should be in courses and field training for those whose specialization requires it. 

▪ The scholarship should be for those on the sixth rank and above. 

▪ The approval of the employer (direct head - head of the entity - university vice-president) on 

the nomination for scholarship and the scholarship program shown by the acceptance 

obtained. 

▪ He/She must not have been disciplined during the last four years, or a final judgment has been 

issued against them for a crime involving moral turpitude. 
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▪ The candidate must sign a written undertaking to work at the university for a period not less 

than the scholarship period, and that obtaining the qualification does not oblige the university 

to appoint him/her to an academic position. 

▪ The scholarship period for each stage should be according to the training and scholarship 

regulations. 

▪ The duration of the scholarship shall be calculated from the years of service in the event that 

he/she obtains the qualification according to the civil service regulations based on Article (38) 

of the Scholarship and Training Regulations for University Employees. 

 
Rules Governing the Scholarship of University Employees 
▪ To be a Saudi national. 

▪ He/She should not exceed 45 years of age and the University Council may make an exception 

to this condition. 

▪ His/Her general grade in the university degree or its equivalent should not be less than (good) 

▪ He/She must have spent in the service of the university for a period of not less than two years 

from the date of the appointment, with the exception of doctors who may be sent after 

completing one year from the date of their appointment. 

▪ There should be a direct relationship between the specialization to which he/she will be sent 

to and the nature of the work he/she is prepared to do. 

▪ The job performance evaluation for the last two years should not be less than very good. 

▪ To have an acceptance from a scientifically recognized scientific institution. 

▪ To accompany the female scholar student abroad a guardian throughout the scholarship 

period. 
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ررقلما م,وقت ةناب#سا  
 

ررقلما م,وقت ةناب#سا  

Course Evaluation Survey (CES) 
ةبلاطلا :9خا /بلاطلا 23أ  

دعFو ،ھتاكربو الله ةمحرو مكيلع ملاسلا : 

 ةقدب هاندأ ةقفرلما ةناب#سلاا تارقف نع ةباجلإا للاخ نم كلذو ،ررقلما Y3 ملعتلاو ميلعتلا ةدوج نع مكاضر ىدم نع يأرلا ءادبإ اندعسKف              

 مكتاباجإ نأب امًلع ،ةیوبرتلاو ةيميلعتلا تاجايتحلاا :nلتو ،اعًم انتاعلطتب ءاقترلاا اklأش نم ةفاضإ وأ ليدعg يأب بحرن اننأ امك .ةيعوضومو ةيقادصمو

ةماتلا ة,رسلاب طاحت فوس . 
لاوأ

ً
ةماع تامولعم :  

First: General Information 

ةيل#لا : 

   Faculty 
 

جمان12لا مسا  

Program 
 

AB@اردلا ماعلا : 

Academic Year 
 

هزمرو ررقلما مسا  

Course title and code 
 

سRSTا : 

Gender 
 

AB@اردلا لصفلا  

Semester  
 

 
 

ايناث
ً

ةملاع عضوب ةيلاتلا تارقفلا نع ةباجلإاب لضفتلا وجرن : كيأر نع ��ع� يذلا راي��ا تحت (√)   :كتقفاوم ةجردل تاtوتسم ةسمخ كانn نأ ةظحلام عم .

ادج ةفيعض ،)2( ةفيعض ،)3( ةطسوتم ،)4( ةy2بك ،)5( ادج ةy2بك  (1). 

Second: Place a checkmark (√) next to the choice that best represents your opinion about the following statements. 

 م
دونبلا  

Items 

ةقفاولما ةجرد  

 قفاوأ

ةدش'  

Strongl
y agree 

قفاوأ  

agree 

دكأتم -,غ  

Not 
sure 

قفاوأ لا  

Disagree 

 قفاوأ لا

ةدش'  

Strongl
y 

disagre
e 

 Questions about the start of the course 5 4 3 2 1 ررقلما ةسارد ةيادبب ةصاخ دونب

1 

 تامولعملا كلذ يف امب( يل ةبسنلاب ةحضاو ررقملل ةیساسلأا طوطخلا تناك
 The course outline (including the )اھریوطتل ررقملا ممص يتلا تاراھملاو

knowledge and skills the course was designed to develop) was 
made clear to me. 

     

2 

 متی يتلا تابجاولا كلذ يف امب( يل ةبسنلاب ةحضاو ررقملل حاجنلا تابلطتم تناك
 The things I had to do to succeed in )مییقتلا تاكحمو ،اھیلع ءانب مییقتلا

the course, including assessment tasks and criteria for 
assessment, were made clear to me. 

     

3 

 ةیبتكملا تاعاسلا كلذ يف امب( يل ةبسنلاب ةحضاو ررقملا يف يتدعاسم رداصم تناك
 Sources of help for me during the )عجارملاو ،سیردتلا ةئیھ وضعل

course including faculty office hours and reference material were 
made clear to me. 

     

 Questions about what happened during the 5 4 3 2 1 ررقلما y2س� ةصاخ دونب
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course 

4 
 ررقملل ةیساسلأا طوطخلا عم ةقستم اھؤادأ ينم بلط يتلا ءایشلأاو ررقملا ذیفنت ناك

The conduct of the course and the things I was asked to do were 
consistent with the course outline. 

     

5 

 تارضاحملا أدب :لثم( لماك لكشب ررقملا ءاطعإبً امزتلم سیردتلا ةئیھ وضع ناك
 داوملل دیجلا دادعلإا ،مئاد لكشب سیردتلا ةئیھ وضع دجاوت ،ددحملا تقولا يف
 My instructor(s) were fully committed )اذكھو ،سیردتلا يف ةدعاسملا

to the delivery of the course. (E.g.  classes started on time, 
instructor always present, material well prepared, etc) 

     

6 
 ررقملا ىوتحمب لماك ماملإ ررقملا اذھ میدقتب موقی يذلا سیردتلا ةئیھ وضع ىدل

My instructor(s) had thorough knowledge of the content of the 
course. 

     

 My ةیبتكملا تاعاسلا للاخ ةدعاسملل ادعتسم سیردتلا ةئیھ وضع ناك 7
instructor(s) were available during office hours to help me. 

     

 My instructor(s) were   .ھسیردتب موقی املً اسمحتم سیردتلا ةئیھ وضع ناك 8
enthusiastic about what they were teaching 

     

 My instructor(s) cared يمدقت ىدمبً امتھمو يل انیعم سیردتلا ةئیھ وضع ناك 9
about my progress and were helpful to me. 

     

1

0 

 ،عجارملا ،تاصیخلتلا ،ةءورقملا صوصنلا( ً،ادیفمو اثیدح ررقملا يف مدقی ام لك ناك
 ،Course materials were of up to date and useful (Texts )اھھباش امو

handouts, references etc.) 

     

1

1 

 The .اھیلإ جاتحأ ىتم ةرفوتم ررقملا اذھ اھبلطتی يتلا رداصملا عیمج تناك
resources I needed in this course (textbooks, library, computers 

etc.) were available when I needed them. 

     

1

2 

 In this course ررقملا اذھ يف يمیلعت معدل ةینقتلل لاعف مادختسا كانھ ناك
effective use was made of technology to support my learning 

     

1

3 

 In this ررقملا اذھ يف ةصاخلا يراكفأ ریوطتو ةلئسلأا ءاقللإً اعیجشت تدجو
course I was encouraged to ask questions and develop my own 

ideas 

     

1

4 

 In this course I ررقملا اذھ للاخ يدنع ام لضفأ میدقت ىلع اعیجشت تدجو 
was inspired to do my best work 

     

1

5 

 يتلا يتاراھمو يفراعم ریوطت يف ررقملا اذھ يف ينم تبلط يتلا ءایشلأا تدعاس
 The things I .)اذكھو /لماعملا /ةیفصلا ةطشنلأا :لثم( اھمیلعت ىلإ ررقملا فدھی

had to do in this course (class activities, assignments, laboratories 
etc) were helpful for developing the knowledge and skills the 

course was intended to teach. 

     

1

6 

 ررقملل ةصصخملا ةدمتعملا تاعاسلا ددع عم ةبسانتم ررقملا اذھ يف لمعلا ةیمك تناك
The amount of work I had to do in this course was reasonable for 

the credit hours allocated 

     

1

7 

 Marks بسانم تقو للاخ ررقملا اذھ يف تارابتخلااو تابجاولا تاجرد يل تمدق
for assignments and tests in this course were given to me within 

reasonable time 

     

1

8 

 Grading of my tests andً ابسانموً لاداع يتارابتخاو يتابجاو حیحصت ناك
assignments in this course was fair and reasonable 

     

1

9 

 The )مسقلا( جمانربلاب ىرخلأا تاررقملاو ررقملا اذھ نیب ةلصلا يل تحضّوُ
links between this course and other courses in my total program 

were made clear to me 

     

 Evaluation of the Course 5 4 3 2 1 ررقلما مtوقت
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2

0 

 What I learned in this courseً لابقتسم ينیدفیسو مھم ررقملا اذھ يف ھتملعت ام
is important and will be useful to me. 

     

2

1 

 ظفح نمً لادب تلاكشملا لحو ریكفتلا ىلع يتاردق نیسحت ىلع ررقملا اذھ يندعاس
 This course helped me to improve my ability to think طقف تامولعملا

and solve problems rather than just memorize information. 

     

2

2 

 This course .قیرفلا حورب لمعلا يف يتاراھم نیسحت ىلع ررقملا اذھ يندعاس
helped me to develop my skills in working as a member of a 

team. 

     

2

3 
 This course ةیلعافب لصاوتلا ىلع يتاردق نیسحت ىلع ررقملا اذھ يندعاس

improved my ability to communicate effectively. 

     

 Overall Evaluation 5 4 3 2 1 ماعلا مtوقتلا

2

4 
 Overall, I am satisfied ررقملا اذھ ةدوج ىوتسم نع ماع لكشب اضرلاب رعشأ

with the quality of this course. 

     

 

 :نyيتلآا نyلاؤسلا نع ةباجلإاب مركتلا لمآ :اثلاث

Thirdly, I respectfully request that you respond to the following two questions. 

25 

 ?What did you like most about this course ؟ررقملا اذھ يف ریبك لكشب كبجعأ يذلا ام
............................................................................................................................................................................................
............................................................................................................................................................................................

................................................................................................................................... 

26 

 ?What did you dislike most about this course ؟ررقملا اذھ يف ریبك لكشب كبجعی مل يذلا ام

............................................................................................................................................................................................

............................................................................................................................................................................................
................................................................................................................................... 

27 

 ?What suggestion(s) do you have to improve this course ؟ررقملا اذھ نیسحتل كیدل يتلا تاحارتقلاا ام

............................................................................................................................................................................................

............................................................................................................................................................................................
................................................................................................................................... 
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بلاطلا ة23خ ةناب#سا  
 

 بلاطلا ة��خ ةناب#سا

Student Experience Survey (SES ( 
 ةبلاطلا :9خا /بلاطلا 23أ

 :دعFو ،ھتاكربو الله ةمحرو مكيلع ملاسلا

 امك .ةيعوضومو ةيقادصمو ةقدب هاندأ ةقفرلما ةناب#سلاا تارقف نع ةباجلإا للاخ نم كلذو ،جمانربلا ةدوج نع مكاضر ىدم نع يأرلا ءادبإ اندعسKف

 .ةماتلا ة,رسلاب طاحت فوس مكتاباجإ نأب امًلع ،ةیوبرتلاو ةيميلعتلا تاجايتحلاا :nلتو ،اعًم انتاعلطتب ءاقترلاا اklأش نم ةفاضإ وأ ليدعg يأب بحرن اننأ

لاوأ
ً

 ةماع تامولعم :

First: General Information 

   Faculty ةيل#لا
 جمان12لا مسا

program 
 

 AB@اردلا ماعلا

Academic Year 
 

 هزمرو ررقلما مسا

Course title and code 
 

  ABsemester@اردلا لصفلا  Gender سRSTا
 
 

ايناث
ً

 :كتقفاوم ةجردل تا,وتسم ةسمخ كان� نأ ةظحلام عم .كيأر نع ��ع� يذلا راي��ا تحت(√( ةملاع عضوب ةيلاتلا تارقفلا نع ةباجلإاب لضفتلا وجرن :

 .)1( ادج ةفيعض ،)2( ةفيعض ،)3( ةطسوتم ،)4( ة��بك ،)5( ادج ة��بك

Second: Place a checkmark (√) next to the choice that best represents your opinion 

about the following statements. 

 م
 دونبلا

Items 

 ةقفاولما ةجرد

 قفاوأ

 ةدش'

Strongl
y agree 

 قفاوأ

agree 

 دكأتم -,غ

Not 
sure 

 قفاوأ لا

Disagree 

 قفاوأ لا

 ةدش'

Strongl
y 

disagre
e 

 Advice and Support 5 4 3 2 1 معدــلاو ةروــــشملا

1 

 نأ لبق )اھجمارب( اھماسقأو ةعماجلاب ةصاخلا تامولعملا دجأ نأ ىلع لھسلا نم ناك
 .اھیف لجسأ

 It was easy to find information about the institution and its 
programs before I enrolled at this institution for the first time. 

     

2 
 نیدجتسملا ةبلطلل دعملا ةئیھتلا جمانرب يندعاس ،ةعماجلا هذھ يف تأدب امدنع

 When I first started at this institution, the orientation program 
for new students was helpful for me. 

     

3 

 يتساردب قلعتی امیف ةروشملا ىلع لوصحلل ةعماجلا هذھ يف ةیفاك صرف كانھ
 .ينھملا يلبقتسمو

 There is sufficient opportunity at this institution to obtain advice 
on my studies and my future career. 

     

  ةءافك تاذو ةلھس تاررقملل لیجستلا تاءارجإ 4
 Procedures for enrolling in courses are simple and efficient. 

     

 Learning Resources and Facilities 5 4 3 2 1 ملعـــتلا تازیھجتو رداصم
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5 

 ةباذج )اذكھو ،لماعملاو ،تارضاحملا تاعاق كلذ يف امب( ةیساردلا لوصفلا
  .ةحیرمو

Classrooms (including lecture rooms, laboratories etc.) are 
attractive and comfortable. 

     

  .يتاجایتحا يفكت ةبلطلل ةصصخملا بوساحلا تازیھجتو قفارم 6
Student computing facilities are sufficient for my needs. 

     

 The library staff are helpful كلذل جاتحأ امدنع ةبتكملا وبوسنم يندعاسی 7
 to me when I need assistance. 

     

8 
 ةبتكملاب يل ةحاتملا ةیمیلعتلا داوملا رادقمو ةدوج نع اضرلاب رعشأ

 I am satisfied with the quality and extent of materials available 
for me in the library. 

     

 ةمئلام تاقوأ يف اھباوبأ ةبتكملا حتفت 9
 The library is open at convenient times. 

     

10 
 )ةیھیفرتلاو ةیضایرلا ةطشنلأا كلذ يف امب( ةیجھنملالا ةطشنلأل ةحاتم قفارم كانھ

Adequate facilities are available for extracurricular activities 
(including sporting and recreational activities) 

     

11 
 ةینیدلا رئاعشلا ءادلأ ةعماجلاب ةحاتم ةبسانم قفارم كانھ

 Adequate facilities are available at this institution for religious 
observances. 

     

 Evaluation of my Learning 5 4 3 2 1 ھیلع تلصح يذلا میلعتلا میوقت

12 
 Most ةلاعف ةروصب يمدقت ىدمب مھعم لماعتأ نیذلا سیردتلا ةئیھ ءاضعأ مظعم متھی

of the faculty with whom I work at this institution are genuinely   
Interested in my progress. 

     

 ةبلطـلل مھتلماعم يف نولداع ةعماجلاب سیردتلا ةئیھ 13
 Faculty at this institution are fair in their treatment of students 

     

14 
 ىلعو ةدیدجلا راكفلأا ةسارد ىلع اھب فلكأ يتلا تابجاولاو تاررقملا ينعجشت
 My courses and assignments encourage me to .يئارآ نع ریبعتلا

investigate new ideas and   express my own opinions. 

     

15 
 .ةیداعلا ریغو ةدجتسملا تلاكشملا لحو ةسارد ىلع يتردق جمانربلا يف يتسارد دیزت

As a result of my studies my ability to investigate and solve new 
and unusual   problems increasing. 

     

16 

 اھنع ریبعتلاو اھجئاتنو ثاحبلأا ةغایص ىلع يتردق جمانربلا يف يتسارد يمنت
 .ةلاعف ةروصب

 My ability to effectively communicate the results of 
investigations I undertake   is improving as a result of my studies. 

     

17 
  ملعتلا نم دیزملا ىلع ھب سردأ يذلا )مسقلا( جمانربلا ينزفحی

My program of studies is stimulating my interest in 
further learning. 

     

18 
 .يفیظولا يلبقتسمل ةبسنلاب ةریبك ةیمھأ اھبستكأ يتلا تاراھملاو فراعملا لكشت

The knowledge and skills I are learning will be valuable for my 
future career. 

     

 I am learning to ةیعامجلا ةطشنلأا عم لاعف لكشب لمعأ فیك ملعتأ 19
 work effectively in group activities. 

     

        Overall Evaluation ماعلا میوقتلا

 .ةعماجلا هذھ يف ةیبلاطلا ةایحلا نع ماع لكشب اضرلاب رعشأ 20
 Overall, I am satisfied with my life as a student at this institution. 

     

 

 :ةیلاتلا ةلئسلأا نع ةباجلإاب مركتلا لمآ :اثلاث
Thirdly, I respectfully request that you respond to the following questions. 

 ?What did you like most about your studies at this institution ؟ةعماجلا هذھ يف كتسارد صخی امیف كبجعأ ءيش رثكأ ام 21
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............................................................................................................................................................................................

............................................................................................................................................................................................
................................................................................................................................... 

22 

 ?What did you dislike most about your studies at this institution ؟ةعماجلا هذھ يف كتسارد صخی امیف كبجعی مل ءيش رثكأ ام

............................................................................................................................................................................................

............................................................................................................................................................................................
................................................................................................................................... 

23 

 What suggestions do you have for improvements in ؟ةعماجلا هذھ يف ھب تسرد يذلا )مسقلا( جمانربلا نیسحتل كیدل يتلا تاحارتقلاا ام
your program at this institution? 

............................................................................................................................................................................................

............................................................................................................................................................................................
................................................................................................................................... 
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 جمان0/لا م,وقت ةناب#سا
 

 
 جمان��لا م,وقت ةناب#سا

Program Evaluation Survey (PES) 
 ةبلاطلا :9خا /بلاطلا 23أ

 :دعFو ،ھتاكربو الله ةمحرو مكيلع ملاسلا

 .ةيعوضومو ةيقادصمو ةقدب هاندأ ةقفرلما ةناب#سلاا تارقف نع ةباجلإا للاخ نم كلذو ،جمان��لا ةدوج نع مكاضر ىدم نع يأرلا ءادبإ اندعسKف              

 ة,رسلاب طاحت فوس مكتاباجإ نأب امًلع ،ةیوبرتلاو ةيميلعتلا تاجايتحلاا :nلتو ،اعًم انتاعلطتب ءاقترلاا اklأش نم ةفاضإ وأ ليدعg يأب بحرن اننأ امك

 .ةماتلا
لاوأ

ً
 ةماع تامولعم :

First: General Information 

   Faculty ةيل#لا
 جمان12لا مسا

program 
 

 AB@اردلا ماعلا

Academic Year 
 

 هزمرو ررقلما مسا

Course title and code 
 

  ABsemester@اردلا لصفلا  Gender سRSTا
 
 

ايناث
ً

 :كتقفاوم ةجردل تا,وتسم ةسمخ كان� نأ ةظحلام عم .كيأر نع ��ع� يذلا راي��ا تحت(√( ةملاع عضوب ةيلاتلا تارقفلا نع ةباجلإاب لضفتلا وجرن :

 .)1( ادج ةفيعض ،)2( ةفيعض ،)3( ةطسوتم ،)4( ة��بك ،)5( ادج ة��بك

Second: Place a checkmark (√) next to the choice that best represents your opinion 

about the following statements. 

 م
 دونبلا

Items 

 ةقفاولما ةجرد

 قفاوأ

 ةدش'

Strongl
y agree 

 قفاوأ

agree 

 دكأتم -,غ

Not 
sure 

 قفاوأ لا

Disagree 

 قفاوأ لا

 ةدش'

Strongl
y 

disagre
e 

 Help and Support for my Learning 5 4 3 2 1 يمیلعـتل امدق ناذللا معدلاو ةدعاسملا

1 
 جمانربلاب يتسارد ةرتف للاخ بسانملا ينھملاو يمیداكلأا داشرلإا يل حیتأ

Adequate academic and career counselling was available for me 
throughout the program. 

     

2 
 The .مھیلإ ثدحتلل جاتحأ تنك امدنع ةروشملاو داشرلإل ةحاتم سیردتلا ةئیھ تناك

instructors were available for consultation and advice when I 
needed to speak with them. 

     

 The يدنع ام لضفأ میدقت ىلع مسقلاب سیردتلا ةئیھ عیجشتب ىظحأ تنك 3
instructors in the program inspired me to do my best. 

     

 The instructors in the يلامعأ لكل ةعجار ةیذغت مسقلاب سیردتلا ةئیھ يل تمدق 4
program gave me helpful feedback on my work. 
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5 
 The اھنوسردی يتلا تاررقملا ىوتحمب ةریبك ةفرعم مسقلاب سیردتلا ةئیھ ىدل

instructors in the program had thorough knowledge of the content 
of the courses they taught. 

     

 The instructors were .لمعلل ةسمحتم مسقلاب سیردتلا ةئیھ تناك 6
enthusiastic about the program. 

     

 The instructors cared about the يمدقـت ىدمب سیردتلا ةئیھ تمتھا 7
progress of their students. 

     

 Resources to Support my Learning 5 4 3 2 1 يمیلعت معدب ةصاخلا رداصملا

 Study materials in ةدیفمو ةثیدح تاررقملاب ةدعاسملا ةیساردلا داوملا تناك 8
courses were up to date and useful. 

     

 Library resources اھیلإ تجتحا ىتم يل ةحاتمو ةبسانم ةبتكملا رداصم تناك 9
were adequate and available when I needed them. 

     

10 
 ةدوجلاب )تاربتخملا /لماعملا /تارضاحملا( تاعاقلا تازیھجت تمستا

Classroom facilities (for lectures, laboratories, tutorials etc) were 
of good quality. 

     

 Student computing facilities .يتاجایتحلا ةیفاك بوساحلا تازیھجت تناك 11
were sufficient for my needs. 

     

12 

 ةصاخلا تازیھجتلا كلذ يف امب( ةیجھنملالا ةطشنلأل ةبسانملا تازیھجتلا ترفوت
 Adequate facilities were available for )ھیفرتلاو ةضایرلاب

extracurricular activities (including sporting and recreational 
activities). 

     

 Adequate facilities were .ةینیدلا رئاعشلا ءادلأ ةبسانم قفارم كانھ 13
available for religious observances. 

     

14 

 Field يتاراھم ریوطت يف ةلاعف )زایتملاا ةنس وأ( ينادیملا بیردتلا جمارب تناك
experience programs (internship, practicum, cooperative 
training) were effective in developing my skills (Omit this item 

if not applicable to your program) 

     

 Evaluation of my Learning 5 4 3 2 1 ھیلع تلصح يذلا میلعتلا میوقت

 What I have learned يلبقتسملً امھم نوكیس )مسقلا( جمانربلا اذھ يف ھتملعت ام 15
in this program will be valuable for my future. 

     

16 

 ثیدحت يف رارمتسلاا يف يعسلل يدل يفاكلا مامتھلاا ریوطت يف جمانربلا يندعاس دقل
 The program has helped me to يتسارد لاجم يف دجتسی امبسح يتامولعم

develop sufficient interest to want to continue to keep up to date 
with new developments in my field of study. 

     

 The program ةدجتسملا تلاكشملا لحو ءاصقتسا ىلع يتاردق جمانربلا روط دقل 17
has developed my ability to investigate and solve new problems. 

     

 The program has تاعومجملا عم ةیلعافب لمعلا ىلع يتاردق جمانربلا روط دقل 18
improved my ability to work effectively in groups. 

     

 The program has ةیلعافب لصاوتلا يف يتاراھم جمانربلا نسح دقل 19
improved my skills in communication. 

     

20 

 ایاضقلا ةساردل ةینقتلا مادختسا يف ةیساسلأا يتاراھم ریوطت يف جمانربلا يندعاس دقل
 The program has helped me to develop good جئاتنلا نع ریبعتلاو

basic skills in using technology to investigate issues and 
communicate results. 

     

21 
 I have اھترتخا يتلا يتنھمل ةمزلالا يتاراھمو يفراعم جمانربلا روط دقل

developed the knowledge and skills required for my chosen 
career. 

     

        Overall Evaluation ماعلا میوقتلا
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 Overall, I am جمانربلا اذھ ةدوج ىوتسم نع ماع لكشب اضرلاب رعشأ 22
satisfied with the quality of this course. 

     

 

 :ةیلاتلا ةلئسلأا نع ةباجلإاب مركتلا لمآ :اثلاث
Thirdly, I respectfully request that you respond to the following questions. 

23 

 ?What did you like most about your studies at this institution ؟ةعماجلا هذھ يف كتسارد صخی امیف كبجعأ ءيش رثكأ ام
............................................................................................................................................................................................
............................................................................................................................................................................................

................................................................................................................................... 

24 

 ?What did you dislike most about your studies at this institution ؟ةعماجلا هذھ يف كتسارد صخی امیف كبجعی مل ءيش رثكأ ام

............................................................................................................................................................................................

............................................................................................................................................................................................
................................................................................................................................... 

25 

 What suggestions do you have for improvements in ؟ةعماجلا هذھ يف ھب تسرد يذلا )مسقلا( جمانربلا نیسحتل كیدل يتلا تاحارتقلاا ام
your program at this institution? 

............................................................................................................................................................................................

............................................................................................................................................................................................
................................................................................................................................... 
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 CDيداAلأا داشرلإا لوح بلاطلا ءارآ علاطتسا ةناب#سا
 

يمیداكلأا داشرلإا لوح بلاطلا ءارآ علاطتسا ةنابتسا  
Student Survey on Academic Counselling 

 :ة,لا'لا ي+خأ / (لا'لا يخأ
 :دعبو ،ھتاكربو الله ةمحرو مكيلع ملاسلا

ف
َ

 ،}zيداyلأا دشرلما ءادأ مييقت للاخ نم كلذو ليZnoلا تاءارجإب قلعتي اميف كيأر اdللاخ نم علطتس[ ةنابZسا كيدي نSَْبَ

ايعس
ً

اقيقحتو }zيداyلأا ىوتسلماب ءاقترلاا ��إ 
ً

 درو امّع ةباجلإاب ن�رو�شم لضفتلا مكنم لمأنف ،رمتسلما ر�وطتلا �� جمان��لا فاد�لأ 

 .ةمات ة�رس� طاحت ءارلآاو تامولعلماو تانايبلا عيمج نأب امًلع ،ةيعوضولماو ةقدلا ةاعارم عم ةلئسأ نم ا��ف

Dear Student: 
Here is a survey through which we explore your opinion and feedback regarding registration 
procedures by evaluating the academic advisor’s performance in order to enhance the academic level and 
achieve the program’s goals for continuous development. Thus, we hope you kindly answer the questions 
included therein accurately and objectively, knowing that all data, information and opinions are kept 

strictly confidential. 
 

لاوأ
ً

 ةماع تامولعم :

First: General Information 

   Faculty ةيل#لا
 جمان12لا مسا

program 
 

 AB@اردلا ماعلا

Academic Year 
 

 هزمرو ررقلما مسا

Course title and code 
 

  ABsemester@اردلا لصفلا  Gender سRSTا
 
 

ايناث
ً

 :كتقفاوم ةجردل تا,وتسم ةسمخ كان� نأ ةظحلام عم .كيأر نع ��ع� يذلا راي��ا تحت(√( ةملاع عضوب ةيلاتلا تارقفلا نع ةباجلإاب لضفتلا وجرن :

 .)1( ادج ةفيعض ،)2( ةفيعض ،)3( ةطسوتم ،)4( ة��بك ،)5( ادج ة��بك

Second: Place a checkmark (√) next to the choice that best represents your opinion 

about the following statements. 

 م
 دونبلا

Items 

 ةقفاولما ةجرد

 قفاوأ

 ةدش'

Strongl
y agree 

 قفاوأ

agree 

 دكأتم -,غ

Not 
sure 

 قفاوأ لا

Disagree 

 قفاوأ لا

 ةدش'

Strongl
y 

disagre
e 

 Advice and Support 5 4 3 2 1 معدــلاو ةروــــشملا

1.  
 : يدا�لأا داشرلإا ��ع لوص��ل يgدعاسلم ة��او ةيداشرإ تانلاعإ دجوي

  .جمان��لا Y3 بسانلما
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There are clear announcements to help me get the right academic 

counselling in the program. 

2.  
 ةيلªلل ي©و�¨كللإا عقولما ��ع : يدا�لأا داشرلإا نع ةيفا� تامولعم رفوتت 

Sufficient information about academic counselling is available on the 

faculty’s website. 

     

3.  

 ةنلعلما تاعاسلا للاخ ھبتكم Y3 : يدا�لأا دشرلما عم ةلو´س³ لصاوتلا :±نكمي

 .: يدا�لأا داشرلإل ةصص�¶او

I can easily communicate with the academic advisor in his/her office 

during the hours allocated for academic counselling. 

     

4.  

 تاءرجإ حرشل راوح ةردابم ��ع ة,راو��ا تاسل�ºا نم ةم´م ةعومجم 3¸ تحيتأ

 .اینورتكلإ : يدا�لأا دشرلما عم �3صاوت ةق,رطو ھتيم�أو : يدا�لأا داشرلإا

I had essential dialogue sessions through the Hiwar Initiative, in which 

I was introduced to the academic counselling procedures, its 

importance, and how I communicate with the academic advisor 

electronically. 

     

5.  

gا ي©دعاس�º3¸دعم باس#حا ةق,رط باعي#سا ��ع ة,راو��ا تاءاقللاو تاسل 

 .ھنKسحتل ةطخ عضوو : كا�¨لاو �3صفلا

Dialogue sessions and meetings helped me understand how my 

semester and cumulative GPA are calculated and develop a plan to 

improve it. 

     

6.  

 ةÉوقعو طباوض(: لثم ،ةعماجلا حئاولو ةمظنأ : يدا�لأا دشرلما �Ä ¸3وي

 .)..شغلا/بايغلا

The academic advisor explains the university rules and regulations, 

such as: (controls and penalties for absence/cheating...). 

 

 

     

7.  

Ílو :9ب�وم تلااجم فاش#كاب جمان��لاب : يدا�لأا داشرلإا ةدحو متÎادبÏ3 

 .اھینبتو
The Academic Counselling Unit discovers and adopts areas of my talent 

and creativity. 

     

8.  

 ضافخنا وأ ي�Òعg لاح :9ع³اتمو : عدل ةلما� ةطخ : يدا�لأا دشرلما 3¸ مدقي

 .يÕادأ لدعم

The academic advisor provides me with a complete plan to support and 

follow me up in case of low achievement and performance. 

     

       .3×وفت لاح ي�Öفحتو :9ياعرل ةلما� ةطخ : يدا�لأا دشرلما 3¸ مدقي  .9
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The academic advisor provides me with a complete plan to motivate 

me in case of high achievement. 

10.  

 صي�Ù#ل : يدا�لأا دشرلما Ø3م ا�دقع :9لا ةيدرفلا تاءاقللا نم تدفتسا

 ھيجوتلا ميدقتو ضفخنلما : يدا�لأا يÕادأ وا :ÛÜاردلا ي�Òعg بابسأ ةفرعمو

 .كلذل بسانلما :ÞÜفنلاو Ï3امتجلااو : يدا�لأا

I benefited from the individual meetings held by the academic advisor 

to diagnose and find out the reasons for my low academic performance 

and achievement and provide appropriate academic, social and 

psychological guidance. 

     

11.  
 .: يدا�لأا دشرلما انعم ا�دقع :9لا ةيعام�ºا تاءاقللا نم تدفتسا

I benefited from the group meetings held by the academic advisor. 

     

12.  
 .يF صاخ فلمب : يدا�لأا دشرلما ظفتحي

The academic advisor keeps my own file. 

     

13.  

 ةط��ا ليصافتو ةيساردلا تاررقلما ن�ب ةلصلا : يدا�لأا دشرلما 3¸ حرش�

  .جمان��لل ةيساردلا

The academic advisor explains the connection between the courses 

and the program’s study plan. 

     

14.  

 يgاردق عم ةقفاوتلما ةيساردلا تاعاسلا ليY3 gãº : يدا�لأا دشرلما ي©دعاس�

  .يعماجلا ماظنلاو

The academic advisor helps me register the credit hours compatible 

with my abilities and the university system. 

     

15.  
 جرختلا تابلطتم لامكلإ ةطخو :±مز لودج دادعإ Y3 : يدا�لأا دشرلما ي©دعاس�

The academic advisor helps me prepare a timeline and plan to complete 

the graduation requirements. 

     

16.  

 3¸ودج ديعاوم Y3 ضراعg يأ دوجو مدع نم دكأتلاب : يدا�لأا دشرلما موقي

 :ÛÜاردلا

The academic advisor makes sure that there is no conflict with my 

schedule. 

     

17.  

 يgلاكشم ل�� بسانلما ھيجوتلا 3¸ مدق,و :9ع³اتمب : يدا�لأا دشرلما موقي

  .ةیسفنلاو ةيعامتجلااو ةيميدا�لأا

The academic advisor follows up on me and provides me with 

appropriate guidance to solve my academic, social and psychological 

problems. 

     

18.  
 روض�� ھيجوتلا للاخ نم بسانلما :çلما ھيجوتلا : يدا�لأا دشرلما 3¸ مدقي

 .جمان��لا ا´مدقي :9لا ةين´لما تارودلا
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The academic advisor provides me with appropriate career guidance by 

encouraging me to attend the professional sessions offered by the 

program. 

19.  

 عم قباسلا لصفلا تاررقم è3 Y3ئاتن ةشقانم Y3 : يدا�لأا دشرلما ي©دعاس�

 .تاررقلما :ÛÜردم

The academic advisor helps me discuss my results in the previous 

semester's courses with courses instructors. 

     

20.  

اعيgÙº تدجو
ً

 لاجم Y3 يgا´جوتو يراªفأ ر,وطتل : يدا�لأا يدشرم نم 

 .:ëÜصخت

My academic advisor encouraged me to develop my ideas and 

approaches in my field. 

     

21.  
 .:ÛÜاردلا �3يصحت ��ع : يدا�لأا دشرلما رود رثؤي

The role of the academic advisor affects my academic achievement. 

     

22.  
 .مارتحاب يمیداكلأا يدشرم ينلماعی

My academic advisor treats me with respect. 

     

23.  
  .جمان��لا Y3 : يدا�لأا داشرلإا ةمدخ ىوتسم نع ماع لªش³ اضرلاب رعشأ

I am generally satisfied with the program's academic 
counselling service level. 

     

 

 :ةیلاتلا ةلئسلأا نع ةباجلإاب مركتلا لمآ ً:ایناث
Secondly, I respectfully request that you respond to the following questions. 

24 

 ؟جمانربلا Y3 ةيداشرلإاو ةيميلعتلا ةيلمعلا ر,وطتل - كرظن ة´جو نم - ةنكملما لول��او تاحا�¨قلاا ام

What are the suggestions and possible solutions - from your point of view - to develop the 
educational and counselling process in the program? 
............................................................................................................................................................................................
............................................................................................................................................................................................

................................................................................................................................... 

24 

 ؟جمان��لا Y3 : يدا�لأا داشرلإا Y3 ��بك لªش³ كبïºأ يذلا ام

What did you like most about the academic counselling in the program? 

............................................................................................................................................................................................

............................................................................................................................................................................................
.................................................................................................................................. 

25 

 ؟جمان��لا Y3 : يدا�لأا داشرلإا Y3 ��بك لªش³ كب�ñº مل يذلا ام

What did you dislike so much about academic counselling in the program? 
............................................................................................................................................................................................
............................................................................................................................................................................................

.................................................................................................................................. 
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Related Evidence 

No. Guide Link 

 Executive rules for faculty grievances at the 

University of Tabuk. 

https://www.ut.edu.sa/ar/Faculties/educati
on-and-arts/ Documents.pdf 

 Code  of  Conduct  and Ethics of the  Public 

Service 

 

https://www.ut.edu.sa/ar/Faculties/edu

cation-and-arts/ 

https://www.ut.Edu.sa/en/Faculties/edu

cation-and-

arts/Documents/Evidence/Code of 

Conduct and Ethics  of Public  Service 

.pdfDocuments/Evidence/.pdf 

 Faculty and Staff Guide – University of 

Tabuk  

https://www.ut.edu.sa/ar/Faculties/univ

ersity-branch-in-taymaa/ Documents 

 Professional development for faculty and 

staff 

https://www.ut.edu.sa/ar/Deanship/qua

lity-and-

development/Pages/default.aspx 

 Training Kits https://www.ut.edu.sa/ar/Deanship/qua

lity-and-development/Training-

bags/Pages/default.aspx 
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 Excellence Award  https://www.ut.edu.sa/ar/Deanship/qua

lity-and-development/Excellence-

Award/Pages/default.aspx 

 Forms and Guides of the Deanship of 

Scientific Research, including the 

establishment of directed research groups, 

research funding program. 

https://www.ut.edu.sa/ar/Deanship/scie

ntific-research/Pages/default.aspx  

 Non-Saudi Employment Regulations  https://www.cua.gov.sa/ 
regulations%D8%AF%D9%8A%D9%8A%D9%

86/ 

 Development and Quality Forms  https://www.ut.edu.sa/ar/Deanship/qua

lity-and-

development/Pages/default.aspx  

 Guides and Regulations of the Vice Presidency for 

Graduate Studies and Scientific Research, 

including the Scholarship Regulations 

https://www.ut.edu.sahttps://www.ut.e

du.sa/ar/administration/vrgssr/Pages/de

fault.aspx/en/administration/vrgssr/Pag

es/default.aspx 

 Conditions for scholarship and training of the 

university's administrative and technical 

employees 

https://www.ut.edu.sa/ar/Deanship/hu

man-resource/Pages/scholarship-

system.aspx  

 


