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Annex A 
(extracts from NCAAA NQF) 

 
Guide to writing Program Specifications 

 
 
1. Introduction  

This guide is aimed at those staff who are engaged in writing program 
specifications. It encapsulates much of the custom and practice that has 
developed over recent years. The University seeks to provide a single, 
definitive source, to all stakeholders, of each validated program which is 
offered by the Colleges. For those programs which are designed, validated 
and delivered by the Colleges, the NCAAA Program Specification Template 
provides the structure within which the definitive document is created and 
held. The program specification, once validated and approved, will be hosted 
on the University’s Intranet. 

2. Writing a program specification 

This guide is designed for staff in the Colleges to produce program and 
course specifications, based on the NCAAA Program Specification 
Template. Staff should also refer to the guidance from the NCAAA and any 
PSRB. They may also refer, for guidance purposes only, to the more 
specialist information available from the QAA subject benchmarks. The key 
NCAAA document on writing a program specification is located at: 

http://www.ncaaa.org.sa/english/aproductfront.aspx 

This is supported by the structure of the national qualifications framework 
located at the following URL: 

http://www.ncaaa.org.sa/siteimages/ProductFiles/29_Product.pdf 

Recognising that the program specifications, including the course 
specifications, are designed for all stakeholders (validation panels, 
employers, students, teaching staff etc) the requirement to write clear and 
explicit information. In particular, the way in which the College intends to 
assess the achievement of the stated learning outcomes is central to this 
approach. 

The program specification should address issues emerging from key 
University and College policies and strategies such as the Learning, 

http://www.ncaaa.org.sa/english/aproductfront.aspx
http://www.ncaaa.org.sa/siteimages/ProductFiles/29_Product.pdf
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Teaching and Assessment Strategy. It is important to recognise that the only 
outcomes that should be specified are those that can be delivered (and that 
be demonstrated and assessed). Hence it is important to make sure that the 
assessment methods chosen and the marking criteria applied all relate to the 
outcomes specified. Being able to determine the extent to which a learner 
has achieved the outcomes is a direct result of this approach. Across a whole 
program, a range of assessment methods are likely to operate, so it is 
important that an overall assessment approach is established to ensure that 
the component parts operating through individual courses achieve this 
overarching approach. 

The NCAAA lists a range of suggestions for inclusion in a program 
specification, and the Program Specification Template has been designed to 
deliver those suggestions, but includes some University specific information 
to assist in the management of information, such as version control and 
validation dates. 

3. Principal Elements in the Qualifications Framework 

The principal elements in the framework are: 
•Levels Levels numbered and linked to qualification titles to describe the 

increasing intellectual demand and complexity of learning expected as 
students progress to higher academic awards. 

•Credits Points allocated to describe the amount of work or volume of 
learning expected for an academic award or units or other components of 
a program. 

•Domains of Learning The broad categories of types of learning outcomes 
that a program is intended to develop. 

Comments on how these elements are used in the Framework are provided 
below 

3.1 Levels 
The qualifications framework begins at an entry level, which is the successful 
completion of secondary education, and culminates with the degree of 
doctor. Higher doctorates, postdoctoral studies, and honorary degrees are 
not included in the framework but reference is made to conventions about 
these programs and degree titles. 

The levels in the framework are: 
• Entry. Completion of secondary education. 
• Level 1. Associate Diploma 
• Level 2. Diploma 
• Level 3. Bachelor 
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• Level 4. Higher Diploma 
• Level 5. Master 
• Level 6. Doctor 
 
(Note.1 Although not identified as a separate level the title Advanced 
Diploma can be used for programs between Levels 2 and 3 provided there 
are at least 90 credit hours in higher education over three years or more of 
full time study or equivalent. 
Note 2. Alternative titles for a Higher Diploma that can be used are Graduate 
Diploma or Post graduate Diploma) 

Satisfactory completion of studies at any level does not necessarily qualify a 
person to enter studies at the next level. Entry requirements may be set 
based on grades or other criteria to ensure that applicants have a reasonable 
chance of successfully undertaking the more advanced and complex studies 
leading to a higher qualification. 

3.2 Credit Hours 
The number of credits or credit hours assigned to a course or program is an 
indication of the amount of learning expected. Common practice in the 
Kingdom of Saudi Arabia is to relate this expectation to the number of contact 
hours in different types of learning activity (e.g. lectures, tutorials, 
laboratories). For the purposes of this Framework 15 credit hours is taken as 
a measure of the amount of teaching and instruction normally expected for a 
full time student at undergraduate levels in a semester and 30 credit hours 
in an academic year. Credit hour calculations are based on a formula in which 
one 50 minute lecture, or two or three 50 minute laboratory or tutorial 
sessions over a 15 week teaching semester are regarded as one credit hour. 

A minimum of 30 credit hours is required for an associate diploma, 60 credit 
hours (or two years of study) for a diploma and a minimum of 120 credit hours 
for a bachelor degree. At postgraduate levels additional studies with either 
24 or 39 credit hours are required for a master’s degree and 12 or 30 credit 
hours are required for a doctorate depending on the scale of a thesis or major 
project. 
 
However these are only approximate measures of learning expected and 
different patterns of instruction can lead to distortions (for example if one 
course involves a lot of contact in lectures and another relies more on 
assignments and projects. An unrealistically high number of contact hours 
will not necessarily result in greater learning and strict application of the credit 
hour formula may overstate the amount of learning that can be expected. For 
the purposes of this qualifications framework and the accreditation and 
quality reviews conducted by the National Commission for Academic 
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Accreditation & Assessment, 18 credit hours is the maximum that can be 
recognized for studies in any one semester. This reflects the concept that a 
student following a normal 'diet' of course (15 credit hours in a semester) 
should be spending roughly 40 hours a week or 8 hours for each of the 
working days on their studies in total. A program of study which requires a 
significantly higher number of credits hours to be studied in a semester, is 
therefore expecting significantly more than 40 hours of total study time, which 
is unrealistic. 
 
As a guide to the program design team, and to course designers, the above 
paragraph can be shown in the following steps: 
 

 15 credit hours per semester is the norm (NCAAA) as a full-time 
student 

 Internationally the expectation is that full-time students ‘do’ 40 hours 
a week in total, including contact time 

 A semester is roughly 15 weeks long 
 Hence a student ‘earns’ about 1 credit hour a week 
 A course which is 1 credit hour therefore needs about 40 hours of 

student effort, in total, i.e. about 3 hours a week… on average !!!! 
 
Remember, this is not an exact science, but gives the broad framework within 
which program and course design can take place. So in the example of a 1 
credit hour course, if that had 1 hour of lecture a week, then on average 
across the semester the student should be expected to undertake another 2 
hours of work. That work will including personal study time on the course, 
plus assessment and examination time. So, as an indicative guide, the 40 
hours is the total effort, including contact time, which is expected. So when 
designing assessments and self-study activities, this framework should be 
used as a reference point. 

Practice in defining credit requirements for academic study varies in different 
countries. 

In making comparisons with requirements for qualifications in other countries 
account must be taken of the different numbering systems that are 
sometimes used. For example in the United Kingdom 120 credit points are 
allocated as a learning outcome measure for the amount of learning at 
undergraduate level expected to be acquired by an average student in one 
academic year. In the European Credit Transfer System 60 credits are 
allocated for the equivalent of one full time academic year of study. In the 
USA the numbering system is similar to that used in the Kingdom of Saudi 
Arabia with 30 credit hours normally allocated for one full time academic year 
at undergraduate level. 
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Throughout the world there is increasing attention to learning outcomes 
expressed in terms of skills and abilities rather than periods of study, and 
greater flexibility in credit transfer and recognition of prior learning. These 
trends are understood and supported. However, the mechanisms for 
implementing them on a system wide basis are not yet sufficiently developed 
to replace reliance on numbers of credit hours or years of study. 
Consequently, the descriptions of requirements for particular awards include 
reference to credit hours and normally expected years of study. Peer review 
processes by independent reviewers to monitor programs and student 
achievement are required to validate judgments about standards of 
achievement. 

The length of bachelor degree programs (and the number of credit hours or 
credit points given) may differ for programs with the same or similar titles. 
For example a program leading to a degree of bachelor may be four or five 
(or even six) years in length depending on the amount of learning expected. 
A similar period of study in different programs could lead to a bachelor and a 
master degree, but only if the study for the master degree component was 
taken at the more advanced level required for that degree. The title is based 
on the level or complexity of learning rather than just the time taken. 

Higher education programs in professional fields often include periods of field 
work or internship. These may be assigned credit hours. However, the 
number of credit hours allocated must be justifiable in relation to the student 
learning outcomes expected from that experience. 

 

3.3 Domains of Learning Outcomes 
 
The framework groups the kinds of learning expected of students into four 
domains and describes learning outcomes at each level in each of these 
groupings. The domains are: 

• knowledge, the ability to recall, understand, and present information, 
including: 
- knowledge of specific facts, 
- knowledge of concepts, principles and theories, and 
- knowledge of procedures. 

• cognitive skills, the ability to: 
- apply conceptual understanding of concepts, principles, theories 

and 
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- apply procedures involved in critical thinking and creative problem 
solving, both when asked to do so, and when faced with 
unanticipated new situations, 

- investigate issues and problems in a field of study using a range of 
sources and draw valid conclusions. 

 
• interpersonal skills and responsibility, including the ability to: 

- take responsibility for their own learning and continuing personal 
and professional development, 

- work effectively in groups and exercise leadership when 
appropriate, 

- act responsibly in personal and professional relationships, 
- act ethically and consistently with high moral standards in personal 

and public forums. 

• communication, information technology and numerical skills, 
including the ability to: 
- communicate effectively in oral and written form, 
- use information and communications technology, and 
- use basic mathematical and statistical techniques. 

• psychomotor skills involving manual dexterity are a fifth domain that 
applies only in some programs. They are extremely important in some 
fields of study. For example very high levels of psychomotor skills are 
required for a surgeon, an artist, or a musician. Since these 
psychomotor skills apply only to certain fields, and their nature varies 
widely, learning outcomes in this domain have not been described in 
the learning outcomes for each level in the Qualifications Framework 
for Higher Education. However where they are relevant standards 
should be clearly described and methods of instruction and assessment 
included in program and course specifications. 

3.4 Use of the Domains in Program Planning and Student Assessment. 
There are several important points to consider about the use of domains 
when planning programs and assessing student learning. 

1. Learning outcomes included in the first two domains, knowledge and 
cognitive skills, are directly related to the occupation, field of study or 
profession for which students are being prepared. The framework describes 
the level of knowledge and skill expected in general terms that can be applied 
to any field, but in planning a program it is necessary to identify the specific 
knowledge and thinking skills that are expected in that field of study. The 
outcomes expected include capacity to draw on a wide range of sources of 
information in carrying out investigations relevant to the student’s field of 
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study or profession, confirm its reliability, and draw valid conclusions. In 
programs where psychomotor skills are relevant, the specific skills required 
for graduates should also be specified. 

2. The third and fourth domains, interpersonal skills and responsibility, and 
communication, information technology and numerical skills, are general 
capabilities that all students should develop regardless of their field of study 
(though they may have particular importance and be given special attention 
in some fields). 

Development of these abilities can be provided for in specially designed 
courses or integrated into a number of courses throughout a program. 
However if they are taught in specially designed courses they should also be 
reinforced and extended in other studies. Consequently contributions to the 
development of these abilities would normally be integrated into the teaching 
and learning processes and criteria for assessments in some appropriate 
way in all subjects studied. 

3. In a program focussed on matters dealt with in communication, IT or 
numerical skills, for example in a program in languages, mathematics, 
statistics, or IT, a substantially higher level of achievement would be 
expected in those areas of knowledge and skill than in programs in other 
areas of study. The more advanced and specialized learning expected in 
these programs would be included under the headings of knowledge or 
cognitive skills. 

4. A critical feature of what is intended in each of the domains is that 
graduates will not only have the capacity to do the things that are described, 
but that they will habitually do them when appropriate in their personal and 
professional lives. This has major implications for strategies of teaching, for 
student assessment, and for the evaluation of programs. 

3.5 Conditions of Learning for Different Domains 

There are significant differences in the way learning occurs in the different 
domains. For example, students memorize information in a different way 
from the way their attitudes are formed, and they learn to apply cognitive 
skills in problem solving in a different way again. This means that if learning 
outcomes are to be achieved in the different domains of learning, different 
teaching strategies that are appropriate for those types of learning must be 
used. The term 'conditions of learning' is used to describe what are generally 
recognized as some of the most important requirements for effective 
teaching in each of the domains. 
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Acquisition of knowledge conditions include the provision of a broad 
introductory overview as an advance organizer for the information to be 
learned. The new information should be linked to that overview and to 
student’s prior knowledge, which will help with acquisition of the new 
information and ability to recall it. It is a little like establishing a mental filing 
system within which the new information can be placed. Periodic reviews of 
the new information and its relationship to the major organizing ideas 
presented in the advanced organizer should be undertaken. 

Development of Cognitive Skills Conditions include introducing new and 
more advanced concepts and theoretical principles and techniques for 
analysis progressively over time to ensure they are thoroughly understood, 
and giving students practice in using them in analyzing situations and solving 
problems. This practice needs to involve both skill in using specific cognitive 
skills when asked to do so, and the identification of appropriate analytical 
tools for new and unanticipated issues and problems. 
 
Skills should be used in a variety of settings including ones that are similar 
to the situations where it is hoped they will be applied in the future, to facilitate 
transfer of learning and use in different situations when appropriate. 
 
Development of Interpersonal Skills and Responsibility These involve 
combinations of knowledge, attitudes and habits of behaviour that it is hoped 
will affect what students do not only within their program but also in later life. 
Opportunities should be given to apply and improve skills in group 
participation, leadership and personal and social responsibility, including 
ethical behaviour and desire to undertake self-initiated learning. Strategies 
will normally require participation in appropriate group activities with 
reflection on performance and advice and assistance given to support 
improvements, and may include simulations and analyses of case studies. 
Attitudes are much more likely to be significantly affected by the views and 
actions of persons the students respect and admire than simply by rules or 
instructions to behave in certain ways. 
 
Development of Communication, Information Technology and Numerical 
Skills Conditions of learning are similar to those required for cognitive skill 
though acquisition of knowledge and habits of behaviour are involved as well. 
What is normally required is gradual introduction of skills and abilities over 
time with practice in applying them in a variety of situations, and with advice 
and assistance given for improvements over time. Within a program the skills 
could be developed in specially designed courses or integrated into other 
courses where they have particular importance. However in either case it is 
most important that they be reinforced in other courses throughout the 
program to ensure they are consistently applied whenever appropriate. 
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Development of Psychomotor Skills Psychomotor skills are developed 
through practice. Feedback on quality of performance is required, which may 
be partly through the students own observations and partly by an instructor. 
Skills are progressively refined and become more advanced over time. Basic 
skills gradually become automated so the learner can focus attention on finer 
and more advanced application of skills relevant in differing circumstances. 
It is an important part of the internal quality assurance of teaching institutions 
to ensure that the necessary conditions for developing different kinds of 
learning outcomes are understood by faculty. 
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Annex B 
 

Course Evaluation Survey (CES) 
 

Course Title 
_______________________________Program______________________ 
 
Semester__________________________________Year______________ 

Feedback from students is very important in trying to improve the quality of courses.   

This is a confidential survey.  Do not write your name or identify yourself in any way.  
Your responses will be combined with the responses of others in a process that does 
not allow any individual to be identified and the overall opinions will be used  to plan 
for course improvements. 

Please respond to the following questions by completely filling a response for each of 
your answers. 

Do this                                                 Do not mark in any of these ways √       ×       •            
Use a pencil or blue/black pen only     Do not use red, green or yellow. 
Make heavy marks that fill in your       Do not use highlighters. 
Response. 
 
 
 Strongly agree means the statement  is true all or almost all of the time and/or  very 

well done.   
 Agree means the statement is true most of the time and/or fairly well done. 
 True sometimes means something is done about half the time. 
 Disagree means something is done poorly or not often done. 
 Strongly disagree means something is done very badly or never or very rarely done. 
 
 
 
1. The course outline (including the knowledge and skills the course  
     was designed to develop) was made clear to me. 
 
2. The things I had to do to succeed in the course, including assessment 

tasks and   criteria for assessment, were made clear to    me. 

3. Sources of help for me during  the course including faculty office 
    hours and reference material, were made clear to me.   

Questions about what happened during the course:  

4. The conduct of the course and the things I was asked to do were 
consistent with the course outline. 
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5. My instructor(s) were fully committed to the delivery of the course. 
(Eg.  classes started on time, instructor always present, material well 
prepared, etc) 

6. My instructor(s) had thorough knowledge of the content of the 
    course. 

7. My instructor(s) were available during office hours to help me.  

8. My instructor(s) were enthusiastic about what they were teaching 

9. My instructor(s) cared about my progress and were helpful to me.  

10. Course materials were of up to date and useful.  (texts, handouts,    
      references etc.) 

11. The resources I needed  in this course (textbooks, library,  
      computers etc.) were available when I needed them.  

12. In this course effective use was made of technology to support 
      my learning.  

13. In this course I was encouraged to ask questions and develop 
      my  own ideas 

14. In this course I was inspired to do my best work.  

15. The things I 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.  

16. The amount of work I had to do in this course was reasonable for 
       the credit hours allocated.  

17.  Marks for assignments and tests in this course were given to me 
within reasonable time.  

18. Grading of my tests and assignments in this course was fair and 
      reasonable. 

19. The links between this course and other courses in my total  
      program were made clear to me. 

Evaluation of the Course 

20. What I learned in this course is important and will be useful to me. 

21. This course helped me  to improve my ability to  think and solve 
      problems rather than   just memorize information. 

22. This course helped me to develop my skills in working as 
      a member of a team. 

23. This course improved my ability to communicate effectively. 

Overall Evaluation 

24. Overall, I was satisfied with the quality of this course.  
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Open Ended Items 
 

 

25. What did you like most about this course? 
 
___________________________________________________________ 
 
___________________________________________________________ 
 
___________________________________________________________ 
 
26. What did you dislike most about this course? 
___________________________________________________________ 
 
___________________________________________________________ 
 
27. What suggestion(s) do you have to improve this course 
___________________________________________________________ 
 
___________________________________________________________ 
 
___________________________________________________________ 
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Annex C 

Student Experience Survey (SES) 
 

Program Title 
_______________________________________________________________ 
 

Semester__________________________________Year____________________________ 
 

Feedback from students is very important in trying to improve the quality of learning 
experiences at higher education institutions.   
 
This questionnaire is designed to gather student opinions about their experiences 
about half way through their program.  The items relate to all your experiences so far, 
not just to one particular course. 
 
This is a confidential survey.  Do not write your name or identify yourself.  Your 
responses will be combined with the responses of others in a process that does not 
allow any individual to be identified and the overall opinions will be used  to plan for 
improvements in the quality of educational experiences at your institution. 
 
Please respond to the following questions by completely filling a response for each of 
your answers. 
Do this                                                 Do not mark in any of these ways √       ×       •            
Use a pencil or blue/black pen only     Do not use red, green or yellow. 
Make heavy marks that fill in your       Do not use highlighters. 
Response. 
 

 
 

Advice and Support  
                                            

1. It was easy to find information about the institution and its 
programs before  I enrolled at this institution for the first time. 

 

 

2. When I first started at this institution the orientation program for 
new students was helpful for me. 

 
3. There is sufficient opportunity at this institution to obtain advice on 

my studies and my future career. 
 
4. Procedures for enrolling in courses are simple and efficient.    
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e Strongly agree means the statement is true all or almost all of the time 
and/or very well done.   

 Agree means the statement is true most of the time and/or fairly well done. 
 True sometimes means something is done about half the time. 
 Disagree means something is done poorly or not often done. 

 Strongly disagree means something is done very badly or never or very 
rarely done. 
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Learning Resources and Facilities 
 
5. Classrooms (including lecture rooms, laboratories etc.) are 

attractive and comfortable.  
 
6. Student computing facilities are sufficient for my needs. 
 
7. The library staff are helpful to me when I need assistance.  
 
8. I am satisfied with the quality and extent of materials available for 

me in the library. 
 

 

9. The library is open at convenient times.  
 
10. Adequate facilities are available for extra curricular activities 

(including sporting and recreational activities)  
 

 

11. Adequate facilities are available at this institution for religious 
observances. 

 
Learning and Teaching 
 
12  Most of the faculty with whom I work at this institution are 

genuinely  interested in my progress. 
 
13. Faculty at this institution are fair in their treatment of students 
 

 

14. My courses and assignments encourage me to investigate new 
ideas and express my own opinions. 

 

15. As a result of my studies my ability to investigate and solve new 
and unusual  problems is increasing 

 
16. My ability to effectively communicate the results of investigations 

I undertake is improving as a result of my studies.  
 
17. My program of studies is stimulating my interest in further 

learning. 
 
18. The knowledge and skills I am learning will be valuable for my 

future career.  
 
19. I am learning to work effectively in group activities.  
 
Overall Evaluation 
 
20. Overall I am satisfied with my life as a student at this institution.   
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Open Ended Questions 
 
21. What do you like most about studying at this institution? 
 

 
_____________________________________________________________________ 
 
 
 
_____________________________________________________________________ 

 

22.  What do you dislike most about studying at this institution? 
 

 
 
_____________________________________________________________________ 
 
_____________________________________________________________________ 
 

 

23.  What suggestions do you have for improvements at this institution? 
 

 
_____________________________________________________________________ 
 
_____________________________________________________________________ 
 
_____________________________________________________________________ 
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Annex D 

Approval Event Templates  
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D.1 APPROVAL & RE-APPROVAL EVENT EVALUATION & 
FEEDBACK FORM  

The information you provide us with will be used to help improve the service 
provided by the Deanship of Quality Assurance and Academic Accreditation. All 
information will be dealt with in the strictest confidence and any reports or other 
outcomes of analysis will not mention names. 

Any additional comments and/or suggestions you wish to make for the 
improvement of the approval and review process will be used to inform 
objectives for quality enhancement. 

Event Title:  

Name: 
(optional) 

 

Please indicate which of the following describes your role in this event: 
(Please put a in the appropriate box): 

Please answer questions relevant to the event you attended by either 
marking the appropriate box on the scale 1 to 5, Not Applicable or by 
deleting one of the options provided.  

The scale is as follows:  
5 Excellent 4 Good 3 Satisfactory 2 Unsatisfactory 1
 Unacceptable N/A Not Applicable 

Where a question is answered as "unacceptable" or "no", we would welcome 
further details supporting these answers in section 6 (below). 

 

 
 
 

Department Chairperson 
Department Coordinator 
Committee Chairman 

 
 
 

Proposal Program Leader 
Dean of College 
Vice Dean   

 
 
 

Proposal Team  
Admin Officer 
NCAAA Committee 

 
 

Committee Coordinator 
……………………………. 

 
 

Dean of Deanship 
……………………….. 

 
 

Accreditation Committee 
……………………… 
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1 Preparation in advance of the 

event - panel members only 
5 4 3 2 1 N/A 

1.1 The quality of the information and advice 
provided on your role as a member of the 
approval/re-approval panel. 

      

1.2 The quality of briefing material and/or 
advice provided about the requirements 
and the process for approval/re-approval 
(including the Procedural Document). 

      

1.3 The quality of documentation (main 
approval/re-approval document, the 
Program Specification Form and the 
Course Specification Forms) provided by 
the Program Design Team. 

      

1.4 The quality of the briefing document 
provided by the Admin Officer. 

      

1.5 Were you given sufficient time to 
familiarise yourself with the 
documentation sent to you? 

YES NO 

 
 

2 Preparation in advance of the event – proposal leaders only 

2.1 The quality of advice and guidance 
received from the Admin Officer about 
the requirements and the process for 
approval and re-approval via guidance 
notes, personal conversations, or 
meetings with staff? 

      

2.2 The quality of advice and guidance 
received from Admin officers on 
Academic Regulations and technical 
requirements via guidance notes, 
personal conversations, or meetings with 
staff? 

      

 

3 At the event – panel members only 5 4 3 2 1 N/A 

3.1 Were you satisfied with the outcome of the 
event? YES NO 

 At the event (continued) – all respondents       

3.2 The quality of chairing of the meeting.       
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3.3 The quality of the academic debate.       

3.4 The quality of advice provided by the 
Admin Officer about the requirements 
and the process for approval/re-approval. 

      

3.5 The quality of advice provided        

3.6 At the event, were you able to address all 
the issues you wished to raise? YES NO 

3.7 Did you feel able to contribute fully to the 
discussions throughout the event? YES NO 

4 Domestic arrangements - all respondents 

4.1 The appropriateness of the meeting 
room(s). 

      

4.2 The quality of the refreshments provided.       

4.3 The adequacy of the travel directions 
provided to the event location (if 
applicable). 

      

4.4 The standard of the hotel accommodation 
(if applicable). 

      

5 Comments – all respondents 

Please make additional observations or suggestions in the box below. 

It would be particularly useful to have additional comments where a question 
is answered as "unacceptable" or "no" (please give the relevant question 
number where applicable). 

 
 
 
 
 
 Please complete and return this form to:  Deanship of Quality Assurance 
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D.2 Program Approval Event Report Template 
 
 

Record of Program Approval Event  
 
Program Title:      __________________________________________ 
College:                __________________________________________ 
Date:                     __________________________________________ 
 
 
 

 
 

 
 

Outcome of Event 
(Example: approve, subject to condition / recommendation or rejected) 
________________________________________________________
________________________________________________________
________________________________________________________
________________________________________________________
________________________________________________________
________________________________________________________
________________________________________________________
________________________________________________________
________________________________________________________
________________________________________________________
________________________________________________________
________________________ 
 

 
 
 
 
 

Key Feature of Event 
________________________________________________________
________________________________________________________
________________________________________________________
________________________________________________________
________________________________________________________
________________________________________________________
________________________________________________________
________________________________________________________
________________________________________________________
________________________________________________________
________________________________________________________
________________________ 
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Action Complete: (added once any condition(s) are completed and evidence 
reviewed):  
 
Chair, Approval Panel Signature: _________________________ 
Date:    _____________________ 

 
 
 
 
 
 
 
 
 
 
 
 
 

Action List from the College 
(Detail to be added within two weeks of approval event) 
________________________________________________________
________________________________________________________
________________________________________________________
________________________________________________________
________________________________________________________
________________________________________________________
________________________________________________________
________________________________________________________
________________________________________________________
________________________________________________________
________________________________________________________
________________________ 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

Recommendations 
________________________________________________________
________________________________________________________
________________________________________________________
________________________________________________________
________________________________________________________
________________________________________________________
________________________________________________________
________________________________________________________
________________________________________________________
________________________________________________________
________________________________________________________
________________________ 
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Annex E 
 

Curriculum Study Plan Table 
 

Year Course 
Code Course Title Required 

or Elective 
Credit 
Hours 

College or 
Department 

Prep 
Year 

     

      
      
      
      
      
1st Year 
Semester 1 

     

      
      
      
      
      
1st Year 
Semester 2 

     

      
      
      
      
      
2nd Year 
Semester 1 

     

      
      
      
      
      
2nd Year 
Semester 2 
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3rd Year 
Semester 1 

     

      
      
      
      
      
3rd Year 
Semester 2 

     

      
      
      
      
      
4th Year 
Semester 1 

     

      
      
      
      
      
4th Year 
Semester 2 

     

      
      
      
      
      
      
Include additional years if needed. 
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Annex F 
 

Templates for mapping learning outcomes and 
assessments 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

ILOs achievement 

Are ILOs related to mission 

ILOs are well formulated 

ILOs are aligned with teaching & 
assessment 

Are ILOs clearly stated 

Implemented as written 

Achieved as written 

Expert opinion 

Expert opinion 

Expert/student opinion 

Expert/student opinion 

Expert/student opinion 

Matrix calculation with student opinion 
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Program Learning Outcome Mapping Matrix  
Identify on the table below the courses that are required to teach the program 
learning outcomes. Insert the program learning outcomes, according to the 
level of instruction, from the above table below and indicate the courses and 
levels that are required to teach each one; use your program’s course 
numbers across the top and the following level scale.  Levels:  I = Introduction   
P = Proficient   A = Advanced 
 

 

Course Offerings 
NQF Learning Domains 

and Learning 
Outcomes 

A
-100 

A
-101 

A
-102 

A
-103 

A
-104 

A
-105 

A
-106 

A
-107 

A
-108 

A
-109 

A
-110 

A
-111 

A
-112 

1.0 Knowledge              
1.1               
1.2               
1.3               
1.4               
2.0 Cognitive Skills              
2.1               
2.2               
2.3               
2.4               

3.0 Interpersonal Skills & 
Responsibility 

             

3.1               
3.2               

4.0 
Communication, 

Information 
 Technology, Numerical 

             

4.1               
4.2               
5.0 Psychomotor              
5.1               
5.2               
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PROPOSED MATRIX OF COURSE VS. TOPICS OR UNITS OR 
CHAPTERS 
 

 TOPICS/ UNITS 

COURSE ILOS 
ACCORDING TO NCAAA 
CLASSIFICATION (AS AN 

EXAMPLE HERE) 

1 2 3 4 5 6 
MATCH-
ING % 

ACHIEVE-
MENT 

%AFTER 
THE TEST 

KNOWLEDGE:          

A1 √ √ √ √ √ √ 100  
A2 √ √ √ √ √ √   
COGNITIVE SKILLS:         
B1 X X √ √ √ X   

B2 √ √ √ X √ X   

B3 √ √ √ X √ √   
INTERPERSONAL SKILLS 
AND RESPONSIBILITY:          

C1 X X X √ X √   
C2 √ √ X √ X √   

C3 √ √ √ √ √ √   

COMMUNICATION IT 
&NUMERICAL SKILLS          

D1 √ √ √ X √ √   
D2 √ √ √ √ √ √   
D3 √ √ √  √ √   
PSYCHOMOTOR SKILLS         
E1   √ √ √ √   

E2   X √ X X   

E3   X √ √ √   
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Proposed Matrix of Course ILOs vs. Teaching, Learning and 
Assessment Methods 
 

 

 NQF Learning Domains 
 and Learning Outcomes 

Teaching 
Strategies 

Assessment 
Methods 

1.0 Knowledge 

1.1    
1.2    
1.3    
1.4    

2.0 Cognitive Skills 

2.1    
2.2    
2.3    
2.4    

3.0 Interpersonal Skills & Responsibility 

3.1    
3.2    

4.0 Communication, Information Technology, Numerical 

4.1    
4.2    

5.0 Psychomotor 

5.1    
5.2    
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SELECT CODES 
SUITABLE FOR 
TOPICS/ UNITS 

TYPES OF TEACHING METHODS 
CODES 

T1: LECTURE, T2: SEMINAR, T3: SMALL GROUP 
SESSION, T4: PROJECT, ………………. 

TYPES OF STUDENT LEARNING 
ACTIVITIES  CODES 

L1: ASSIGNMENT, L2: RESEARCH, L3: PRESENTATION, 
L4: GROUP WORK, L5: REFLECTION, .., …………… 

TYPES OF ASSESSMENT  
CODES 

A1: WRITTEN ESSAY, A2 SHORT ANSWER, A3: MCQ, 
A4:ORAL, A5: PRACTICAL, A6 PORTFOLIO, A7: PEER 
FEEDBACK,  

COURSE ILOS ACCORDING TO 
NCAAA CLASSIFICATION (AS 
AN EXAMPLE HERE) 

1 2 3 4 5 6 MATCHING % ACHIEVE-
MENT % 

KNOWLEDGE:          

A1         

A2         

COGNITIVE SKILLS:         

B1         

B2         

B3         

INTERPERSONAL SKILLS AND 
RESPONSIBILITY:  

        

C1         

C2         

C3         

COMMUNICATION IT 
&NUMERICAL SKILLS  

        

D1         

D2         

D3         

PSYCHOMOTOR SKILLS         

E1         

E2         

E3         
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TEACHING / 
LEARNING 

COURSES 

1 2 3 4 5 6 7 8 9 10
 

11
 

12
 

13
 

14
 

15
 

16
 

17
 

18
 

19
 

20
 

LECTURES 
X X X X X X X    A3          

TUTORIALS 
X X X X X X X    A4          

ASSIGNED 
READINGS X  X X X      A9          

SMALL 
GROUPS X X X X X  X    B5          

PRACTICAL 
(LABORATORY, 
SECTIONS, ...) 

X X X X X  X    B6          

PROBLEM 
SOLVING  X X    X X    E1,

2          

CASE STUDIES X     X X    E3          

STUDENT 
PROJECTS/ 
RESEARCH 

X X    X X    24,
5          

GROUP 
PROJECTS X X X X  X X    26          

INTERNET 
BASED 
ASSIGNMENT 

X X X X  X X    E1,
2          

FIELD WORK X     X X    E3          

INTERNSHIP X X X X X X X    A3          

OTHERS  X X X X X X X    A4          
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ASSESSMENT 

COURSES 

1 2 3 4 5 6 7 8 9 10
 

11
 

12
 

13
 

14
 

15
 

16
 

17
 

18
 

19
 

20
 

WRITTEN EXAM: X X X  X X    AS           

TF, FILL IN THE 
BLANKS, MCQ X X X  X X    BS           

WRITTEN EXAM: 
ESSAY 
QUESTIONS 

X X X  X X X              

LABORATORY 
MANUAL  X X X  X X X   E3           

PRACTICAL 
WORK   X X X X X   24,

5           

FIELD REPORT(S)   X X X X X   26           

SMALL PROJECT 
(STUDY, POSTER, 
…) 

X  X X X X X   E1,
2           

PRESENTATION X  X X   X   E3           

LOG BOOK X      X   E1,
2           

OSCE   X X X X    CS           

ORAL 
EXAMINATION X X X  X X    ES           

HOSPITAL OR 
FACTORY OR 
FARM 

X X X  X X     AS              
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Moderator’s Comments 
 
Sampling undertaken: Yes No N/A 
Number of scripts 
sampled 
 

 

Student Numbers 
 

 
General Comments 
 

 
Scripts marked to outline marks per section Yes No N/A 
Level of marking appropriate Yes No N/A 

 
Moderator:  
Signature of Moderator:  Date:  

 

Response and Action to Moderator’s Comments 
 

 
Signature of Course Leader:  Date:  

 

 

Annex G 
 

King Faisal University 
Internal Marking Moderation Form – Coursework 

Assessment Details 
Course Code:  
Course Title:  

 
Coursework Title:  

 
Course Leader / Lecturer:  
Percentage contribution to final 
mark: 

 % CW 
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Annex H 
 

King Faisal University  
Internal Marking Moderation Form – Examination 

 
Assessment Details 
Course Code:  

Course Title:  

Course Leader / Lecturer:  

 
 

Moderator’s Comments 
 
Sampling undertaken: Yes No N/A 

 
Number of scripts 
sampled 
 

 

Student Numbers 
 

 
General Comments 
 

 

Scripts marked to outline marks per section Yes No N/A 

Level of marking appropriate Yes No N/A 

 

Moderator:  

Signature of 
Moderator:  Date:  

 

Response and Action to Moderator’s Comments 
 

 
Signature of Course 
Leader:  Date:  
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Annex I 
 

King Faisal University 
Internal Moderation Form – Coursework 

 
Assessment Details 

Course Code:  
Course Title:  
Coursework Title:  
Date of Issue:   
Submission Date:   
Course Leader / Lecturer:  
Percentage contribution to final 
mark: 

 % CW 

   
 

Moderator’s Comments 
 
Checklist (tick as appropriate) Yes No N/A 

Conformity with standard front sheet    

Student instructions including outline marks per section    

Appropriate marking schemes    

Level / Academic standard of work    
Module outcomes are being assessed    
Appropriate time to complete    

 
General Comments 

 

 
Internal Moderator:  
Signature of Moderator:  Date:  

 

Response and Action to Moderator’s Comments 
 

 
Signature of Examiner / Course 
Leader: 

 Date:  
 

 
Final signature of Internal 
Moderator: 

 Date:  
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Annex J 
 

King Faisal University 
Internal Moderation Form – Examination 

 
Course Code:  
Course Title:  
Course Leader / Lecturer:  
Internal Moderator:  
Percentage contribution to final mark:  % CW 
Moderator’s Comments (Tick and add comments 
as appropriate) Yes No N/A 

Conformity with standard front sheet /Exam template    
Comments  : 
Appropriate Exam Rubric / Student Instructions    
Comments  : 
Clear and Typo Free Question Layout    
Comments  : 
Clear Allocation of Marks Per Question and Questions 
Sections 

   

Comments  : 
Appropriate Solutions Consistent with Question Marking 
Scheme     

Comments  : 
Appropriate Coverage of Module Content / Learning 
Outcomes 

   

Comments  : 
Appropriate Academic Standard  / Level     
Comments  : 
Module Outcomes are Being Assessed    
Comments  : 
Exam Duration Appropriate    
Comments  : 

 

Signature of Moderator:  Date:  

Response and Action to Moderator’s Comments 
 

 
Signature of Examiner / 
Course Leader: 

 Date:  

Final Signature of 
Moderator: 

 Date:  
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Annex K 

KING FAISAL UNIVERSITY’S FLEXIBLE LEARNING 

POLICY 
1. Introduction 

1.1. This document outlines the University’s approach to managing 
flexible learning provision.  
1.2. The policy reflects the University’s mission and strategic priorities, 
particularly in respect of promoting, community engagement, social 
inclusion and increasing participation in and progression to Higher 
Education. The policy aims to broaden the learning opportunities available 
by widening the settings and formats of learning associated with traditional 
modes of study. 
 

2. Scope 

2.1. The following are indicative of flexible learning provision: 

 the provision of bespoke or tailored courses for particular employers 
or sectors;  

 the development of small unit (bite size) credit-based learning 
opportunities;  

 the accreditation of prior experiential/certified learning 
(APEL/APCL);  

 the recognition of in-house training by allocation of university credit 
hours;  

 the provision of distance delivery courses. 
 

2.2 Such provision may also feature:  

 the involvement of employers in the design and delivery of courses; 
 the use of the workplace as a site of learning and assessment;  
 the involvement of employers in assessment. 
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3. Principles 
 

The underlying principles of the policy require that: 
a. All developments will be subject to the University’s internal quality 

assurance procedures to ensure that student learning is designed, 
approved, delivered, assessed, monitored and reviewed in line with 
KSA expectations.  

b. An assessment of the potential risks involved in flexible learning 
provision will be conducted and appropriate processes used to 
mitigate those risks, proportional to the volume of learning being 
validated, delivered and awarded. 

 

c. There will be scope for accreditation of prior learning APL 
d. All developments will be linked to an appropriate College within the 

University. 
e. All developments will be approved in accordance with the University’s 

regulations and procedures before delivery commences. 
 

4. Flexible Learning Modules 
 
Courses offered through flexible learning may be: 
 

 Existing approved University courses; 
 New courses developed by a College perhaps in partnership with the 

local community or employers. 
 
Courses at any level and at different levels may contribute to a University 
award if appropriate, their credit to build towards a more traditional award. 

 
 
5. Quality Assurance of Flexible Learning 
 

5.1. The University must maintain an overview of the academic standards 
and quality of all flexible learning provision to ensure the quality, 
consistency and fitness for purpose of the product and to facilitate the 
development of appropriate systems to cater for this type of provision. 
Key factors of validation processes include: 

 
 All flexible learning provision will be required to go through regular 

academic development approval processes and will be evaluated and 
approved through existing validation structures. 
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5.2 Areas of quality assurance to be considered in all aspects of flexible 
learning and the awarding of credit hours include: 

 
 University regulations that will govern the provision and any 

exemption that may apply to these circumstances 
 Monitoring levels of student achievement and satisfaction, both on an 

annual and continuous basis 
 Arrangements for External Advisors (if appointed) to oversee 

provision and sample assessments in accordance with any agreed 
procedures. 
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Annex L 
 
 

Program Leader’s Handbook 
 

SECTION 1 
Introduction 
 
 
 
Program Leader’s Handbook 
 
 
The University recognises that Program Leaders play a key role in 
maintaining oversight of the students’ overall learning experience. Although 
the maintenance and enhancement of quality and standards is a collective 
responsibility of all the teaching team and support staff, the primary role of 
the Program Leader is to foster the conditions and practice that promote 
high standards of academic quality and maintain these through the effective 
management of the program and the individual courses of which the program 
comprises. 
 
This handbook has been written in recognition of the important role of 
Program Leadership and draws together strands of good practice in a single 
document.  It is hoped that Program Leaders will find this handbook to be a 
valuable source of reference in managing their program, and will form the 
basis of a checklist throughout the academic year. 
 
What is contained within the Handbook? 
 
The information contained within the Handbook is based on good practice 
and is intended to be used in conjunction with regulatory documents. It is 
recognised that there may be slightly different practices in place for the 
management and maintenance of particular programs that reflect the 
individual nature of a program and/or the College which is delivering the 
award. This Handbook has therefore been prepared to cover the widest 
possible provision and to encourage Program Leaders to tailor it to their own 
specific needs. 
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SECTION 2 
Structure and Organisation 
 

 
Management and Organisation 
The University designates the University Council as responsible for all 
awards made, and Colleges must work within the framework of policies and 
procedures laid down by the Council and any delegated committee(s) 
established by Council to act on its behalf.  
 
The University, through its Council, shall have overall academic 
responsibility for the programs and for the academic standards of the 
qualifications awarded to students who successfully complete the programs. 
The central committees with delegated responsibility for securing standards 
are the SC-SPC and the SC-AAQA. Each College operates a College 
Quality Assurance Office (CQAO) which supports the College Council to 
deliver the quality agenda to students within the programs offered by the 
College. A College Study Plans and Curricula Committee (C-SPCC) is 
created for each program (or group of cognate programs) and reports to their 
respective College Council. 
. 
There is strong evidence of the importance and lead role that curriculum 
planning has in underpinning the delivery of the program objectives. It is 
important that ideas and curriculum design integrate with the College’s 
planning. There needs to be an aspirational and transformational curriculum, 
which will contribute to a step change in higher education and national up-
skilling. Hence, the responsibility for innovative and creative program design 
is a key responsibility for the program team. 
 
Subject to the provisions of the standard quality assurance procedures, 
the University delegates the responsibility relating to the first stages of 
program annual monitoring to the College Council. The C-SPCC delivers 
this responsibility and hence the program leader is a key academic in this 
process. The CQAO supports the C-SPCC in the consideration of the 
program and course annual monitoring reports, which then forward the 
detail to the College Council, who in turn report upwardly to SC-AAQA 
through the Office of the VP-AA. 
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SECTION 3 
Duties and Responsibilities 
 
 
Responsibilities of the Program Leader  
The role of Program Leader as described in this Handbook may be 
performed by more than one individual, depending on the prevailing 
arrangements in the Colleges. However, the normal arrangement will be one 
person taking the full responsibility. The Handbook serves as an overarching 
document to embrace the full role, but may of course be edited and 
partitioned to meet local needs and approaches. 
 
As Program Leader, you play a key role in maintaining the quality and 
standards of the education provided in the award and in maintaining 
oversight of the students’ overall experience on your program. Your role as 
Program Leader is to harness the conditions and socially inclusive practice 
that promotes high standards and academic quality, and to maintain these 
regardless of wherever and however the program is delivered – this includes 
on-campus and any distributed learning (including on-line learning).  
 
In undertaking this role, you will need to liaise with Course Leaders, the 
College Quality Assurance Office, senior managers of the College and other 
academic, administrative and support staff both within the College and cross-
University who contribute to and support the program. 
 
There are typically six areas of responsibility for the Program Leader. These 
are: 
 Orientation 

o  Check that appropriate arrangements are in place for students to have 
access to agreed University resources such as the VLE. 

 Documentation 

o  Ensure the preparation of a Program/Student Handbook, and gain 
approval for its accuracy and content from the C-SPCC; 

o  Arrange that all students receive the Program Handbook, and ensure that 
this is also provided to all staff delivering the program; 
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o  Check all students are provided with minimum set of information about 
each course of study. This may take the form of the course specifications 
or other appropriate format and may be provided electronically via the 
VLE. In some cases the material may be integrated into the Program 
Handbook; 

o  To regularly review and revise (in consultation with the College Quality 
Assurance Office) the Program/Student Handbook and Program 
Specification, and ensure that the version available to students is 
accurate; 

 Timetables and Resources 

o  To monitor resources to ensure they remain in line with those approved 
during the program validation/approval event; 

o To check and confirm the course delivery schedule (timetable) at each 
level for viability. 

 Learning, Teaching and Assessment 

o Through meetings of the C-SPCC check that the program is delivered in 
accordance with the approved learning and teaching strategy and to liaise 
with Course Leaders as appropriate; 

o Plan to ensure that assessment takes place in accordance with the 
approved assessment strategy, that students are informed of the 
assessment arrangements for each course, liaise with the Course 
Leaders as appropriate and secure the setting/approving of assessments 
and the internal/ external moderation process; 

o Through the CQAO, arrange for any external advisors (is appointed) to 
receive agreed information. 

o To ensure that assessment data at program level, on which student 
progression and achievement outcomes are based, is complete and 
accurate, and reported in the annual program monitoring report. 

o To ensure that appropriate cases of students requiring special 
consideration are considered. 

 Program Development 
 
o To ensure that any proposed program changes resulting from the annual 

program monitoring cycle are presented to the C-SPCC for consideration; 

 



  

44 
 

o To ensure that the impact of any minor modifications on the delivery of the 
program is considered. 

 Monitoring and Evaluation 
 
o To ensure that the reports of any external advisor process (where such 

externals are appointed), or inputs from the Advisory Committee, are duly 
considered, written responses made and as far as is practicable any 
required actions are taken, checking that Course Leaders have the 
opportunity to contribute to the response; 

o With the support of the CQAO to ensure that student program-level 
evaluation is gained and acted upon in accordance with University policy; 

o With the support of the CQAO to ensure the election of student 
representatives for the C-SPCC and to make the student representatives 
aware of the support and training arrangements available to them. 

o To prepare the Annual Program Monitoring Report for consideration by 
the C-SPCC; 

o To ensure that any issues arising from the Program Annual Monitoring 
Report results in actions that are monitored and reported back to the C-
SPCC. 

 
Liaison with Course Leaders 
 
It is essential that the working relationship between the Program Leader and 
Course Leaders is effective. It is inconceivable that a Program Leader can 
perform his duties without the assistance of Course Leaders and the group 
must work as a team. Monitoring student achievement and progress and 
having a clear oversight of the health and vitality of a program requires a 
holistic approach and lines of communication need to be maintained at all 
times. 
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SECTION 4 
Academic Calendar of Activities 
 
It is important that the Program Leader agrees a schedule of activity with the 
administrative functions of the College. Without this schedule, especially in a 
new program, it is possible for misunderstandings to occur.  From the initial 
program approval, and preparation through to delivery, assessment, 
feedback and annual monitoring: each stage should be calendarised. 
DQAAA will provide an institutional calendar of key dates as a framework 
within which the College calendar can operate. 
 
The procedures, policies and processes were probably a mystery to you at 
some point, so plan the support that will be needed. Recognise that the size 
and scale of operation will vary depending on the number of students 
enrolled on the program and the range of courses offered, but the processes 
in place to secure standards remain a key component in the quality 
assurance framework. All appropriate stakeholders need to be confident that 
student learning is at the appropriate level and that any credit or award made 
is effectively benchmarked against national qualifications framework, 
published by the NCAAA. So frequent monitoring of progress against agreed 
target dates is better than belatedly finding ‘gaps’. 
 
Issues that you might like to calendarise include: 
 Update the Program Handbook and Program Specification, liaising with 

colleagues to ensure completeness and accuracy of information. 

 With support from the CQAO to check that the orientation programs are 
in place for all students, ensuring that activities are properly coordinated. 
Check the arrangements and contents of the orientation packs for 
students in readiness for enrolment.  

 Liaise with Course Leaders to ascertain any hand-out and submission 
dates for each assignment component. This will enable you to prepare an 
assessment schedule and help identify periods within the academic year 
where students may be potentially overloaded; 

 Ensure that the reports of any external advisory process (where 
appointed), or inputs from the Advisory Committee have been duly 
considered and that a written response has been made, and providing 
course leaders with the opportunity to contribute to the response. 
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Prepare the Annual Monitoring Program Report for the previous academic 
year in readiness for consideration by the C-SPCC. 
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SECTION 5 
Preparing for the start of the Academic Year 
 
 
Orientation program 
It is essential that all students are properly and fully oriented into their 
programs/courses through an induction or orientation program. It is the 
responsibility of the Program Leader to oversee the coordination of the 
planning and delivery of an appropriate orientation program. The detail of the 
arrangements for student orientation and the role of the broad range of 
University staff, where relevant, is part of the planning you need to undertake 
in the months before student enrolment. Such events should be 
calendarised. 
 
During the orientation process all students should receive information on 
the following: 
 The University’s complaints procedure. 

 Discussion on the recommended pattern of study on the program  

 How to access the University’s online learning resources, and a tour of 
other resources available. 

 Information and access to Student Information and Support Services. 

 How to use any specialist resources linked to their learning, such as 
laboratories or clinics. 

 Key contact details, including the different roles of staff they will encounter 
during their studies (e.g. Program Leader, Course Leaders, and CQAO). 

 Information on administration processes such as assignment submission, 
extenuating circumstances policy, examination arrangements, 
assessment and results, and feedback mechanisms. 

 Familiarisation with the program and academic regulations (including 
grading scales), timetable, academic counselling etc by reference to the 
Program/Student Handbook. 

Assessment Schedule 
You should prepare an assessment schedule prior to the start of the 
academic year. Identifying in advance the potential peaks and troughs for 
student workload will assist the program team to appreciate the demands 
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being placed on students. Where appropriate you should negotiate with the 
Course Leaders to smooth any peaks, and ensure the demands on the 
students are manageable and there are no serious bunching of 
assessments. Once the submission dates for the assignments have been 
fixed it is essential that course leaders do not change them without your prior 
agreement. 
 
Timetable and resources 
Checking the timetable at the earliest opportunity will assist you in 
identifying that the correct courses are being delivered for the program. 
However it is the course leader’s responsibility to review the adequacy of the 
learning resources to support the course including teaching accommodation, 
laboratories and workshop, books, journals, software and equipment, and to 
advise you of any difficulties that cannot be resolved at local level. 

Non-completed Enrolment 
Until a student has completed enrolment they are not entitled to attend 
lectures or use the University learning resources. A student who does not 
have all the information required at enrolment will be set to a status of non- 
completed until they can provide the evidence they need 
 
In these cases the student’s access to computer facilities will be removed 

and they will not be able to pick up their student ID card. The student’s record 
will be removed if they have not completed within 2 months. 
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SECTION 6 
Student Support and Guidance 
 
The success of students studying on programs is partially dependent on 
good support services and excellent guidance. So the structure of the 
learning experience and the support and guidance available becomes more 
significant.  
 
Processes should be clear on how to record student sickness and 
absence, when to report prolonged problems, how to consider requests for 
program transfers and how to suspend student studies or process the 
withdrawal  
 
Dealing with Student Complaints 
Students normally raise any complaints informally at source – in this way 
issues can be resolved quickly. If this does not resolve the issue, then the 
student should be advised to formally raise the matter, using the procedures 
identified during the enrolment and orientation process. It is probable that 
you will become involved in complaints about academic issues, and it is 
important that the complaint is handled without undue delay. Guidance on 
the procedure is linked in Section 2.  
 
Students will have access to the student complaints procedure of the 
University, as detailed in the University regulations and contained in the 
program/student handbook. 
 
 



  

50 
 

SECTION 7 
Student Feedback 

It is important that all students have the opportunity to present their views 
and have their voice heard. Hence all students, including those who may be 
working independently on work-based learning or internship study routes, 
should be given the opportunity to input their views. Whilst the methods for 
obtaining and evaluating student feedback vary, its importance in informing 
and enhancing the health and vitality of the student learning experience 
cannot be under estimated. The role of the Program Leader in encouraging 
students to engage in the process is particularly important. Creating a 
positive culture where students feel that their views are being listened to and 
acted upon is central to its success. NCAAA provide the program and course 
evaluation survey (PES and CES) forms which form the core of student 
feedback to the programs. Other sources of student input will be taken from 
student representation on the C-SPCC. Additionally, field experience 
surveys and alumni feedback will provide forms of student feedback. 
 
Once student feedback has been collected and analysed, it seems 
reasonable to expect that something will be done with it. However, the extent 
to which action on student feedback is not always clear to the students and 
involving students in the decision making and closing the loop by 
communicating back is central to good practice. There is an important 
distinction to be made between feedback and evaluation. Feedback provides 
evidence; evaluation draws conclusions based on the evidence. 
 
There will be times where the action taken to student input needs to be 
prompt and measured. On other occasions it may be that the analysis and 
action coincides with the annual monitoring process, in which case closing 
the loop may be part of the following cohort’s orientation or via the VLE. 
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SECTION 8 
Assessment 

Introduction 
Students are quite often apprehensive about what is expected from them. 
Many new students may not be familiar with the style of assessments being 
used. This is a key area, and the early success or failure can have real impact 
on the confidence level of a student, and their motivation to continue and 
complete their program. Remember, there is only one chance to get it right 
the first time. If the guidelines for the assessment are not clear they may 
inadvertently waste time on aspects of their assignment and hence not 
achieve their full potential. It is therefore important that students are provided 
with guidance that is specified through an assignment brief. It is good 
practice for any Program/Student Handbook or the VLE to contain all the 
assignment outlines so that students are aware from the outset of the 
assessment requirements to be placed upon them. 
 
Assessment for each course will be carried out under the authority of the 
relevant academic regulations. All awards will be made by the University, in 
accordance with its regulations.  
 
Prior to the start of each course delivery, Course Leaders should provide 
the Program Leader with a schedule of proposed dates for the handing out 
and submission of assignments. Having agreed the assessment schedule, 
the process moves on to the one of moderation, monitoring and control. 
 
Situations will inevitably arise when it is not possible to adhere to the 
agreed schedule and adjustments will have to be made. Where this is the 
case it is essential that effective communications be maintained between the 
Program Leader and the Course Leader(s) in order not to adversely affect 
the student’s learning experience. Most importantly, the students should be 
made aware of any changes being proposed to the published assessment 
schedule. 
 
External advisors or experts maybe appointed to each program and course 
by the University. This externality can include arrangement with international 
universities or organisations to benchmark assessments. The role is 
intended to provide benchmarking of standards. 
 
Examination Papers 
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As in the case of other assessments, all examination papers must be 
moderated. Once agreed as being appropriate, the examination papers 
should be lodged with the central part of the University responsible for 
examinations. That unit will ensure availability of examination papers at the 
appropriate examination session and location. Forms to assist with 
moderation are provided in the Course Leader’s Handbook. 
 
Submission of Late Assignments and assessment 
regulations 
Students will be bound by the academic regulations of the University. 
These regulations include procedures relating to assessment, including 
penalties for late submission, claims for mitigating or extenuating 
circumstances, the consideration of allegations of academic misconduct and 
the consideration of academic appeals.  
 
Marking Assessments 
Of course, there are many different styles of assessment, and some may 
require particular arrangements for marking. The approach to assessment 
for each course will be outlined in the course specification.For example a 
student presentation or practical assessment will require different marking 
arrangements than a formal examination. It is important that the Program 
Leader liaises with the Course Leader, through the C-SPCC, to agree the 
marking arrangements well in advance of students being assessed. The 
normal position of having verifiable marks underpins the standards of the 
awards made by the University, and thus having more than one member of 
staff engaged in marking is key to securing that position. Hence it is not good 
practice for an individual staff member to grade a student’s assessment in 
circumstances where it is not possible for anyone else to verify or moderate 
that work. The Program Leader when liaising with the Course Leader should 
ensure that secure marking arrangements are in place. All assessments are 
marked using the marking or grading scale approach of the University, and 
it is important that the students are clear on the approach being used. 
 
Remember, any external advisor or expert (if appointed) is not a marker. 
Their role is to confirm the grades being presented to examination or 
assessment boards are appropriate, and that the standards being set are 
aligned with the NCAAA National Qualification Framework, in particular the 
level is correct within the program.  
 
Hence it is important that the Program Leader liaises with students, so they 
are fully aware that marks or grades are subject to moderation processes 
and therefore may be changed to align with national standards. 
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To achieve the moderation processes requires student assessment to be 
available or visible. It is important that the Program Leader (or equivalent 
person) agrees with the Course Leader the basis upon which this moderation 
will take place.  
 
Feedback on Assignments 
Examination papers are not returned to students but staff can, and indeed 
are encouraged to refer to the examination paper if they need to provide 
verbal feedback to students. Student work should be retained for a 
reasonable length of time after which it may be destroyed. It is important, 
however, that a proportion of student work is held for at least 12 months in 
case it is required for any external audit or review. It is good practice to retain 
the sample of work for each course until after the program is delivered again. 
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SECTION 9 
Program Approval 

Each program and constituent courses must be approved by the University 
using its standard quality assurance procedures, and with reference to any 
additional requirements. 
 
No provision will be delivered until the approval process has been completed 
to the satisfaction of the University. The Program Leader is responsible for 
checking that all courses of the program of study being delivered are all 
currently validated.  
 
Central to the success of the approval process is the quality of the Program 
Specification, Approval Documentation, and Course Specifications. A well-
written and carefully constructed set of documents is the pre-cursor to a 
successful approval process and often reduces the number of potential 
questions that may be raised. In addition, time spent during the development 
phase has a pay back in that any amendments or revisions post approval 
event should be less onerous. Most importantly, careful design is key to the 
successful learning, teaching and assessment of students and their learning 
experience. 
 
Approval of each program by the University shall be subject to the College 
satisfying the conditions and incorporating the recommendations specified 
by the University following the approval event for each program.  
 
Updating the Curriculum between Approval 
Program Leaders should liaise with course leaders to ensure all proposed 
changes to the program of study are made only after careful consideration. 
Even a small, definitive change means that a number of central processes 
are triggered. It is also essential that deadlines for submitting modifications 
are met, since if they are missed then the update may not be implemented 
before the next delivery of the course. 
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SECTION 10 
Annual Monitoring and Review 
 
Introduction 
The annual monitoring process is essentially a judgmental exercise, based 
on a critical self- evaluation by the Program Team responsible for the 
provision. It focuses on the quality of the students’ educational experience 
and the attainment of academic standards. 
 
Program Leaders should ensure that each course will be monitored using 
its standard quality assurance procedures. Annual Program and Course 
reports and the outcomes of monitoring will be made in accordance with 
those procedures. The CQAO support the College Council in preparing an 
annual overview report, in an agreed standard format, on the quality and 
standards of the College provision and the Program Leader may be required 
to contribute to that overview. The program and course reports within the 
annual monitoring cycle will be submitted to the C-SPCC for consideration 
and approval, and forwarded to the CQAO for College Council approval 
before the University level consideration through the Office of the VP-AA and 
the SC-SPC. 
 
Each award will be the subject of a formal, periodic review by the University 
using its standard quality assurance procedures. The Periodic Review cycle 
is five years for established courses and four years for new courses. Reports 
on the outcomes of periodic reviews will be made in accordance with 
standard procedures.  
 
Who has responsibility for preparing the Program Annual 
Monitoring Report? 
The responsibility for the quality assurance of a program lies with all faculty 
who deliver the courses and those who administer the program and advise 
the students. Normally it is the Program Leader who coordinates the 
production of the program annual monitoring report (in consultation with the 
program delivery team and/or course leaders for each level), as he has the 
requisite knowledge of the program and is best placed to undertake a 
reflective and evaluative review of the provision, taking inputs from all the 
various source especially student feedback and course reports. Regardless 
of who prepares the Annual Monitoring Program Report (APR), the views of 
students via the appropriate C-SPCC and all the members of the program 
team should inform the report. In particular, the Course Reports within the 
annual monitoring cycle provide a major source of information. Centrally 
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prepared statistics to enable comparative measures are equally an important 
dimension. 



  

57 
 

Comparability 
Because we are interested in achieving comparable standards, the 
recommendation is all annual monitoring report contributions should follow 
similar formats and use standard data sets for analysis. This approach 
supports and enables effective comparisons to be undertaken.  
 
Review 
Any review process should be regarded as a component of the University’s 

internal quality management process, wholly separate from external NCAAA 
Program or Institutional Review or accreditation by professional body. 
However, any issues identified during a review which are referred to in the 
written report, or the College’s response to such issues, will inevitably inform 
any external evaluation of activities. 
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Annex M 
Course Leader’s Handbook 

 
 
 
SECTION 1 
Introduction 
 
 
Course Leader’s Handbook 
Course Leaders play a key role in the delivery of the students’ overall 

learning experience, whether it be a single course or multiple courses 
contributing to a full program leading to an award. Although the maintenance 
and enhancement of quality and standards is a collective responsibility of all 
the program teaching team and support staff, the primary role of the Course 
Leader is to ensure that the delivery of each course is consistent with the 
currently validated version, and is taught in an effective style and assessed 
in a timely manner, as approved in the course specification. 
 
It is recognised that for courses with large numbers of students enrolled, 
the delivery may be divided, so a number of faculty contribute. To promote 
the concept of comparable student learning experiences and to underpin 
and secure national standards, evidenced through engagement with internal 
and any external moderation processes, one member of the teaching team 
will act as Course Leader and coordinate the teaching and assessment. All 
students taking a course during any semester will have the same 
assessment as any other student in that program cohort, and access to a 
single occurrence of learning materials on the VLE for that course. The 
course teaching team is central to this approach, and faculty teaching in 
isolation is not an acceptable approach. The Course Leader is a key officer 
in providing the leadership to promote this approach. 
 
This handbook has been written in recognition of the important role of 
Course Leader and draws together strands of good practice in a single 
document. In the past there have been occasions where course leaders have 
been unsure as to their specific role. It is hoped that all course leaders will 
find this handbook to be a valuable source of reference in delivering their 
courses(s), and it will form the basis of a checklist throughout the academic 
year.  
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What is contained within the Handbook? 
The information contained within the Handbook is based on good practice 
and is intended to be used in conjunction with regulatory documents to which 
reference is made throughout. It is recognised that there may be slightly 
different practices in place for the management and maintenance of particular 
programs that reflect the individual nature of a program or the host College. 
This Handbook has therefore been prepared to cover the widest possible 
provision and to encourage course leaders to tailor it to their own specific 
needs. 
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SECTION 2 
Structure and Organization 
 
Management and Organisation 
The University designates the University Council as responsible for all 
awards made, and Colleges must work within the framework of policies and 
procedures laid down by the Council and any delegated committee(s) 
established by Council to act on its behalf.  
 
The University, through its Council, shall have overall academic 
responsibility for the programs and for the academic standards of the 
qualifications awarded to students who successfully complete the programs. 
The central committee with delegated responsibility from the Council for 
securing standards are the SC-SPC and the SC-AAQA. Each College has a 
College Quality Assurance Office (CQAO) within this structure supporting to 
the College Council. Each program reports through its College Study Plans 
and Curricula Committee (C-SPCC). 
 
There is strong evidence of the importance and lead role that curriculum 
planning has in underpinning the delivery of the program objectives. It is 
important that ideas and curriculum design integrate with the College’s 
planning. There needs to be an aspirational and transformational curriculum 
that will contribute to a step change in higher education participation and 
national up-skilling. 
 
Subject to the provisions of the standard quality assurance procedures, the 
University delegates responsibilities relating to the monitoring of the quality 
of learning opportunities to the College Council supported by the CQAO. The 
C-SPCCs deliver this responsibility and hence the Program Leader 
supported by the Course Leaders are key faculty in this process. 
 
There is strong evidence of the importance and lead role that curriculum 
planning has in underpinning the delivery of the program and course 
objectives and the kind of relationship curriculum planning needs to have with 
other University work. Course management embraces the following 
principles: 
 A lead role for strategic curriculum planning that works to an agreed rolling 
strategic development plan that ensures delivery and support for student 
access. Such planning will avoid wasteful competition between Colleges and 
promote courses which are shared across programs and Colleges; 
 Simplicity and clarity with regards to decision making when a course is 
delivered by multiple faculty or on multiple occasions within a single 
semester; 
 The development of the curriculum, pedagogy and assessment as part of 
the overall program. 
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There needs to be an aspirational and transformational curriculum which 
will contribute to a step change in securing academic standards. As a course 
leader delivering one or more courses, it is important that you contribute your 
ideas to both the design stage whenever possible, and in the delivery of the 
course though the development of innovative team teaching, drawing on your 
own experiences and those of all the teaching staff, to maximize the learning 
of each enrolled student. 
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SECTION 3 
Duties and Responsibilities 
 
Responsibilities of the Course leader 
The role of Course Leader as described in this Handbook may be performed 
by more than one individual, although the preference would be for a single 
Course Leader to provide clear leadership. The Handbook serves as an 
overarching document to embrace the role, but may of course be edited and 
partitioned to meet local needs and approaches. 

As Course Leader, you play a key role in maintaining the quality and 
standards of the education provided in the award, by ensuring that the 
teaching delivered is at the level defined in the course specification, and that 
the learning experience planned for the students will meet the intended 
learning outcomes for that course. Your role as Course Leader is to harness 
the conditions and socially inclusive practice that promotes high standards 
and academic. Socially inclusive practice is where everyone is treated fairly 
and their individuality is respected and valued. Difference is accepted and 
openly discussed to enhance understanding. 

In undertaking this role, you may need to liaise with other faculty teaching 
the module, with other Course Leaders, the CQAO and with the Program 
Leader. 
There are typically six areas of responsibility for the Course leaders. These 

are: 

 Orientation. 

o To encourage students to disclose any additional needs affecting their 
studies.  

o Support an appropriate orientation program that is planned and 
managed for students studying the program. 

o Check that appropriate arrangements are in place for students to have 
access to agreed University resources such as the VLE for your 
course(s). 
 

 Documentation 

o Contribute any course components to the Program/Student Handbook, 
ensuring its accuracy and content  

o Arrange that all students receive any course hand-out material; 
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o Check all students are provided with minimum set of information about 
the course(s) you are delivering. This may take the form of a course 
handbook or other appropriate format and may be provided 
electronically via the VLE. In some cases the material may be 
integrated into the Program/Student Handbook. 

 Timetables and Resources 

o To monitor the available resources for the course(s) you teach to 
ensure they remain in line with those approved during the program 
validation/approval event. This is particularly relevant when a change 
to the course specification occurs, following a minor/major modification 
or periodic review and re-approval of the course. 

 Learning, Teaching and Assessment 

o Ensure that the course(s) you deliver  are in accordance with the 
approved learning and teaching strategy and to liaise with other Course 
Leaders and the Program Leader as appropriate; 

o Check that the assessment takes place in accordance with the 
approved assessment strategy. Students are informed of the 
assessment arrangements for each course during the orientation 
program, so they will be seeking confirmation from you of the detailed 
arrangements. 

o To ensure that assessment results at course level are complete and 
accurate and forwarded to the responsible College Administrative 
Officer in the CQAO in a timely manner, with a sample of student work 
made available for moderation. 

 Program Development 

o To make a contribution to the critical appraisal of the program when 
requested and to contribute to discussions in the C-SPCC about plans 
for any proposed changes to the program; 

o To ensure that any approved modifications to the delivery of the 
course(s) are implemented. 

 Monitoring and Evaluation. 

o To ensure that student feedback is gained and acted upon in 
accordance with the responsible University’s policy, using the Course 
Evaluation Survey; 
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o To coordinate the production of a course annual monitoring report as 
part of the Annual Monitoring for consideration by the C-SPCC; 

Liaison with the Program Leader. 
It is essential that the working relationship between the Program Leader and 
the Course Leaders is effective. It will be problematic if you as a Course 
leader perform your duties without the assistance of Program Leader and 
work in isolation of other course teams. The aim is that every student taking 
a course enjoys the same equivalent learning experience. Hence liaising 
through the C-SPCC is central to achieving that aim. Monitoring student 
achievement and progress and having a clear oversight of the health and 
vitality of your course requires a holistic approach and lines of 
communication need to be maintained at all times between all stakeholders. 
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SECTION 4 
Academic Calendar of Activities 
 
It is important that Course Leaders agree a schedule of activity. Without this 
schedule, especially in the delivery of a new program, it is possible for 
misunderstandings to occur. From the initial course(s) approval, and 
preparation through to delivery, assessment, feedback and annual 
monitoring each stage should be calendarised. It may be that an adjustment 
to the assessment schedule proposed is required to reflect the demands of 
other courses being taken by the students. It is important that any changes 
required are agreed at the outset, rather than imposed through lack of pre-
planning. 
 
Recognise that the size and scale of operation for each course will vary 
significantly, but the processes in place to secure standards remain a key 
component in the quality assurance. Each student needs to be confident that 
their learning is at the appropriate level and that any credit or award made is 
effectively benchmarked against national standards. So frequent liaison and 
regular contact, monitoring progress against agreed target dates is better 
than belatedly finding ‘gaps’ in your understanding. 
 
Issues that you might like to calendarise include: 
 Support the checking of the local Program/Student Handbook and liaise 

with colleagues to ensure completeness and accuracy of information of 
supporting course material; 

 Contribute as required to the orientation programs, ensuring that all 
activities are properly coordinated. 

 Remember returning students may require counselling on course 
selection, particularly those students who are required to retake failed 
courses; 

 Liaise with the CQAO, the Program Leader and other faculty teaching the 
course to ascertain any hand-out and submission dates for each 
assignment component. This will enable you to prepare an assessment 
schedule;  

 Read any advisory committee, external advisor or expert’s reports (if 
appointed) and contribute to the response if required, especially when an 
action is required to address an issue raised in your area of program 
delivery. 
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Contribute a course report to the Annual Monitoring Process for the last 
delivery of the course in readiness for consideration by the C-SPCC and 
upwards. 
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SECTION 5 
Student Feedback 
 
 
It is important that all students have the opportunity to present their views 
and have their voice heard. Hence all students, including those who may be 
working independently on work based learning or internship study routes, 
should be given the opportunity to input their views. Whilst the methods for 
obtaining and evaluating student feedback vary, its importance in informing 
and enhancing the health and vitality of the student learning experience 
cannot be under estimated. The role of the Program Leader in encouraging 
students to engage in the process is particularly important. Equally your role 
as Course Leader in encouraging students to participate in course 
evaluations is critical.  Creating a positive culture where students feel that 
their views are being listened to and acted upon is central to its success. 
NCAAA provide the program and course evaluation survey (PES and CES) 
forms that form the core of student feedback to the programs. Other sources 
of student input will be taken from student representation on the C-SPCC. 
Additionally, field experience surveys and alumni feedback will provide an 
additional form of student feedback. 

Once student feedback has been collected and analysed, it seems 
reasonable to expect that something will be done with it. However, the extent 
to which action on student feedback is not always clear to the students and 
involving students in the decision making and closing the loop by 
communicating back is central to good practice. There is an important 
distinction to be made between feedback and evaluation. Feedback provides 
evidence; evaluation draws conclusions based on the evidence. 

There will be times where the action taken to student input needs to be 
prompt and measured. On other occasions it may be that the analysis and 
action coincides with the annual monitoring process, in which case closing 
the loop may be part of the following cohort’s orientation or via the VLE. 
Your role in analysing the CES and reporting issues in the course annual 
monitoring report is a key part of the feedback process and the approach 
taken by the University to quality enhancement. 
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SECTION 6 
Assessment 

Introduction 
Students are quite often apprehensive about what is expected from them. 
Many new students may not be familiar with the style of assessments being 
used. This is a key area, and the early success or failure can have real impact 
on the confidence level of a student, and their motivation to continue and 
complete their program. Remember, there is only one chance to get it right 
the first time. If the guidelines for the assessment are not clear students may 
inadvertently waste time on aspects of their assignment and hence not 
achieve their full potential. It is therefore important that students are provided 
with guidance that is specified through an assignment brief. It is good 
practice for any Course Handbook or the VLE to contain all the assignment 
outlines so that students are aware from the outset of the assessment 
requirements to be placed upon them. 

Assessment for each course will be carried out under the authority of the 
relevant academic regulations. This means that assessments are subject to 
moderation. The forms in annexes G to J will support the process of 
moderation.  

Prior to the start of each course delivery, Course Leaders should provide 
the CQAO and the Program Leader with a schedule of proposed dates for 
the handing out and submission of assignments. The Program Leader’s role 
will be to identify any areas of concern for example, excessive number of 
assignments, insufficient time for completion of assignments by students, 
bunching of assignments, inappropriate submission dates, etc. and raise any 
issues with you as Course Leader. Having agreed the assessment schedule, 
the process moves on to the one of monitoring and control. 

Situations will inevitably arise when it is not possible to adhere to the 
agreed schedule and adjustments will have to be made. Where this is the 
case it is essential that effective communications be maintained between you 
and the Program Leader in order not to adversely affect the student’s 
learning experience. Most importantly, the students should be made aware 
of any changes being proposed to the published assessment schedule. 

External advisors or experts may be appointed to each program and 
course by the University. That externality can include arrangements with 
national or international universities or organisations to benchmark 
assessments. 
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Examination Papers 
As in the case of other assessments, all examination papers must be 
moderated. Forms to assist in the management and monitoring of the 
moderation process are included in annexes G to J. Once agreed as being 
appropriate the papers should be lodged with the central part of the 
University responsible for examinations. That unit will ensure availability of 
examination papers at the appropriate examination session and location. 

Marking Assessments 
Of course, there are many different styles of assessment, and some may 
require particular arrangements for marking. The approach to assessment of 
each course will be outlined in the course specification. For example a 
student presentation or practical assessment will require different marking 
arrangements than a formal examination. It is important that you liaise with 
the Program Leader and the C-SPCC, to agree the marking arrangements 
well in advance of students being assessed. The normal position of having 
verifiable marks underpins the standards of the awards made by the 
University, and thus having more than one member of staff engaged in 
marking is key to securing that position. Hence it is not good practice for an 
individual staff member to grade a student’s assessment in circumstances 
where it is not possible for anyone else to verify or moderate that work. The 
Program Leader when liaising with you as Course Leader should ensure that 
secure marking arrangements are in place. All assessments are marked 
using the marking or grading scale approach of the University, and it is 
important that the students are clear on the approach being used. 

Hence it is important that you and the Program Leader liaise with students, 
so they are fully aware that marks or grades are subject to moderation 
processes and therefore may be changed to align with national standards. 

To achieve the moderation processes requires student assessment to be 
available or visible. It is important that the Program Leader (or equivalent 
person) agrees with you as Course Leader the basis upon which moderation 
will take place. The requirement may be all examination scripts and an 
agreed range of other assessment material. Whatever the arrangement is, it 
is important that such assessment material is gathered in preparation for the 
moderation to take place, which places a requirement on getting that material 
back from students or making appropriate copies, recognizing that they will 
want sight of the marked assessments to gain the benefit of the feedback in 
preparation for further assessment. The Program Leader will make this 
requirement clear to the faculty and students at the start of the session. 
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Feedback on Assignments 
The time it takes to mark and return work to students is very much 
dependent on the number of students taking the assignment, the magnitude 
of the written product, and the burden of other duties that coincide with the 
submission of a set of assignments. Course Leaders have the responsibility 
for coordinating this feedback and Program Leaders should maintain an 
active monitoring role on the feedback times being achieved, and analyse 
the student feedback on performance of a timely response within the overall 
annual monitoring process. 

Examination papers are not returned to students but staff can, and indeed 
are encouraged to refer to the examination paper if they are providing verbal 
feedback to students. Student work should be retained for a reasonable 
length of time after which it may be destroyed. It is important, however, that 
a proportion of student work is held for at least 12 months in case it is 
required for any external audit or review. It is good practice to retain the 
sample of work internally or externally moderated for each course until after 
the program is delivered again. 
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SECTION 7 
Program Approval  

Each program and constituent courses must be approved by the University 
using its standard quality assurance procedures, and with reference to any 
additional requirements. 

No provision will be delivered until the approval process has been completed 
to the satisfaction of the University. The Program Leader is responsible for 
ensuring that all courses of the program of study being delivered are all 
currently approved.  

Central to the success of the approval process is the quality of the Program 
Specification, Approval Documentation, and Course Specifications. A well-
written and carefully constructed set of documents is the pre-cursor to a 
successful approval process and often reduces the number of potential 
questions that may be raised. In addition, time spent during the development 
phase has a pay back in that any amendments or revisions post-approval 
event should be less onerous. Most importantly, careful design is key to the 
successful learning, teaching and assessment of students and their learning 
experience. 

Approval of each program by the University shall be subject to the College 
satisfying the conditions and incorporating the recommendations specified 
by the University following the approval event for each program.  

Updating the Curriculum between Approval Events 
Program Leaders should liaise with Course Leaders to ensure all proposed 
changes to the program of study are made only after careful consideration. 
Even a small definitive change means that a large number of central 
processes are triggered. It is also essential that deadlines for submitting 
modifications are met, since if they are missed then the update may not be 
implemented before the next delivery of the course. 
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SECTION 8 
Annual Monitoring and Review 

Introduction 
The annual monitoring process is essentially a judgmental exercise, based 
on a critical self- evaluation by the Program Team responsible for the 
provision. It focuses on the quality of the students’ educational experience 
and the attainment of academic standards. 

Program Leaders and the CQAO should ensure that each course will be 
monitored using its standard quality assurance procedures. Annual Program 
and Course reports and the outcomes of monitoring will be made in 
accordance with those procedures. The CQAO will support the College 
Council in preparing an annual overview report, in an agreed standard 
format, on the quality and standards of the College provision and the 
Program Leader may be required to contribute to that overview. The program 
and course reports on annual monitoring will be submitted to the C-SPCC 
and to the appropriate academic committees. 

Each award will be the subject of a formal, periodic review by the University 
using its standard quality assurance procedures. Reports on the outcomes 
of periodic reviews will be made in accordance with those procedures. The 
periodic review cycle is five years for established programs and four years 
for new programs. 

Who has responsibility for preparing the Course Monitoring 
Report? 
The responsibility for the quality assurance of a program lies with all the staff 
who deliver the courses and those who administer the program and advise 
the students. Normally it is the Program Leader who coordinates the 
production of the overall program report (in consultation with the Program 
Team) because they have the requisite knowledge of the program and are 
best placed to undertake a reflective and evaluative review of the provision. 
Regardless of who prepares the Annual Monitoring Program Report, the 
views of students via the appropriate C-SPCC and all the members of the 
Program Team must inform the report. The major input to the program 
monitoring is the course report, and the whole course teaching team have a 
responsibility to contribute to this report. However, it is likely that you as 
Course Leader will play a major role in constructing this report. The timing of 
this report is crucial, and ideally should be completed prior to the end of the 
semester in which the course was delivered. 
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Comparability 
Because we are interested in achieving comparable standards, the 
recommendation is all annual monitoring report contributions should follow 
similar formats and use standard data sets for analysis. This approach 
supports and enables effective comparisons to be undertaken. The Program 
Leader will liaise with you on annual monitoring report formats, so data and 
statistics used will be provided from central sources. 

Review 
Any review process should be regarded as a component of the universities 
internal quality management process, wholly separate from external NCAAA 
Program or Institutional Review or accreditation by professional body. 
However, any issues identified during a review that are referred to in the 
written report, or the College’s response to it, will inevitably inform any 
external evaluation of activities. 
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Annex N 
Performance Assessments for faculty Members 

Instruction for filling report 

1. This report is to be filled with his Excellency the head of the department 
and approved by his   Excellency the college Dean, and then and 
submitted to his Excellency the concerned vice president for final 
approval. 

 

2. Level of efficiency are classified as the following; 
90% or more are Excellent 
From 80% to 89% is Very Good 
From 70% to 79% is Good 
From 60% to 69% is Accepted 

     Less than 60 is Not Accepted 

3. The department head should take into account the student’s assessment 
from the faculty member in order to answer some of the items in the 
credibility and fairness. 

 

4. Faculty member is assessed (in the forth item, section 1) based on the 
organization and completion of the components of the course file. The 
Course File usually consist of several components, mainly the 
curriculum, course description, course object, educational resource, 
course requirement s and method of assessments, study plans, course 
documents, including test forms, scientific research and teacher 
observation one course. 

 

5. Faculty member is assessed (in the four item, section 1) based on the 
used on varied methods in evaluating students performance throughout 
the semester, such as; number of variety of test, homework, projects of  
researches, participation and attendance. 

 

6. Faculty member is assessed (in the seventh item, section 2) based on 
the use of modern methods and technology n the learning process; such 
as computers, projectors, slides, television, maps, models, webcity 
software and field trips…etc. 

 

7. Faculty member is assessed (in the one, section 2) based on his 
activities on research, authorship and publication fields.  

 

8. Any other remarks or new items can be added to any of the four main 
sections of his assessments form at the end of the form. 
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9. The contract of the faculty member will not be renewed in case he gets 
a final total scores less than 60%, or in case he gets a score less than 
60% in the section related to teaching assessments. The faculty 
members who get a score less than 50% in other section will be informed 
in writing on their non-efficiency, and if he gets a same score next year 
the contract will not be renewed. 

 
10. The primary object of these assessments is to develop the faculty 

member’s performance. Thus, the copy of final assessments is provided 
to them after accreditation. A meeting is to be held to discuss and study 
points of weakness  and the ways of developing them. 
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Faculty members name: 
 
 ……………………………..………………… 
 

 
Nationality: 

………………………… 

 
Scientific Rank: 

…………………………………… 

 
Department: 

………………………… 

 
College: 

…………………………………………… 
 

 
Period of Assessments: 

…………….…………… 

   
 
First section: teaching 
performance 
 

 
The Maximum 
Score 

 
Score 

1. Explain the scientific 
material 8 

 

2. Course file 7 
 

3. Scientific materials 
used 7 

 

4. Grading system 7 
 

5. Commitment to lectures 
and office hours. 7 

 

6. Methods of conducting 
and formulating exams 7 

 

Total Scores 50 
 

Other Remarks on teaching performance 
……………………………………………………………………………… 
……………………………………………………………………………… 
……………………………………………………………………………… 
……………………………………………………………………………… 
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Second section: scientific 
and professional activities 

 
The Maximum Score 

 
Score 

1. Translation, Authorship 
and publication activities 

 
10 

 

2. Participation in 
conference, seminars, 
public lectures and 
workshops related to 
specialization. 

 
5 

 

3. Membership in 
associations and 
professional bodies related 
to  specialization 

 
5 

 

Total Score 20  
Other Remarks on the research and professional activities: 
 
………………………………………………………………………………… 
………………………………………………………………………………… 
………………………………………………………………………………… 
………………………………………………………………………………… 
 

 
Third section: Administrative, 
cultural, social and sport 
activities 

 
The Maximum 
Score 

 
Score 

1. Effective participation in 
the department, college and 
university committees 

5 
 

2. Participation in cultural, 
social sport activities either at 
the college, community or the 
university level 

5 

 

3. The level of 
accomplishing the 
administrative works to him 

5 
 

Total Score 15  
Other Remarks on the research and professional activities: 
 
………………………………………………………………………………… 
………………………………………………………………………………… 
………………………………………………………………………………… 
………………………………………………………………………………… 
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Fourth section: Ethics and 
personal traits 

The Maximum 
Score Score 

1. Dealing with students 5  

2. Dealing with colleagues, 
Head of the department and 
college administrators 

5  

3. Good appearance and 
academic norms 5  

Total Score 15  
Other Remarks on the research and professional activities: 
 
………………………………………………………………………………… 
………………………………………………………………………………… 
………………………………………………………………………………… 
………………………………………………………………………………… 
 

 
 

 
Final total score for the report: 
 
 
Head of the department: 
 
…………:…………………… 
 

 
Signature: 
 
………………… 

 
Date: 
 
…………………… 

 
College Dean: 
 
……………………………… 
 

 
Signature: 
 
………………… 

 
Date: 
 
…………………… 

 
The concerned vice 
president: 
…………..………………… 
 

 
Signature: 
 
…………………… 

 
Date: 
 
…………………… 
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Example of Rubric to be used in the evaluation of Faculty Members  
 

F
irst section: 
teaching 

perform
ance 

T
h

e M
axim

u
m

 
S

co
re 

Rubric or terms of reference 

1 2 3/4 5/6 7/8 

7 C
ourse file 

 
7 

1. Made 
course file 
 

1. Made 
course file 
2. Contents 
are as per 
guidelines 

1. Made 
course file 
2. Contents 
are as per 
guidelines 
3. Coheren
ce between 
its sections 

1. Made 
course file 
2. Contents 
are as per 
guidelines 
3. Coherence 
between its 
sections 
4. Conclusion
s from 
previous 
course file are 
utilized in the 
following year 

1. Made course 
file 
2. Contents are 
as per guidelines 
3. Coherence 
between its 
sections 
4. Conclusions 
from previous 
course file are 
utilized in the 
following year 
5. There is 
definite 
comparison and  
progress 
calculation 
between the 2 
subsequent 
course files 
progress 
calculation 
between the 2 
subsequent 
course files 

If we apply this methodology, faculty evaluation will be effective and 
efficient. It will be fair and objective and at same time it will motivate 
the way of best perfection in Academic affairs as all members will try 
to understand value of all parameters and try to be perfect. By this, we 
can guarantee the QMS is applied in an understandable way. 
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Annex O 
Teaching Observation Concepts 

Understanding Teaching Observation 
 
Guidelines for Academic Staff  
As an academic member of staff employed by King Faisal University, you will 
be taking part in a Teaching Observation scheme. This means that each 
semester you will be paired with a colleague to observe their teaching and to 
have your own teaching observed. This guideline is designed to explain this 
process and to offer guidance as to how you can best benefit from this 
scheme.  
 
 
Part One  
Context  
The Teaching Observation scheme at King Faisal University forms part of 
the wider commitment to delivering ongoing professional development and 
support for all staff. The Teaching Observation scheme at KFU therefore 
constitutes one way in which academics can access and utilise continuing 
professional development (CPD). It is designed to work alongside other 
activities such as professional development workshops to offer academics a 
comprehensive set of opportunities to develop and enhance teaching.  
Basic principles of Teaching Observation 
 teaching observation is designed to be developmental rather than 

judgemental  

 teaching observation is designed to share expertise and best practice to 
improve confidence and collegiality in teaching and enhance the student 
learning experience  

 teaching observation is designed to provide cpd for both the observer and 
the observee  

 teaching observation is not designed as a ‘policing’ activity  

 teaching observation is a negotiated activity, in which observer and 
observee work together  

Part Two  
Process  
Teaching observation has three main stages, pre-observation, observation 
and post-observation. At each of these stages it is crucial that the observer 
and observee fully understand and appreciate the aims and objectives of the 
scheme.  
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Pre-Observation Stage  
Prior to observations, the observer and the observee should arrange to meet. 
This meeting should take around 30 minutes. If meeting is impractical this 
could also be conducted via phone or email although meeting in person is 
always recommended.  
At the meeting the observer and observee should discuss and agree on the 
following points: 
 

 The date, time and duration of the observation  

 Where the observer will sit during the observation and how they will be 
introduced to the students  

 The main aims and objectives of the session to be observed  

 Any Teaching Observationential difficulties anticipated by the observee  

 Any specific feedback the observee would welcome from the observer  

 The time and date for the post-observation meeting – the timing of this 
meeting is important. It is not recommended to have the meeting immediately 
after the observation as this gives little time to reflect, however the meeting 
should take place shortly (up to a week) after the observation as a longer 
time will mean the session is less fresh in the minds of both observer and 
observee.  

 
After this pre-observation meeting the observee should complete Form A 
and hand/ send this to the observer along with any supporting documentation 
such as a lesson plan, handouts to be used in class. The observer should 
read these closely prior to the observation, paying particular attention to any 
concerns raised by the observee and any requests for specific feedback.  
 
Observation Stage  
At the beginning of the observation, the observer should arrive early and sit 
in the agreed place. This should be out of the direct line of sight of the 
observee. At the start of the class, the students should be introduced to the 
observee as agreed, making clear that the observer is not there to observe 
them.  
During the observation the observer should:  
 Be discreet and unobtrusive at all times  

 Refrain from making any comments (even if he/she knows an answer or 
disagrees with something 

  the observee says)  

 Try to experience the session from a student’s perspective as well as from 
that of a teaching colleague  
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 Take notes, especially concentrating on areas of good practice  

 If the observer identifies an aspect which he/she feels could be improved, 
then he/she should also   

  note this  

 
During the observation the observee should:  
 Try to teach as usual, as if they were not being observed  

 Refrain from involving the observer in the lesson  

 
Shortly after the observation, the observer should complete Form B Part 1 
and Part 2. He/she should focus on and detail any areas of good practice 
observed. If there are areas he/she feels could be improved, he/she should 
document this in an objective and constructive manner and try to suggest 
practical solutions whenever possible. This form should then be handed/sent 
to the observee prior to the post-observation meeting.  
 
The observee should complete Form C Part 1, reflecting on the observed 
session.  

Post-Observation Stage 
After the observation, the observer and the observee should meet at the 
agreed time in a quiet location for a de-briefing meeting. They should allow 
30 minutes to an hour for this meeting. It is vital that both observer and 
observee treat this as a positive and developmental process, focusing on 
elements of good practice and constructive feedback. It should take the form 
of a conversation about teaching practice, rather than a formal feedback 
session.  
 
Purpose  
The main objectives of the post-observation meeting are:  
 For the observee to gain feedback on his/her teaching practice  

 For the observee to ask the observer to explain any comments made on 
Form B Part 2  

 For the observer to ask the observee to explain more about certain 
aspects of the session  

 For the observer and observee to agree on areas of good practice and 
how these could be disseminated to other teaching colleagues  

 For the observer and observee to agree on areas for development and 
how these could be addressed  
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Feedback  
Giving and receiving feedback on teaching practice can be nerve-wracking 
for both the observer and the observee, especially if this is the first time either 
has been involved in a TEACHING OBSERVATION scheme. To make this 
process easier the following guidelines should be observed:  
 
The observer should:  
 LISTEN TO THE OBSERVEE - first give the observee opportunity to talk 
about the observation, what he/she felt well, what he/she felt did not go as 
well and how he/she felt about the comments made by the observer on Form 
B Part 2. Listen attentively to the observee.  

 BE POSITIVE - focus on giving positive feedback first, emphasising 
aspects of good practice. Continue to focus on positive elements 
throughout the meeting. Even if you did observe many negative elements, 
try and focus on the positive first. If the observee is new to teaching, it is 
particularly important to focus on the positive in order to build up 
confidence.  

 BE SPECIFIC – give concrete examples from the observed session and try 
not to generalise. For example, instead of saying ‘You are good at giving 
explanations’, say ‘When you explained XX theory, the students clearly 
related to the examples you gave’. Instead of saying, ‘You focus too much 
on the strongest students’ say, ‘During XX activity, I noticed that only 
Student A and Student B answered your questions. Why is that?’ This 
promotes discussion and helps the observee to reflect on their teaching 
practice.  

 BE CONSTRUCTIVE - approach areas for development in a constructive 
manner, giving regard to the observee’s opinions and highlighting practical 
ways in which these areas can be addressed.  
 BE REALISTIC – do not provide commentary on every minute aspect of 
the observed session. Even if you do observe many areas for improvement, 
choose one or two areas for the observee to work on and give realistic and 
practical suggestions on how they can improve.  
 BE OBJECTIVE - always focus on process rather than personality. For 
example, try to avoid saying ‘If I were you, I would have done XX activity like 
this…..’ Instead, acknowledge that the observee may have a different 
teaching style and make sure your comments are sensitive to this.  
 
The observee should:  
 Try to avoid being defensive about what happened during the observed 

session. Instead value the opportunity to obtain feedback from a 
colleague who may be able to suggest ways to develop your teaching. 
Treat the post-observation meeting as a discussion rather than a 
summative assessment of your teaching.  
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 Value the opportunity to have an in-depth discussion about your teaching. 
These opportunities are often hard to come by in a busy working 
environment.  

 Appreciate that the observer may have learned as much from you as you 
learn from them. Be willing to explain your approach and teaching 
methodology.  

 
At the end of the post- observation meeting, the observer and observee 

should jointly complete Form C Part 2. This is the only documented part 
of the teaching observation which will constitute part of the Post-teaching 
review. Both observer and observee should:  

 
1. Ensure that they reflect on the best ways to share good practice with other 

colleagues. Some suggestions are:  
 Invite other colleagues to also observe teaching  

 Offer to give a demonstration of good teaching practice to other 
colleagues. This could be especially useful if the good practice is based 
on using technology in the classroom.  

 Propose to lead a session at a professional development workshop  

 Create a short handout to give out/ send to other academics  

 
2. Ensure that they agree on concrete action points for how the observee can 

continue to develop his/her teaching. Some suggestions are:  
 Concentrate on certain areas for improvement and consciously change 

teaching tactics in class 

 Concentrate on building new/ different activities into lesson plans  

 Speak to other colleagues to give suggestions  

 Ask whether they can observe other colleagues teaching  

 Attend professional development workshops at the partner university 
and/or at KFU  

 Read up on different teaching methods in journals/ on the internet. 
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Annex P 
Teaching Observation Proforma 

 
 
 
Peer Observation 
This form has three sections – pre-observation, observation and post-
observation 
(i) Pre-observation  
Form A 
This form should be completed by the observee prior to the observed 
session. It should be given/ sent to the observer before the session 
accompanied by any supporting documentation such as a lesson plan and/or 
handouts to be used in class.  
 
(ii)  Observation 
Form B Part 1 and Part 2 
Part 1 and Part 2 should be completed by the observer. Part 2 should be 
completed using notes taken during the observation. 
 
(iii) Post-observation 
Form C Part 1 and Part 2 
Part 1 should be completed by the observee after the observed session.  
Part 2 should be completed jointly by the observee and observer during the 
post-observation meeting.  
Part 2 is the only documented part of the peer observation which constitutes 
part of the post-teaching review. 
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Form A- Pre-Observation  
This form should be completed by the lecturer prior to the observed session 
and should be given to the observer before the lesson commences.  
Lecturer  Date  
Observer  Time  
Course 
Name 

 Course 
code 

 

 
Overall Aims/ Objectives of the Session  
 
 
 
 
 
 
 
 
 
 
Are there any aspects of your teaching you would like specific feedback 
on? 
 
 
 
 
 
 
 
 
 
 
Any anticipated difficulties or issues you would like the observer to be 
aware of?  
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Form B – Observation - Part 1 
This form should be completed by the observer  
Semester  Date of observation  
Semester 
week 

 Time of observation  

Duration of 
session 

 Duration of 
observation 

 

Observer  Position/status of 
observer 

 

Lecturer  
 
Course Name  Course 

Code 
 

Program of 
Study 

 

Level of Study 
 

Year of Degree  Masters 
   

Type of 
Session 

Lecture/ Seminar Small Group 
Tutorial 

Lab Session 

   
Number of 
Learners 
present 

Total present Total Registered Students 
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Form B – Observation – Part 2 
This form should be completed by the observer using notes taken during the 
observation. Try and focus both on positive aspects and on areas in which 
the sessional could improve. Where possible, give concrete examples of 
both.  
1 Aims and Learning Objectives 

Is the overall aim of the session made clear and appropriate? Are the 
individual learning objectives clearly communicated to the students 
throughout the session?  

Comments 
 
 
 
 
 
 
 
 
 
 
2 Planning and Organisation 

Is the lecturer punctual and well-organised? Is the time used well and 
a good pace maintained throughout the lesson? Is the lesson well-
structured in terms of activities?  

Comments 
 
 
 
 
 
 
 
 
 
3 Teaching Methods and Approaches 

Are a variety of different teaching methods used? Are the teaching 
methods used appropriate to the needs/levels of the students? Are 
clear instructions given? Is student understanding checked 
effectively? 
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4 Delivery 

Does the lecturer speak clearly, use appropriate volume, pace and 
language grading. Does the lecturer use appropriate tone and style? 
Is the lecturer enthusiastic and does he/she maintain learners’ 
interest?  

Comments 
 
 
 
 
 
 
 
 
5 Student Participation and Engagement 

Is student interaction and participation encouraged? Are students 
praised regularly for effort and achievement? Is class control/ 
discipline maintained? Does the lecturer have a good rapport with 
students? 

Comments 
 
 
 
 
 
 
 
 
6 Content 

Is the content covered at an appropriate level for the needs and 
abilities of the students? Is the content made relevant and interesting 
for the students? 

Comments 
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7 Use of Teaching Space and Resources 
Is the classroom space used effectively to engage the students? Are 
ICT learning resources used where appropriate? Are other learning 
resources used clearly and effectively (whiteboard, presentation 
slides)? 

Comments 
 
 
 
 
 
 
 
 
 
8 Additional Comments 

Is there anything else you observed which was not covered above?  
Comments 
 
 
 
 
 
 
 
 
 
 
9 Summary  

Review the notes you have above and summarise the main strengths 
and areas for improvement  
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Form C – Post-Observation – Part 1 
This form should be completed by the sessional following the observed 
session.  
To what extent were the aims/ learning 
outcomes of the session met? 
 
 
 
 
 
 

 

What do you feel your learners took away 
from the lesson?  
 
 
 
 
 
 

 

How appropriate was your choice of/ use of 
resources? 
 
 
 
 
 

 

If you were teaching this topic/session again, 
what changes would you make? 
 
 
 
 
 
 

 
 
 
 
 
 
 
 

Are there any other comments you would 
like to make about the observed session?  
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Form C- Post-Observation – Part 2 
This form should be completed and, where appropriate, agreed upon by the 
observer and the lecturer at the end of the post-observation meeting.  
Name of Lecturer  Date of Meeting  
Name of Observer  Time of Meeting   
1 Good Practice Points for Sharing 

Discuss any ways in which good practice observed during the session 
could be shared with other colleagues 

Comments 
 
 
 
 
 
 
 
 
 
 
 
 
 
2 Action Points 

Discuss any ways in which the lecturer could continue to develop his/ 
her teaching  

 
 
 
 
 
 
 
 
 
 
 
 
 
 

 
Signature of 
Lecturer 

 
 

Date 
 

 
 

Signature of 
Observer 

 
 

Date 
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Annex Q 
Templates for all NCAAA activity 

 
 

 Program Specification 
 Annual Program Report 
 Course Specification 

 Course Report 
 Field Experience Specification 

 Field Experience Report 
 

Refer to NCAAA website 
www.ncaaa.org.sa 

 
 
 
 
 

 Periodic Program Review or Self Study 
 

See procedure on following pages 
  

http://www.ncaaa.org.sa/
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ATTACHMENT 2 (m) 

 

Report on Periodic Program Self-Study 

 
 
 

 

Kingdom of Saudi Arabia 
 

The National Commission for Academic 
Accreditation & Assessment 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

Report on Periodic Program Self Study 
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Introductory Comments 
 
A periodic program self study is a thorough examination of the quality of a 
program taking account of 
The mission and objectives of the program and the extent to which they are 
being achieved; 
For a professional program, requirements for the practice of that profession 
in Saudi Arabia,  
The standards for quality assurance and accreditation defined by the 
NCAAA including the National Qualifications Framework   
 
Conclusions should be supported by evidence, with verification of analysis 
and conclusions, and advice from others able to offer informed and 
independent comment.   
 
A self study report should be considered as a research report on the quality 
of the program.  It should include sufficient information to inform a reader 
who is unfamiliar with the institution about the process of investigation and 
the evidence on which conclusions are based to have reasonable confidence 
that those conclusions are sound. 
 
Other documents such as university handbooks should be available 
separately and completed scales from the Self Evaluation Scales for Higher 
Education Programs should be completed and made available with the self 
study report.  Consequently full details of what is included in these 
documents need not be repeated in the self study report.  However this 
report should include all the necessary information for it to be read as a 
complete self contained report on the quality of the program.   
 
The template includes a number of sections and headings to assist in 
preparing the report.  These sections and headings should be followed in the 
report.   However additional information can be included.  Throughout the 
report evidence should be presented in tables or other forms of data 
presentation to support conclusions, with comparative data included where 
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appropriate, and reference made to other reports or surveys with more 
detailed information.   
 
The report should be provided as a page numbered document, single sided, 
with a table of contents.   A list of acronyms used in the report should be 
attached. 
 
A key to writing a successful self-study report is to ensure that processes are 
fully and clearly described so it can by fully understood by independent 
external  reviewers and that conclusions about quality are supported 
wherever possible by evidence.  An effective self-study report includes 
numerous references to statistical data and results of stakeholder surveys, 
and to thorough analysis of this information.  Achievement of high quality 
standards needs to be demonstrated by appropriate comparisons with other 
good quality institutions selected as benchmarks for this purpose and for 
planning for improvement.  Key performance indicators should be referred 
to throughout, including both those identified by the NCAAA and others 
selected by the institution itself for monitoring its performance and planning 
for improvement. 
 
Template for Report on Periodic Program Self-Study for an Undergraduate 
Program 
For guidance on the completion of this template, please refer to Sections  
2.8, 2.9, and 2.10 of Part 2 of the Handbook  for Quality Assurance and 
Accreditation in Saudi Arabia  and to the Guidelines for Using the Template 
for a Periodic Program Self-Study. 
 

Institution 
 
Title of College and Department in which the program is offered 
 
Title of Program 
 
Date of Report                                                                    
 
Name and Contact details  for Head of Department 
 
 
Name of Person Responsible for Preparation of Report 
  



  

97 
 

Name and contact details for person to contact for further information 
about matters discussed in the report and for arrangements for an 
external review visit.  (if different from above) 
 
 

A. General Program Profile Information 
 

1. Program title and code 
 
2. Credit hours required for completion of the program 
 
3. Award (s) granted on completion of the program 
 
4. Major tracks or pathways within the program 
 
 
5. Professional occupations for which graduates are prepared in the 
program  
 
 
 
6. Name of program coordinator or manager.  If a program coordinator 
or manager has been appointed for a female section as well as a male 
section, include names of both. 
 
 
7. Location of program if not on main campus    If offered on several 
campuses or by distance education as well as on-campus include details. 
 
 
8. Date of approval of program specification within the institution 
 
 
9.  If a private institution, date of final approval by the MHE to offer the 
program 
 
10. Date of most recent previous self-study (if any) 
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Note that a number of other documents giving general information about 
the program should be provided in addition to the periodic program 
report.  See list at the end of this template.   

 
B  Program Profile Data 
 
 Historical Summary 
 
Provide a brief historical summary of the program including such things as 
when and why it was introduced, student numbers over time, and 
relationships with industry or professional advisory groups, graduate 
employment outcomes and major program changes.  Include brief 
comments about what are believed to be the programs main strengths and 
accomplishments and about any significant problems or concerns that are 
being addressed. 
 
Preparatory or Foundation Program 
 
If a preparatory or foundation year program is provided prior to entry to this 
program, are all students required to take that program?       
    Yes  No              
 
If some students are required to complete a preparatory or foundation 
program what criteria are used to decide who should do so? 
 
If some students undertake a preparatory or foundation program and some 
do not, show percentage of those who successfully complete first year of the 
program for both groups.  (Show also the percentage of those who 
successfully completed first year in the last year before the foundation or 
preparatory program was introduced.) 
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 Percent successfully 

completing first year 
Students completing prep or foundation 
program 
 

 

Students not completing prep or 
foundation program 
 

 

Students admitted prior to introduction 
of prep or foundation program 

 

 
 Statistical Summary 
 
Student Enrolments (Not including preparatory or foundation programs)   
 
Students On Campus Programs Distance Education Programs 
 Full time Part time EFT Full time Part time EFT 
Male       
Female       
Total       

 
Note:  To calculate effective full time equivalents (EFT) for part time 
students assume a notional full time load is 15 credit hours and divide the 
number of credit hours taken by each student by 15.  (Use this formula only 
for part time students) 
 
Confirmed enrollments at the beginning of the current year 
 
 Male Female Total 
First Year    
Second Year    
Third Year    
Fourth Year    
Fifth Year    
Sixth Year    
Total    

 
Number of Graduates in Most Recent Year 
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 Undergraduate Graduate 
Male   
Female   
Total   
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Staffing 
 
No of 
Staff 

On Campus  Distance Education  

 Full time Part time EFT Full time Part time EFT 
Teaching 
staff 

      

Other 
staff 

      

       
 
Notes:  The number of teaching staff should include tutors, lecturers, and 
assistant, associate and full professors whether involved with teaching, 
research or both teaching and research.  The number should not include 
research, teaching or laboratory assistants.    Academic staff who are 
responsible for overseeing the planning and delivery of the teaching 
programs (e.g. head of department) should be included in the number. 
Part time teaching staff should be included on a full time equivalent basis by 
calculating the number of credit hours taught as a proportion of full time 
teaching load for each person’s level of appointment.   
 
Teaching Staff Highest Qualifications 
 
 Doctor Master Other Total 
 No Percent No Percent No Percent No Percent 
Male         
Female         
Total         
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B. Self-Study Process 
 
 
 Provide a summary description of procedures followed and administrative 
arrangements for the self- study.  Include an organization chart.  Membership 
and terms of reference for committees and /or working parties should be 
attached.  
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C. Mission and Goals of the Program 
 
Mission of Program 
 
 
 
 
 
 
 
 
 
 
2.  Major Goals and Objectives for Development of the Program  (This item 
refers to major goals and objectives for the development and improvement  of 
the program, not the objectives for student learning outcomes)  Objectives 
should  be expressed in terms that are sufficiently specific for achievement to 
be monitored and assessed, and include timelines for achievement ) 
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3.  Key Performance Indicators (List indicators and benchmarks that have been 
selected to provide evidence of the quality of the program or the achievement 
of goals/objectives for its development.)      
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

 
 
D. Program Context 
 
Significant Elements in the External Environment (including any important 
recent changes)   
 
 Summarize any significant features of the external environment including 
changes affecting the delivery of the program or the skills required for 
graduates in the period since the last periodic self study or since the program 
was introduced.  (For example: local national or international economic 
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developments, significant recent research in the field,  technological changes 
affecting skill requirements, employment demand, government policies on 
higher education or on matters affecting the fields for which students are being 
prepared, national or international developments in professional practice in the 
field.) 
 
 
 
 
 
 
 
 
  Changes in the Institution Affecting the Program. 
 
 Summarize any significant changes within the institution affecting the 
delivery of the program. 
 
 
  
 
 
 
 
 
 
3.  Note any implications for changes that may be required in the mission and 
goals, content, or methods of delivery of the program as a result of changes 
noted under 1 and 2. 
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E. Program Developments 
 
1. Summary of changes made in the program in the period since the previous 
self-study or since the program was introduced.  This should include such 
things as courses added or deleted or significant changes in their content, 
changes in approaches to teaching or student assessment, or program 
evaluation processes etc. 
 
 
 
 
 
 
 
 
 
 
2. Apparent Program Completion Rate 
(Show the number of students successfully completing the program in each 
of the last three years, and the number of students who started the program 
in each group------ years previously (e.g.  If 120 students finished a four 
year program in 2009 and 200 students started it in 2005 and the apparent 
completion rate would be 60%) 
 
Academic 
Year 

Number of Students 
Completing the 
Program 

Number of Students 
who Commenced the 
Program in this Group  
XXXX    Years 
Previously 

Apparent 
Completion Rate * 

    
    
    
    

 
 

* Apparent completion rate is the number of students completing the 
program as a percentage of the number in that student cohort commencing 
the program ------years previously. 
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3. Year to year progression rates.  (Latest year) 
 
Proportion of students who commenced each year level in the previous year 
who passed and continued to a higher year level the current year. 
 
      Commenced in Year 1 and continued to commence in Year 
2                   % 
 
      Commenced in Year 2 and continued to commence in Year 
3                   % 
 
      Commenced in Year 3 and continued to commence in Year 
4                   % 
 
      Commenced in Year 4 and continued to 
graduate                                       % 
 
(Note:  In programs where there are common first (or first and second ) years 
the figures should include numbers in the early years for the combined group 
and a note included to explain what has been done) 
Comment on trends in year to year progression rates (i.e. Increasing, 
decreasing, likely reasons for change (if any), significance of trends) 
 
 
 
 
 
 

 
 
 

4. Comparison of planned and actual enrollments.    
 

Year Planned 
Enrolments 

Actual 
Enrolments 
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Comment and provide an explanation if there are significant differences 
between planned and actual numbers. 
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F. Program Evaluation in Relation to Goals and Objectives for Development 
of the Program   
(See items C 2 and C 3 above) 
 
(Note:  (i)    Reports on these items should be expanded as necessary to 
include tables, charts or other appropriate forms of evidence, including 
trends and comparisons with past performance, or with other institutions 
where relevant.) 
           (ii)    Wherever relevant, information should be provided on key 
performance indicators that relate to the matter discussed. 
 
 
1.   (State goal/objective) 
 
 
Desired benchmark or standard of performance 
 
 
 
 
Result Achieved 
 
 
 
 
 
 
Comment 
 
 
 
 
 
 
2.  (State goal/objective) 
 
 
 
Desired benchmark or standard of performance 
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Result Achieved 
 
 
 
 
 
Comment 
 
 
 
 
 
 
 
3. (State goal/objective) 
 
 
Desired benchmark or standard of performance 
 
 
 
Result Achieved 
 
 
 
 
Comment 
 
 
 
 
 
4.  (State goal/objective) 
 
 
Desired benchmark or standard of performance 
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Result Achieved 
 
 
 
 
Comment 
 
 
 
 
5.  (goal/objective) 
 
 
Desired benchmark or standard of performance 
 
 
 
Result Achieved 
 
 
 
 
Comment 
 
 
 
 
(Continue as required for additional goals/objectives) 

 
G.    Evaluation in Relation to Quality Standards   (Refer to Standards for 
Quality Assurance and Accreditation of Higher Education Programs) 
 
Reports should be provided under each of the quality standards set out in the 
Standards for Quality Assurance and Accreditation of Higher Education 
Programs.   
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To ensure a full understanding of the report by external reviewers unfamiliar 
with the institution or this program (either local or international), a brief 
explanatory note should be included giving background information or 
explanations of processes relevant to the standard concerned. 
 
The reports should summarize the process followed in investigating 
performance in relation to each standard.  This should be explained in 
sufficient detail for an external reviewer to form an opinion on the 
appropriateness and adequacy of the investigation. 
 
A vital element in these reports is to provide specific data to show trends, 
support conclusions, and make appropriate comparisons with other 
institutions selected to provide benchmarks for evaluation of performance.  
This data can include key performance indicators, other statistical 
information, figures derived from survey results, student results (with 
standards verified), numbers of refereed publications or citations, usage 
rates of services or anything also that provides clear evidence about the 
matter being evaluated.  A simple assertion that something is good, or needs 
improvement, is not sufficient without evidence to back it up. Quantitative 
data can be included in summary form or provided in attachments and 
referred to in the text.   If priorities for improvement have been determined 
or initiatives to deal with areas of concern have already undertaken this 
should be noted and any initial results reported. 
 
The report should deal with all locations where the program is offered and 
the description of procedures should include information about how 
evaluations were conducted in different locations. This is particularly 
important if there are different sections for male and female students.  The 
procedures followed in each section should be explained as well as the 
processes for planning the evaluation and coordination of the final report.  If 
there are significant differences between analyses or evaluations of delivery 
of the program in different locations  (i.e.  either sections for male and 
female students or delivery in different locations), these should be noted and 
comments made about reasons for the differences and any response that 
should be made because of them.  This applies to all the standards, not only 
to Standard 2 which includes a sub-section dealing with relationships 
between sections for male and female students. 
 
It is not necessary to provide a detailed report on every item in every sub 
section of each standard.  The completed self evaluation scales will provide 
that more comprehensive coverage.  However the report must include at 
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least: (a) Items where performance is poor or significantly different in 
different sections. (b)  Items where performance is considered very good 
and evidence of strong performance can be provided. (c) Items that have 
been selected for special consideration as a result of strategic planning or 
previous evaluations. (d) Items that are particularly significant for 
evaluation of quality such as verification of standards of student 
achievement, use of appropriate indicators and benchmarks, performance on 
KPI’s in comparisons with selected benchmarks. 
 
Attach completed rating self evaluation scales from the Standards for 
Quality Assurance and Accreditation of Higher Education Programs. 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
Standard 1.  Mission and Objectives  (Overall Rating_________ Stars) 
 
The mission of the program must be consistent with that for the institution 
and apply that mission to the particular goals and requirements of the 
program concerned.  It must clearly and appropriately define the program’s 

principal purposes and priorities and be influential in guiding planning and 
action. 
 



  

114 
 

 
Explanatory note about development and use of the mission.  
 
 
Description of process for investigation and preparation of report on this 
standard. 
 
  
. 
 
 
Evaluation of Quality of Mission and Objectives.  Refer to evidence obtained 
and provide a report including a summary of particular strengths, areas 
requiring improvement, and priorities for action. 
Special Note:  Evidence to support conclusions should be clearly stated and 
discussed.   This evidence should include specific Key Performance Indicators, 
including those identified by the NCAAA and others selected by the institution 
for its planning purposes.  In each case the indicator should be stated and 
results achieved compared with what was planned for, and future performance 
targets set where appropriate.  Evidence should include internal benchmarks 
(comparisons across the institution or over time) and external comparisons 
with other comparable institutions. 
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Standard 2.  Program Administration  (Overall Rating_________ Stars) 
 
Program administration must provide effective leadership and reflect an 
appropriate balance between accountability to senior management and the 
governing board of the institution within which the program is offered, and 
flexibility to meet the specific requirements of the program concerned.  
Planning processes must involve stakeholders (e.g. students, professional 
bodies, industry representatives, teaching staff) in establishing goals and 
objectives and reviewing and responding to results achieved. If a program is 
offered in sections for male and female students resources for the program 
must be comparable in both sections, there must be effective communication 
between them,  and full involvement in planning and decision making 
processes. The quality of delivery of courses and the program as a whole 
must be regularly monitored with adjustments made promptly in response to 
this feedback and to developments in the external environment affecting the 
program. 
 
Explanatory note about program administration arrangements.   
 
Description of process for investigation and preparation of report on this 
standard. 
 
 
. 
 
Evaluation of quality of program administration.  Refer to evidence obtained 
about the subsections of the standard and provide a report including a 
summary of particular strengths, areas requiring improvement, and priorities 
for action 
 
Special Note:  Evidence to support conclusions should be clearly stated and 
discussed.   This evidence should include specific Key Performance Indicators, 
including those identified by the NCAAA and others selected by the institution 
for its planning purposes.  In each case the indicator should be stated and 
results achieved compared with what was planned for, and future performance 
targets set where appropriate.  Evidence should include internal benchmarks 
(comparisons across the institution or over time) and external comparisons 
with other comparable institutions. 
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Standard 3.  Management of  Program Quality Assurance  (Overall 
Rating_________ Stars) 
 
Teaching and other staff involved in the program must be committed to 
improving both their own performance and the quality of the program as a 
whole.  Regular evaluations of quality must be undertaken within each 
course based on valid evidence and appropriate benchmarks, and plans for 
improvement made and implemented.  Central importance must be attached 
to student learning outcomes with each course contributing to the 
achievement of overall program objectives. 
 
Explanatory note.  Describe and comment on the quality assurance processes 
used in the program, particularly relating to indicators and benchmarks of 
performance and verification of standards. 
 
 
 
 
 
 
 
Description of process for investigation and preparation of report on this 
standard. 
 
Evaluation of quality of management of program quality assurance.  Refer to 
evidence about the standard and subsections within it and provide a report 
including a summary of  strengths, areas requiring improvement, and priorities 
for action 
 
Special Note:  Evidence to support conclusions should be clearly stated and 
discussed.   This evidence should include specific Key Performance Indicators, 
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including those identified by the NCAAA and others selected by the institution 
for its planning purposes.  In each case the indicator should be stated and 
results achieved compared with what was planned for, and future performance 
targets set where appropriate.  Evidence should include internal benchmarks 
(comparisons across the institution or over time) and external comparisons 
with other comparable institutions. 
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Standard 4.  Learning and Teaching. (Overall Rating_________ Stars) 
 
Student learning outcomes must be clearly specified, consistent with the 
National Qualifications Framework and requirements for employment or 
professional practice. Standards of learning must be assessed and verified 
through appropriate processes and benchmarked against demanding and 
relevant external reference points.  Teaching staff must be appropriately 
qualified and experienced for their particular teaching responsibilities, use 
teaching strategies suitable for different kinds of learning outcomes and 
participate in activities to improve their teaching effectiveness.  Teaching 
quality and the effectiveness of programs must be evaluated through 
student assessments and graduate and employer surveys with evidence from 
these sources used as a basis for plans for improvement. 
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The standard for learning and teaching is the most important consideration in 
a program self-study.  Information provided should include indicators used as 
evidence of performance and priorities and strategies for improvement.  
Reference should be made to the results of processes followed.  For example 
if steps were taken to check the standards of student achievement against 
appropriate external benchmarks, what was done, and what conclusions were 
reached? 
 
Information provided in reports of surveys or special investigations or in 
annual program reports need not be repeated in full but should be summarized 
and information given about where more detailed information can be seen.   
 
Explanatory notes about processes followed in administration of learning and 
teaching relating to the following sub-standards should be included in each 
section below. 
 
Description of process for investigation and preparation of report on the 
standard for learning and teaching.  (Additional information can be provided 
in the sub-sections below if necessary.) 
 
 
 
 
 
 
 
Special Note:  In all the subsections below evidence to support conclusions 
should be clearly stated and discussed.   This evidence should include specific 
Key Performance Indicators, including those identified by the NCAAA and 
others selected by the institution for its planning purposes.  In each case the 
indicator should be stated and results achieved compared with what was 
planned for, and future performance targets set where appropriate.  Evidence 
should include internal benchmarks (comparisons across the institution or 
over time) and external comparisons with other comparable institutions. 
 
 
Subsection 4.1 Student Learning Outcomes  (Overall Rating_________ Stars) 
 
Describe processes for ensuring the appropriateness and adequacy of intended 
student learning outcomes from the program.   Include action taken to ensure 
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consistency of the intended student learning outcomes with professional or 
occupational employment requirements as indicated by expert advice or 
requirements of professional bodies or relevant accrediting agencies with the 
National Qualifications Framework.  The report should include the results of 
the processes, not just conclusions about whether processes were used.  (Note 
that evidence on the standards of student achievement of these intended 
learning outcomes should be considered in sub-section 4.4 below) 
 
 
 
Evaluation of intended student learning outcomes.  Refer to evidence about 
the appropriateness and adequacy of the intended learning outcomes for 
students in this program and provide a report including a summary of 
strengths, areas requiring improvement, and priorities for action.   
 
 
 
 
 
 
 
 
 
Subsection 4.2  Program Development Processes  (Overall Rating _________ 
Stars) 
 
Describe processes followed for developing the program and implementing 
changes that might be needed.   
 
 
 
 
 
Evaluation of program development processes.  Refer to evidence and 
provide a report including a summary of strengths, areas requiring 
improvement, and priorities for action. 
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Subsection 4.3  Program Evaluation and Review Processes  (Overall Rating 
_________ Stars) 
 
Describe processes followed for program evaluation and review.  
 
 
 
Evaluation of program evaluation and review  processes.  Refer to evidence 
and provide a report including a summary of strengths, areas requiring 
improvement, and priorities for action. 
 
 
 
 
 
 
In addition to providing information about the quality of these processes, this 
section should include conclusions were reached about the quality of the 
program as a result of using those processes.  Reference should be made to 
data on indicators and survey results as appropriate. 
 
 
 
 
 
 
Subsection 4.4  Student Assessment  (Overall Rating _______Stars) 
 
Describe strategies for student assessment in the program and the processes 
used to verify standards of student achievement.   
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Evaluation of student assessment processes.  Refer to evidence about 
effectiveness of student assessment processes.   In addition to evaluation of 
the processes followed this sub-section should also include evidence about the 
standards of student learning outcomes achieved in comparison with 
appropriate benchmarks.  The report on this sub-section should include a 
summary of strengths, areas requiring improvement, and priorities for action. 
 
 
 
 
 
 
Subsection 4.5  Educational Assistance for Students   (Overall Rating 
_________ Stars) 
 
Provide a summary of what assistance is provided in relation to the matters 
listed in this sub-section of the standard (e.g. orientation programs, office 
hours, identification and assistance for students in need, referrals to support 
services etc.).  
 
 
 
 
 
Evaluation of processes for educational assistance for students.  Refer to 
evidence about the appropriateness and effectiveness of processes for 
assistance of students in this program.  (e.g. Is the assistance what is needed 
for these students, is it actually provided as planned, and how is it evaluated 
by students).  The report should include a summary of strengths, areas 
requiring improvement, and priorities for action. 
 
Subsection 4.6  Quality of Teaching (Overall Rating _________ Stars) 
 
Information should be provided about the planning of teaching strategies to 
develop the intended learning outcomes of the program, for evaluating quality 
of teaching, and processes for preparation and consideration of course and 
program reports. This section should include a table indicating the proportion 
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of teaching staff whose teaching is regularly assessed in student surveys (or 
by other mechanisms).  
 
 
 
 
 
 
Evaluation of quality of teaching.  Refer to evidence about teaching quality 
and provide a report including a summary of strengths, areas requiring 
improvement, and priorities for action.  The report should include a summary 
of data from student surveys used for course and overall program evaluations, 
with information provided about sample size and response rates on those 
surveys. Comparative data from other similar surveys should be included.   
 
 
 
 
 
 
 
Subsection 4.7  Support for Improvements in Quality of Teaching  (Overall 
Rating ________ Stars) 
 
Describe strategies for improvement of teaching.  Include a table showing the 
extent staff participation in training and/or other activities designed for the 
improvement of teaching and other related professional development 
activities. The description should include processes used for investigating and 
dealing with situations where evidence suggests there may be problems in 
teaching quality, and arrangements for recognizing outstanding teaching 
performance. 
 
 
 
 
 
Evaluation of arrangements for supporting improvements in quality of 
teaching.  Refer to evidence about the effectiveness of strategies used and 
provide a report including a summary of strengths, areas requiring 
improvement, and priorities for action.  This evidence could include matters 
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such as trend data in student course evaluations and survey responses from 
staff participating in programs offered. 
 
 
 
 
 
 
Subsection 4.8  Qualifications and Experience of Teaching Staff (Overall 
Rating _________ Stars) 
Comment on qualifications and experience of teaching staff relating to 
program requirements. A table should be attached listing staff teaching in the 
program, their highest academic qualification, with an indication beside their 
names if the courses they teach are within the field of their advanced study) 
 
 
 
 
 
 
Evaluation of qualifications and experience of teaching staff.  Refer to 
evidence and provide a report including a summary of  strengths, areas 
requiring improvement, and priorities for action. 
 
 
 Subsection 4.9  Field Experience Activities  (if used in the program)  
(Overall Rating_________ Stars) 
 
Describe processes for planning field experience activities and planning for 
improvement.   
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Evaluation of field experience activities including evaluation of processes for 
planning and managing them.  Refer to evidence and provide a report 
including a summary of strengths, areas requiring improvement, and priorities 
for action. 
 

Subsection 4.10  Partnership Arrangements With Other Institutions   (it these 
exist)  (Overall Rating_________ Stars) 
 
If partnerships have been established with other institutions to assist with the 
planning and or delivery of the program describe what is done through those 
partnerships and explain what has been done to evaluate the effectiveness of 
those activities.   
 
 
 
 
 
 
Evaluation of partnership arrangements. (if any)  Refer to evidence and 
provide a report including a summary of strengths, areas requiring 
improvement, and priorities for action. 

 
Standard 5.  Student Administration and Support Services  (Overall 
Rating_________ Stars) 
 
Admission processes must be efficient, fair, and responsive to the needs of 
students entering the program.  Clear information about program 
requirements and criteria for admission and program completion must be 
readily available for prospective students and when required at later stages 
during the program.  Mechanisms for student appeals and dispute 
resolution must be clearly described, made known, and fairly administered.  
Career advice must be provided in relation to occupations related to the 
fields of study dealt with in the program. 
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Much of the responsibility for this standard will rest with institutional rather 
than program administration and arrangements will differ between 
institutions. However regardless of who is responsible this standard is 
important in assessing the quality of the program.   In this section comment 
should be made not only on what is done within the department or program, 
but also on how the services provided elsewhere in the institution affect the 
quality of the program and the learning outcomes of students.   
 
Explanatory note about student administration arrangements and support 
services. 
 
 
Describe the processes used to evaluate performance in relation to this 
standard. 
 
 
 
 
 
 
Evaluation of student administration arrangements and support services for 
students in the program.  Refer to evidence about the standard and 
subsections within it and provide a report including a summary of strengths, 
areas requiring improvement, and priorities for action. 
 
Special Note:  Evidence to support conclusions should be clearly stated and 
discussed.   This evidence should include specific Key Performance 
Indicators, including those identified by the NCAAA and others selected by 
the institution for its planning purposes.  In each case the indicator should be 
stated and results achieved compared with what was planned for, and future 
performance targets set where appropriate.  Evidence should include internal 
benchmarks (comparisons across the institution or over time) and external 
comparisons with other comparable institutions. 
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6.  Learning Resources  (Overall Rating_________ Stars) 
 
Learning resource materials and associated services must be adequate for 
the requirements of the program and the courses offered within it and 
accessible when required for students in the program.  Information about 
requirements must be made available by teaching staff in sufficient time for 
necessary provisions to be made for resources required, and staff and 
students must be involved in evaluations of what is provided.  Specific 
requirements for reference material and on-line data sources and for 
computer terminals and assistance in using this equipment will vary 
according to the nature of the program and the approach to teaching.   
 
Explanatory note about processes for provision of learning resources for the 
program, including opportunities provided for teaching staff or program 
administrators to arrange for necessary resources to be made available, 
information about services provided and times available, equivalence of 
provisions for different sections, etc.  
 
 
 
Describe the processes followed to investigate this standard and summarize the 
evidence obtained. 
 
 
. 
 
 
Evaluation of learning resources for students in the program.  Refer to 
evidence about the standard and subsections within it and provide a report 
including a summary of strengths, areas requiring improvement, and priorities 
for action. 
 
Special Note:  Evidence to support conclusions should be clearly stated and 
discussed.   This evidence should include specific Key Performance Indicators, 
including those identified by the NCAAA and others selected by the institution 
for its planning purposes.  In each case the indicator should be stated and 
results achieved compared with what was planned for, and future performance 
targets set where appropriate.  Evidence should include internal benchmarks 
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(comparisons across the institution or over time) and external comparisons 
with other comparable institutions. 
 
 
 
 

 
7.  Facilities and Equipment  (Overall Rating_________ Stars) 
 
Adequate facilities and equipment must be available for the teaching and 
learning requirements of the program.  Use of facilities and equipment 
should be monitored and regular assessments of adequacy made through 
consultations with teaching and other staff and students. 
 
Much of the responsibility for this standard will rest with institutional rather 
than program administration. However regardless of who is responsible for 
provision of facilities and equipment their adequacy can have a significant 
effect on the quality of a program.  In this section comment should be made on 
matters that impact on the quality of delivery of the program regardless of who 
has responsibility for them.  These matters would include, for example, 
adequacy of classroom and laboratory facilities, availability and maintenance 
of equipment, appropriateness for the program of scheduling arrangements, 
and availability, maintenance, and technical support for IT equipment in 
meeting program needs.   
 
 
Explanatory note about arrangements for provision of facilities and equipment.  
 
 
 
Describe the processes used to evaluate the quality of provision of facilities 
and equipment for the program.   
 
 
 
 
. 
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Evaluation of facilities and equipment for the program.  Refer to evidence 
about the standard and subsections within it and provide a report including a 
summary of strengths, areas requiring improvement, and priorities for action. 
 
Special Note:  Evidence to support conclusions should be clearly stated and 
discussed.   This evidence should include specific Key Performance Indicators, 
including those identified by the NCAAA and others selected by the institution 
for its planning purposes.  In each case the indicator should be stated and 
results achieved compared with what was planned for, and future performance 
targets set where appropriate.  Evidence should include internal benchmarks 
(comparisons across the institution or over time) and external comparisons 
with other comparable institutions. 
 
 
 
 

 
 

 
 
 
 
 
 
 
 
 
 

8.  Financial Planning and Management   (Overall Rating_________ Stars) 
 
Financial resources must be sufficient for the effective delivery of the program.  
Program requirements must be made known sufficiently far in advance to be 
considered in institutional budgeting. Budgetary processes should allow for long 
term planning over at least a three year period.  Sufficient flexibility must be 
provided for effective management and responses to unexpected events and this 
flexibility must be combined with appropriate accountability and reporting 
mechanisms.   
 
(Much of the responsibility for activities relating to this standard may rest with 
institutional rather than program administration. However regardless of who is 
responsible the adequacy of resources and financial planning and management can 
affect the quality of the program.  In this section the effect of financial planning and 
management arrangements on the program should be considered in this section, as 
well as matters that are carried out by program administrators themselves.)   
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9.  Employment Processes  (Overall Rating_________ Stars) 
 
Teaching and other staff must have the knowledge and experience needed 
for their particular teaching or other responsibilities and their 
qualifications and experience must be verified before appointment.  New 
teaching staff must be thoroughly briefed about the program and their 
teaching responsibilities before they begin. Performance of all teaching and 
other staff must be periodically evaluated, with outstanding performance 
recognized and support provided for professional development and 
improvement in teaching skills.   
 
(Much of the responsibility for this standard may rest with institutional rather 
than program administration.  However regardless of who is responsible 
employment processes will have a significant effect on the quality of the 
program.  In this section comment should be made on employment matters 
that affect the quality of the program regardless of who manages them or 
determines the policies that affect them. These matters include at least the 
appointment of appropriately qualified faculty, their participation in relevant 
professional development and scholarly activities, and their preparation for 
participation in the program.) 
 
 
Explanatory note about recruitment and other employment activities that 
relate to this standard.. 
 
 
 
 
Describe processes used to consider quality of performance in relation to this 
standard.  
 
 
. 
 
 
Evaluation of employment processes for the program.  Refer to evidence 
about the standard and subsections within it and provide a report including a 
summary of strengths, areas requiring improvement, and priorities for action. 
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Special Note:  Evidence to support conclusions should be clearly stated and 
discussed.   This evidence should include specific Key Performance 
Indicators, including those identified by the NCAAA and others selected by 
the institution for its planning purposes.  In each case the indicator should be 
stated and results achieved compared with what was planned for, and future 
performance targets set where appropriate.  Evidence should include internal 
benchmarks (comparisons across the institution or over time) and external 
comparisons with other comparable institutions. 
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10.  Research    (Overall Rating_________ Stars) 
 
All staff teaching higher education programs must be involved in sufficient 
appropriate scholarly activities to ensure they remain up to date with 
developments in their field, and those developments should be reflected in 
their teaching.  Staff teaching in post graduate programs or supervising 
higher degree research students must be actively involved in research in 
their field.  Adequate facilities and equipment must be available to support 
the research activities of teaching staff and post graduate students to meet 
these requirements in areas relevant to the program. Staff research 
contributions must be recognized and reflected in evaluation and promotion 
criteria. 
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(Expectations for research will vary according to the nature and mission of the 
institution and the level of the program (e.g. college or university, 
undergraduate or postgraduate program).  In this section particular comment 
should be made on the extent and quality of research activities of faculty 
teaching in the program, and on how their research and other current research 
in the field is reflected in teaching. ) 
 
 
Explanatory note about nature and extent of research activities associated with 
the program or carried out by staff teaching in it. 
 
 
 
 
 
 
Describe the processes used to evaluate performance in relation to this 
standard.    
 
 
 
 
 
 
 
Evaluation of research activities associated with the program and of staff 
teaching in it. Provide a report about the standard and subsections within it.  
Tables should be provided indicating the amount of research activity and other 
participation in scholarly activity and comparisons with appropriate 
benchmarks. 
The report should include a summary of strengths, areas requiring 
improvement, and priorities for action. 
 
Special Note:  Evidence to support conclusions should be clearly stated and 
discussed.   This evidence should include specific Key Performance Indicators, 
including those identified by the NCAAA and others selected by the institution 
for its planning purposes.  In each case the indicator should be stated and 
results achieved compared with what was planned for, and future performance 
targets set where appropriate.  Evidence should include internal benchmarks 
(comparisons across the institution or over time) and external comparisons 
with other comparable institutions. 
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11.  Relationships with the Community (Overall Rating_________ Stars) 
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Significant and appropriate contributions must be made to the community in 
which the institution is established drawing on the knowledge and 
experience of staff and the needs of the community for that expertise.  
Community contributions should include both activities initiated and carried 
out by individuals and more formal programs of assistance arranged by the 
institution or by program administrators.  Activities should be documented 
and made known in the institution and the community and staff 
contributions appropriately recognized within the institution. 
 
Explanatory note about community activities carried out in connection with 
the program. 
 
 
 
 
 
Comments should include reference to interactions with the community by 
faculty associated with the program as well as with program relationships of 
the kind referred to in subsection 11.2. 
 
 
 
Describe the processes used to evaluate performance in relation to this 
standard and summarize the evidence obtained. 
 
 
 
 
 
 
Evaluation of the extent and quality of community activities associated with 
the program and of staff teaching in it. Provide a  report about the standard and 
subsections within it including tables showing the extent of community 
activities and  a summary of  strengths, areas requiring improvement, and 
priorities for action 
 
Special Note:  Evidence to support conclusions should be clearly stated and 
discussed.   This evidence should include specific Key Performance Indicators, 
including those identified by the NCAAA and others selected by the institution 
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for its planning purposes.  In each case the indicator should be stated and 
results achieved compared with what was planned for, and future performance 
targets set where appropriate.  Evidence should include internal benchmarks 
(comparisons across the institution or over time) and external comparisons 
with other comparable institutions. 
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H. Review of Courses 
 
1. Describe processes followed in reviewing courses.  (e.g. Surveys of 
graduates, faculty, or members of the profession, analysis of student course 
evaluations, review of course and program reports, interviews with faculty, 
comparison with similar programs elsewhere, consultancy advice, etc.)   
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

 
2.  Course Evaluations 
 
Summary report on strengths and weaknesses in courses and any other 
conclusions from the processes described under F1 above.    
(Note that individual course reports,  student course evaluation reports and  the 
most recent annual program report should be available for reference.) 
 
 
 
 
 
 
 
 
 
 
 



  

138 
 

 
 
 
 
 

 
I.  Independent Evaluations 
 
Describe the process used to obtain independent comment on the quality of the 
program and the reliability and validity of analyses carried out in the report.  
Processes may include a review of documentation by an experienced and 
independent person familiar with similar programs at other institutions and 
who could comment on relative standards, consultancy advice or a report by a 
review panel, or even the results of an accreditation review by an independent 
agency.  An independent evaluation may be conducted in relation to the total 
self-study, or involve a number of separate comments by different people on 
different issues.  
 
 
 
 
 
 
 
 
 
 
 
 
Summary of matters raised by independent evaluator(s)  
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Comment on matters raised by independent evaluator(s)  (Agree, disagree, 
further consideration required, action proposed, etc.) 
 
 
 
 
 

J  Conclusions  
 
1.  List and briefly describe aspects of the program that are particularly 
successful or that demonstrate high quality.   
 
 
 
 
 
 
 
 
 
 
 
2.  List and briefly describe aspects of the program that are less than 
satisfactory and that need to be improved. 
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K.  Action Proposals 
 
These should be based on the matters identified in sections F, G, H, and I 
above and indicate specific actions proposed to deal with the most important 
priorities for action identified in those sections.   
 
1.  Changes in Course Requirements  (if any) 
 
List and briefly state reasons for any changes recommended in course 
requirements, e.g. 
Courses no longer needed; 
New courses required; 
Courses merged together or subdivided; 
Required courses made optional or elective courses made compulsory; 
Changes in pre-requisites or co-requisites 
Changes in the allocation of responsibility for learning outcomes as shown in 
the course planning matrix. 
 
 
 
 
 
 
2.  Action Recommendations.    
Recommendations should be made for action  to be taken for  further 
improvements or to overcome problems or weaknesses identified.  The actions 
recommended should be expressed in specific terms rather than as general 
statements.  Each action recommendations should indicate who should be 
responsible for the action, timelines, and any necessary resources. 
 
Action Recommendation 1  
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Person (s) responsible 
 
 
Timelines (For total initiative and for major stages of development) 
 
 
 
 
Resources Required 
 
 
 

 
Action Recommendation 2. 
 
 
 
 
 
Person(s) responsible 
 
 
 
Timelines  
  
Resources Required 
 
 
 
 

 
Continue for further action recommendations. 
 

 
 
The Periodic Program Self Study Report should be on A4 paper, unbound, 
printed on one side, page numbered, and with a table of contents for easy 
reference. A list of acronyms used in the report should be included as an 
attachment. 
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In addition to the self-study report, the following documents should be 
provided in hard copy and desirably in electronic format as well.    
 
Completed scales from the Self-Evaluation Scales for Higher Education 
Programs.  The completed scales should include star ratings, independent 
comments, and indications of priorities for improvement as requested in the 
document, and should be accompanied by a description of the processes 
used in investigating and making evaluations. 
The Program Specification  
An annual program report for the most recent year  
A brief summary of the outcomes of previous accreditation processes (if 
any) including program accreditations and any special issues or 
recommendations emerging from them. 
A copy of the program description from the bulletin or handbook including 
descriptions of courses, program requirements and regulations 
 
Six copies of these documents should be provided to the Commission four 
months prior to the date of the review.   
 
The following documents should be available for the review panel during 
the visit.  Members of the panel may ask for some of it to be sent to them in 
advance. 
 
Course specifications for courses in the program and annual course and 
program reports 
Faculty handbook or similar document with information about faculty and 
staffing policies, professional development policies and procedures and 
related information. 
CVs for faculty and staff teaching in the program and a listing of courses for 
which they are responsible  This information should include the highest 
qualification (and if appropriate other qualifications and experience relevant 
to their teaching responsibilities). 
 
Copies of survey responses from students and other sources of information 
about quality such as employers, other faculty, etc 
 
Statistical data summarizing responses to these surveys for several years to 
indicate trends in evaluations 
Statistical data on employment of graduates from the program 
Representative samples of student work and assessments of that work. 
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If the program is one that is offered by a private institution and that has 
provisional accreditation a supplementary report should be attached listing 
requirements of the Ministry or other organization to which it is responsible 
for special accreditation, and providing details of the extent to which those 
requirements have been met.  
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ATTACHMENT 2 (n) 

 

Guidelines on Using the Template for a Periodic Program Self Study Report 
 
 
General Comment 
 
A periodic program self study report should be considered as a research report 
on the quality of a program.  It should include sufficient information to inform 
a reader who is unfamiliar with the institution (local or international) about the 
process of investigation and the evidence on which conclusions are based to 
have reasonable confidence that those conclusions are soundly based. 
 
Other documents such as general program descriptions in a form provided to 
students, a program specification, and completed self evaluation scales will be 
available separately and full details of these need not be repeated in the self 
study report.  However the report should include summary information where 
necessary and additional explanations about recent developments or special 
objectives or priorities if required to explain what is done in the program. 
 
The template includes a number of sections and headings to assist in preparing 
the report.  These should be followed in the report.  However preparation of 
the report is not just a matter of filling in the spaces in the template.  Evidence 
should be cited in tables or other forms of data presentation to support 
conclusions, with comparative data included where appropriate, and reference 
made to other reports or surveys with more detailed information.  The writer 
should take as much space as necessary to provide the information required in 
a connected descriptive research report.   
 
Institution, 
College/Department 

Show the name of the institution and the college 
or department  responsible for the program 

 
A. General Information 
 
1.  Program title and code Write the title and institutional code for the 

program. 
2.  Credit hours. Write the number of credit hours required to 

complete the program.  If there can be variations 
in the credit hours for different majors or tracks 
in the program these details should be shown. 
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3.  Award (s) granted on 
completion of the program 

Write the title of the academic award or 
qualification granted by the institution for 
students who complete the program. 

4.  Major tracks/pathways 
within the program 

Write the title of any major tracks or pathways 
within the program.  A major track or pathway is 
one in which a specified group of courses are 
undertaken, normally in the second half of a 
program, and that leads to a specialization that is 
recognized by the institution.  Individual 
selection by a student among a number of 
elective courses would not be regarded as a major 
track or pathway. 

5.  Professional 
occupations for which 
students are prepared in 
the program 

Write the name of any professions or occupations 
the program is designed to prepare students for.  
(Note that students may enter other occupations 
or professions. However this item relates to what 
the program is designed for, not what individuals 
may eventually do.) 

6.  Name of program 
coordinator 

Write the name of the faculty member 
responsible for coordinating or managing the 
program.  This may be the head of department or 
another person given that responsibility. 

7.  Name of person 
responsible for 
leadership/management of 
the self study 

Write the name and administrative position of the 
person given responsibility for leading or 
coordinating the self study of the program and 
preparation of this report. 

8.  Location of program if 
not on the main campus. 

Indicate the location if the program is offered 
away from the main campus.  If it is offered both 
on the main campus and in one or more other 
locations details should be provided.  If it is 
offered in several locations (for example in 
another town or city or separately on both men’s 

and women’s campuses) information should be 

provided separately for each location and 
evaluations should consider the significance of 
any differences in quality that are shown. 

9.  Date of approval of 
program specification 
within the institution 

Indicate the date on which the program 
specification was approved. 



  

146 
 

10.  Date of most recent 
previous self-study (if 
any) 

If a periodic self study of the program has been 
conducted previously indicate the date (semester 
and year) when this self study was completed.  
(This item does not refer to annual program 
reports) 

11.  Date of Report Write the date the report was completed. 
 
B.  Self-Study Process 
 
Summary of procedures 
followed. 

Provide a summary of the arrangements made for 
the conduct of the self-study.  This should 
include administrative arrangements and time 
lines, information about working parties or sub-
committees established and their responsibilities, 
and a brief description of procedures followed.  
Details of membership of sub committees and 
any other details needed for a reader to 
understand what was done should be included as 
attachments. 

 
C.  Mission and Goals of the Program 
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1.  Mission of Program Write the brief mission statement for the program 
2. Major Goals/Objectives 
for Development of the 
Program 

List the major goals or objectives established for 
the development of the program.  What is wanted 
here is not the learning outcomes for students 
which are dealt with separately, but program 
development goals.  They could include such 
things as reviewing the program to improve 
provision of needed skills in industry, increasing 
numbers of students enrolled, increasing 
completion or progression rates, better orientation 
and preparation for new students, improvements 
in qualifications of staff, introducing assessments 
of teaching or participation of faculty in 
professional development activities, updated 
equipment, reductions in differences between 
quality of program delivery in different locations 
etc.  The goals or objectives should be 
sufficiently specific for performance to be 
measured and timelines for achievement should 
be specified. 

3.  Performance Indicators List performance indicators.  These should 
include the KPIs specified by the NCAAA that 
are applicable to individual programs, and in 
addition include matters identified by the 
institution or college, or by those responsible for 
the particular program, and should also include 
indicators that have been selected to provide 
evidence of achievement of the goals or 
objectives stated under C2. above. 

D.  Program Context 
 
1.  Significant Changes in 
the External Environment 

Summarize any significant features of the 
external environment including changes in it 
affecting the delivery of the program or the skills 
required for graduates in the period since the last 
periodic self study or since the program was 
introduced.  (For example: local national or 
international economic developments, significant 
recent research in the field,  technological 
changes affecting skill requirements, employment 
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demand, government policies on higher education 
or on matters affecting the fields for which 
students are being prepared, national or 
international developments in professional 
practice in the field.) 
Note that comments may have already been 
included in annual program reports.  However in 
this report changes should be considered over a 
longer time frame and a more in-depth 
consideration given to implications for changes 
needed in the program. 

2.  Changes in the 
Institution Affecting the 
Program 

Summarize any significant changes within the 
institution affecting the delivery of the program.  
Changes could relate to institutional policies and 
priorities, development of courses or programs in 
related areas facilities or equipment, staffing or 
funding issues, introduction of foundation year 
programs, etc. 
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3.  Consequences for the 
Program of these Changes 
in Context 

Note any implications of these external 
influences or  changes for the program.  These 
could relate to the mission and goals, methods of 
delivery, changes in courses or other matters.  
Some of these things may already have been done 
as the changes became apparent over the period.  
However in this item they should still be noted, 
comment made on any responses that have 
already been made, and consideration given to 
whether any further change is needed in response 
to changes in the environment.  Note that the next 
item (E 1.) a request is made for information 
about any changes made in the program.  This 
may involve some repetition, but consideration of 
the two questions raises the issue of whether 
changes already made are an adequate response 
to changes in the environment. 

 
E. Program Developments 
 
1.  Changes Made in the 
Program 

Summarize changes made in the program since 
the program was introduced or since the last 
periodic self-study.  This item refers to changes 
made for any reason including responses to 
evaluation or changes in plans and policies for 
delivery of the program. To provide a full picture 
changes referred to in D3.should be listed again 
but should not need explanation.   

2.  Statistical  summary Complete the table to provide summary 
information about enrolments and completion 
rates in the program and trends in those numbers.  
The table is intended to highlight some key 
figures relevant to the quality of the program.   
 
The apparent completion rate is an indicator 
rather than an actual rate since some students 
could take longer than minimum time to 
complete the program and some could be 
admitted with advanced standing and take less 
time.  However it provides a useful indicator for 
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initial analysis.  If there are special circumstances 
in any year that affect the apparent completion 
rate (for example if an unusually high number of 
students were admitted with advanced standing) 
this should be noted and the special factors taken 
into account in interpreting the results.  

3.  Year to year 
progression rates 

Complete the table to provide information about 
year to year progression rates in the program.  
The table asks only for the most recent year.  
However if there have been significant increases 
or reductions in the rates over time this should be 
noted in the section that asks for comments, and 
the significance and implications of the changes 
discussed.  If  
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4.  Comparison of planned 
and actual enrolments 

This question is relevant for new programs that 
have been given provisional accreditation on 
criteria that include the adequacy of resources 
and the viability of the range of courses, both of 
which are affected by the level of enrolments.  
For other programs differences between planned 
and actual enrolments could be significant for the 
program if significantly more students are 
enrolled than have been planned for  or if 
students are not enrolling as anticipated. 
 

F. Program Evaluation in Relation to Goals and Objectives for Development 
of the Program 
 
 For each of the goals or objectives that were 

listed in item C 3 show the  indicators  that were 
identified to monitor performance, the desired 
benchmark or standard of performance that was 
sought, the result that was achieved, and provide 
a comment about the result.  This comment could 
be an explanation of progress made by the time 
of the report, or an explanation of events that may 
have affected the extent to which the objective 
was achieved.  Any implications for future 
planning should be noted. 

G.   Evaluation in Relation to Quality Standards. 
 This item deals with evaluations in relation to 

quality standards specified by the Commission 
for purposes of quality assurance and 
accreditation.  The template asks for reports in 
relation to each of the 11 quality standards as 
they relate to the program, and to each of the sub-
sections of the standard for Learning and 
Teaching.  In responding to each item a brief 
explanation or background information should be 
included.  Completed self evaluation scales will 
be provided separately and full details of 
assessments of all items are not required.  
However items thought to be significant 
(including those noted in the template) should be 
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discussed and detailed information to support 
conclusions should be included (in tables or other 
formats as appropriate) with reference to where 
more detailed information can be found.  
Reference should be made to KPIs where they are 
relevant to the item concerned.   Comments 
should not only relate to processes followed, but 
also to any specific data resulting from the 
application of those processes.  (e.g. results of 
student surveys).   If there are significant 
differences between sections for male and female 
students these should be identified and 
conclusions made about any action that is 
required to deal with them.    
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H. Review of Courses 
 
1.  Processes followed in 
reviewing courses. 

Describe the process followed in reviewing 
courses.  This should include the procedures 
adopted by a working party or sub-committee 
given this responsibility and a summary of the 
kind of information considered in the review. The 
review should consider course evaluations and 
course reports, responsiveness to this feedback.  
It should also consider any changes necessary as 
a result of changing program requirements that 
might impact on individual courses. 

2.  Course Evaluations A brief summary report should be provided 
giving an overview of areas of strengths and 
weaknesses and any other conclusions from the 
processes described under F1 above.    
Note that individual course reports,  student 
course evaluation reports and  the most recent 
annual program report should be available for 
reference  

I. Independent Evaluations 
 
1.  Process for 
Independent Review 

Describe the process used to get independent 
comments on the program, the reliability and 
validity of the evaluative information considered 
and the conclusions drawn from it.  Examples of 
processes that could be used are given in the 
template. The person providing this evaluation 
should be an experienced person with knowledge 
of programs of this type, preferably from another 
institution. 

2.  Summary of matters 
raised by independent 
evaluator(s) 

Include a brief summary of matters raised and 
comments made by independent evaluators.  
Copies of any written reports received should be 
attached. 

3.  Comment on matters 
raised 

Those preparing the report may agree or disagree 
with the comments and suggestions made by 
independent evaluators, but if they disagree 
sufficient information should be given to explain 
their different opinion.  
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J. Conclusions 
1.  Successful Aspects of 
the Program 

List and comment briefly on the most successful 
or high quality aspects of the program as 
indicated by the evidence considered in the self-
study. 

2.  Aspects of the Program 
Requiring Improvement 

List and comment briefly on aspects of the 
program most in need of improvement as 
indicated by the evidence considered in the self-
study. 

K. Action  Proposals 
 
1.  Changes in Course 
Requirements 

List any changes required in courses as a result of 
all the evidence considered, including changes in 
the internal or external environment, achievement 
of program goals and objectives, evaluations in 
relation to quality standards, and feedback 
obtained from various sources including the 
independent evaluators.  Changes could involve 
removal or addition of courses, mergers of 
courses or separation into separate courses, 
changes in required courses or in prerequisites or 
co-requisites. Or any other matters relating to 
course content or teaching methodology arising 
from the review of courses. 

2.  Action 
Recommendations 

Include recommendations for action plans to deal 
with matters requiring attention as a result of the 
analysis in the report.  In each case the action 
should be described in specific terms indicating 
who is responsible, when action should be 
undertaken and completed.  Any resources 
required should be identified. 
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Annex R 

REGULATIONS AND CONDITIONS OF 
OCCUPANCY (Male and Female)  
 
Before students accept an offer of accommodation and pay a deposit, they 
must read the Contract of Occupancy.  Students must show proof that they 
come from outside Al Ahsa.  Proof must be in the form of a certificate to prove 
that the student’s high school is outside of Al Ahsa.  Students are expected 
to pay a deposit (SR 500) as well as the Housing fee or rent. The exact 
requirements are provided in the contract itself depending on whether the 
student will be residing in a shared room or a single room. 
 
If students are unsure about certain points, support is available through the 
Housing Service to explain the information. 
 
Before accepting the accommodation, students must: 
 

• Fill out a housing application 
• Fill out a form to prove the title of the student. 
• Fill out an application form of custody. 
• For the scholarship students, they must bring a copy of the decision to 

grant. 
• For regular students, they must bring a copy of the result of the previous 

semester 
• Bring a copy of national identity or a copy of the passport for non-Saudis. 
• Bring an introductory speech/letter on the work of the guardian of the 

student. 
• A letter from the mayor of the region or the police or the employer to prove 

the establishment of guardian in the region. Copy of family book of the 
guardian. Copy of course schedule (for juniors) Copy of course schedule 
(for seniors) 
Pay the required deposit for insurance and rent to deposit in the bank 
specified by the Deanship of Student Affairs.    
 
Once accepted and signed, the contract is legally binding and students 
cannot break it. 
(Except in the certain circumstances) 
 
The contract contains  

• Student name 
• House and Room number 
• Start date (the date that the contract starts) 
• End date (the date that the contract ends) 
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Terms and conditions 
The students’ acceptance of a place in University housing implies their 
agreement to abide by the ‘Regulations and Conditions of Occupancy’, which 
forms a part of the contract. It also implies that the student is prepared to 
accept the responsibilities of living in an adult community and to observe the 
various rules of the University’s Estate and all its facilities, particularly those 
involving Health, Safety, wellbeing and behaviour. 
 
As a resident, students are responsible for acquainting themselves with the 
general University Regulations Governing Student Conduct and the Student 
Complaints Procedure. Students’ behaviour is expected to be compatible 
with the good name of the University and the requirements of common and 
statutory law. 
 
All residents must conduct themselves so as not to interfere with other 
residents who may wish to study or sleep. The University may take 
disciplinary action under the Housing Disciplinary Procedures, and in some 
cases under the wider University procedures, against any resident who 
disregards the conditions of occupancy. 
 
Unit Supervisors are responsible for the overall operation of Housing. They 
are responsible for the operation of domestic services, and health, safety and 
wellbeing in the Housing 24 hours a day. Their authority must be recognised 
in these matters.  All problems  with air conditioning, heating, lighting, 
plumbing defects and/or damage to the fixtures and fittings must be reported 
to a member of staff as soon as they arise and details entered in a 
Maintenance Log Book located with Unit Supervisors  These logbooks are 
checked regularly by housing services staff and action taken as required. 
 
If Students have any queries regarding their contracts, rent, they must 
contact the Unit Supervisor.  All other issues or problems can be dealt with 
by welfare staff.   
 
Cleaning 
All residents are responsible for keeping communal areas clean and tidy in 
accordance with residential regulations. Without prejudice to any other 
clause, any resident or residents who persistently choose to leave their 
accommodation and/or communal areas in an unclean, unhygienic or untidy 
manner may, at the reasonable discretion of the Dean of Student Affairs, and 
after appropriate notice, have their contract agreement terminated as a 
breach of an obligation under this contract.  
 
If a student’s contract is terminated, he/she will still be liable for payment of 
the rent until the room is re-let or until the end of the contract. If it becomes 
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necessary for staff to carry out extra cleaning where residents fail to clean 
and tidy their accommodation or communal areas of the premises, or any 
crockery, utensils or other cooking equipment, a reasonable charge will be 
levied on those to whom responsibility can be attributed, or amongst the 
residents if responsibility cannot be attributed. 
 
In regards to the cleaning of the communal areas of the Units, residents are 
responsible for: 

• Their rooms (including bathrooms) 
• The emptying of kitchen and room bins 
• The correct disposal of rubbish bags into external bins 
• The cleaning of the kitchen, surface areas, kitchen utensils, dishes and 

equipment after use 
 

Residents are expected to arrive on specific days and times.  Any student 
wishing to arrive earlier should request this in writing or by e-mail. 
Similarly, students who expect to arrive more than three days late should 
notify Housing Services in writing or by email, to avoid the re-allocation of 
their room. 
 
On arrival, students will be issued with keys on production of all required 
information as stated above.  
 
Damages 
Residents are responsible for reimbursing the University for the reasonable 
cost of repairing any damage caused to the accommodation or premises, 
including the surrounding areas, during their stay (except for wear and tear), 
provided such damage has been caused by them (or by their guest’s 
negligence), or may reasonably be held to have been caused by them.  The 
costs will be deducted from the deposit of SR 500. 
 
The University may, at its reasonable discretion, raise appropriate invoices 
during the contract period in respect of costs arising under the Contract of 
Occupancy; such invoices must be settled within 14 days. Failure to pay such 
invoices on time will be considered a breach of these regulations. 
 
To avoid doubt with regard to damages of fixtures and fittings of the 
premises, residents are responsible for: 

• Fixtures and fittings in shared or single bedrooms 
• Any safety features, e.g. Fire extinguishers/blankets in all areas 
• Fixtures and fittings in all areas 

 
If students arrive and there is damage to the property on arrival they must 
provide details on the room inventory immediately.  The room inventory is 
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issued with the room key.  When complete the inventory must be returned to 
Housing Services. 
 
Utilities and Internet Provision 
All charges for heating, lighting etc are included in the Housing fees. Internet 
access is also provided in each room at no extra charge. 
 
Maintenance 
There is no charge for maintenance unless caused by wilful damage. All 
maintenance issues/problems must be reported to the Housing services 
office. 
 
Duration 
A place in KFU rented accommodation is for the full length of the student’s 
contract, which includes national vacations that occur during the academic 
year.  
 
Rented accommodation is effectively for the duration of the academic year. 
 
Residents are required to vacate their room by the last day of academic 
semester except those with summer classes. 
 
The University reserves the right to dispose of any items left in a room after 
it is vacated. 
 
Termination of Occupancy – by Resident 
 
A resident who officially withdraws from their Academic course or suspends 
their studies will be required to vacate their room in rented accommodation. 
 
Fees will be cancelled when: 
• The resident has confirmed in writing ‘Termination of Occupancy’ and 

confirmation has been received from the Deanship of Admissions and 
Acceptance that the resident has officially withdrawn from or suspended 
their studies; and room keys are returned. 

• Any termination of contract prior to the end of the year will be subject to a 
cancellation fee. 

 
Termination of Occupancy- by University 
 
The University reserves the right to terminate the occupancy of any resident 
on disciplinary grounds without refund of accommodation fees or deposit, by 
giving notice to that effect. The Accommodation/ University Disciplinary 
Procedure will apply and the student will have a right of appeal. A resident 
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failing to pay their accommodation fees during the specified period (except 
in exceptional circumstances where alternative arrangements have been 
previously agreed with the Dean of Student Affairs may be required to vacate 
the accommodation after notice has been given. 
 
No abatement in fee is made for students who leave or are required to leave 
accommodation before the end of the final term.  However, in limited 
circumstances, any reduction in fees is made at the discretion of the Dean of 
Student Affairs 
 
Deposit 
All damage and missing items in communal areas of the accommodation are 
charged against the total number of students relating to that section of 
accommodation that they reside in, unless responsibility is admitted by an 
individual or group of occupants. 
 
Any resident vacating their room during the contract period, either by 
termination of occupancy by the University or the occupant may not have 
their deposit refunded. In addition, they will be invoiced for any 
damage/missing items.  
 
It is an offence against University and Housing Regulations to possess 
consume and/or deal in drugs. A very strict anti-drugs policy is operated in 
Housing. Any resident found possessing, consuming and/or dealing drugs, 
and/or in possession of items related to drug taking, will be severely 
disciplined under Accommodation and University Disciplinary Procedures 
and may also have their residency agreement terminated. 
 
Rules of Residency 
In line with University policy, all University buildings, including 
accommodation, are non-smoking. Students are not permitted to smoke in 
study bedrooms, corridors and communal areas.  Offenders will be 
disciplined under the Disciplinary Procedures 
 
Students are not permitted to bring or use mobile cameras, electrical 
appliances or behave improperly against the Islamic morals. Offenders will 
be disciplined under the Disciplinary Procedures 
 
A resident may not allow their room or communal areas to be used by any 
other person in their absence. 

 
 Multiple occupations of study bedrooms are not permitted unless it is a 

shared room, nor the persistent use of kitchen facilities by guests. 
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 Residents should not use their rooms or the communal areas for illegal 
activities, nor knowingly allow rooms or communal areas to be used for 
illegal activities.  

 Residents will be held fully accountable and culpable for the conduct of 
any guests or visitors to whom they give access to University property. 

 Residents must not cause excessive noise or other disturbance within and 
around the Housing Units at any time. 

 Pets/animals are not allowed in Housing  
 Furniture, furnishings, fittings and electrical equipment must not be 

interfered with or moved from room to room. 
 Residents are not allowed to bring their mobile camera, own refrigerator, 

freezer, microwave, washing machine or tumble dryer or other electrical 
appliances into the units. 

 Residents are expected to keep Housing in general and individual study 
bedrooms in particular, in a clean and tidy condition. 

 Inspections will be carried out by Housing Supervisors on a termly basis. 
Residents will be given 24 hours’ notice of inspections. Where the 
University considers that reasonable standards have not been 
maintained, additional cleaning will be carried out and charged to the 
resident(s). 

 If students go home for vacations, it is advised that keys be handed in to 
the Unit Supervisor at the end of each term, and students sign out in an 
Absence Book. 

 Notices and posters should only be displayed on notice boards and pin-
boards provided. 

 Any damage caused by displaying posters elsewhere will be charged to 
the resident. It is an offence against these regulations to display materials 
that may be offensive to others. University notices should not be defaced. 

 Residents must permit authorised employees of the University to enter 
their room for official purposes such as room inspections, repairs and 
maintenance. 

  Residents are not allowed to possess or carry offensive weapons such 
as guns, knives, air rifles, water pistols, swords, etc. Such items will be 
confiscated. 

 Residents are expected to observe the various rules pertaining to living in 
an adult community and not to engage in anti-social activities, intimidation, 
bullying or violent behaviour. 

 It is an offence against these regulations to throw anything out of room 
windows. A penalty may be levied on those to whom responsibility can be 
attributed. 

  It is an offence against these regulations to write graffiti. A removal 
charge will be levied on those to whom responsibility can be attributed. 
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 It is an offence against these regulations to use the University utilities 
outside of your room. This includes electricity extensions and water pipes. 

  The University reserves the right to relocate the student to comparable 
alternative University accommodation during the period of residence, if 
the student is in breach of one or more of their obligations in their Contract 
Agreement (or where the relocation is made at the student’s request).   

 
Deposit 
 To accept the offer of a room in University Housing, you need to pay a 

SR500 reservation fee within seven days of us sending you an 
accommodation offer. This will become a refundable bond after taking up 
occupancy for the full length of the contract. 

 
Visitors and Guests 
 Visitors and guests (including those residents in other Units) are allowed 

in areas of other Units at the invitation of residents and are the 
responsibility of their host(s). The host(s) must accept responsibility for 
damage, disturbance or any other nuisance caused by visitors and/or 
guests.  

 
Visit Program: 
 Visit is scheduled on Monday from 4pm to 8pm and Thursday from 12 

noon to 8 pm.  
 
 Visitors and Guests must sign in and out during designated times. 
 
 Guests/visitors are expected to respect the rights of other residents and 

keep noise to acceptable levels at all times. Noise from whatever source 
(including musical instruments, stereos, electronic games etc) must be 
inaudible outside study bedrooms at any time.  

 
 Residents must be aware that all areas within the Housing of Residence 

have been allocated as quiet areas. Residents are therefore requested to 
maintain acceptable noise levels at all times.  

 
Room Transfers 
All room transfers are subject to availability. 
 
Requests must be in writing and will be considered by the Unit Supervisors 
after an initial four-week settling-in period. 
 
When transferring  
 All residents are required to complete the appropriate paperwork available 

from the Unit Supervisors. 
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 Remove all their belongings from original room to new location. 
 The University will not be responsible for any belongings left in rooms after 

return of the room key. It will be assumed that they are no longer required 
and will be disposed of.  

 Dispose of all food before leaving. 
 Hand in all keys to the Unit Supervisor - Failure to do so will lead to the 

cost of replacement being deducted from the deposit. 
 
Security 
 Residents are strongly advised to keep their rooms locked when 

unoccupied and other doors securely shut to prevent thefts. The 
University cannot accept liability for any loss or damage, injury or accident 
sustained by residents on the premises or elsewhere. 

 Access to the grounds does not imply access to the Housing, which is 
restricted to residents and their guests. Residents and guests must not 
divulge any information that will compromise the security of Housing or 
threaten the safety of other residents and their guests. 

 Residents and/or their guests must not damage or otherwise interfere with 
any equipment, light fixtures or other fittings that will compromise the 
security or safety of other residents and/or their guests. 

 All residents and their guests should be familiar with the fire regulations 
and emergency evacuation procedure.  

 Be familiar with access routes out of the buildings. 
 Not interfere with fire exit doors. 
 Not prop open fire-resisting doors in corridors and kitchens.  
 Make sure that self-closing mechanisms on doors are effective at all 

times. If not, report any defect to a Unit Supervisor. 
 Always obey the fire alarms. At least one fire drill will be conducted each 

term. During these drills, as in all fire alarms, residents must evacuate the 
building and proceed to the designated assembly point. Any resident who 
does not respond satisfactorily in a fire drill or other emergency will face 
disciplinary action and may be expelled from Housing.  

 Not interfere with the fire extinguishers, alarm bells, smoke and heat 
detectors, exit signs, emergency lighting or other lighting. 

 Ensure that all corridors, stairways, exit doorways and emergency 
pathways are kept clear of obstructions. 

 Not install cables in rooms or between rooms. 
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 Always immediately report to the Unit Supervisor if there is suspicion that 
any item of safety equipment is defective or has been used. This is very 
important because non-functioning equipment is useless should an 
emergency occur. 

 Never use or permit their guests to use naked flames or other smouldering 
materials (e.g., joss sticks, fireworks, candles, bongs etc) in their rooms 
and around Housing. 
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Annex S 
 
 
This policy applies to residents living in KFU Housing.  The Policy is reviewed 
annually. 
 
As a resident, you are responsible for acquainting yourself with the general 
University Regulations and the document University Regulations Governing 
Student Conduct. 
Disciplinary action may be taken against any resident who is found to be 

 disregarding the Regulations and Conditions of Occupancy, 
 and/or whose conduct has been the cause of problems within the Housing 

community, 
 or whose conduct on campus has a negative impact on the reputation of 

the University. 
 

The action taken under the Disciplinary Procedure for Housing Residents will 
depend on the nature of the incident, and will be determined as below. In 
addition, a notification of the incident may be sent to the Student’s Dean who 
may deal with the behaviour under the University Regulations Governing 
Student Conduct. These include provision for fines, compensation, 
suspension and expulsion from the University. 

Disciplinary actions will also be taken against any resident whose guest(s) or 
visitor(s) are involved in an incident / misconduct. Residents are held fully 
responsible and accountable for the actions of their visitors and guests. The 
level of disciplinary action taken against a hosting resident will normally 
match the level of action that would have been taken against the guest, if the 
guest were a resident, unless the host has taken demonstrable steps to curb 
the behaviour of his/her guest.  

Informal Cautions 

Residents whose conduct involves a minor element of anti-social or nuisance 
behaviour may receive an informal verbal caution from Unit Supervisors in 
the first instance, if a formal investigation and disciplinary process is not 
deemed to be in the best interest of the Housing community. At the point 
where an informal caution is issued, residents should be informed of the 
Disciplinary Procedure for Housing Residents, and made aware that further 
misconduct could lead to a formal warning being issued. 

http://profile.glam.ac.uk/documents/download/26/
http://profile.glam.ac.uk/documents/download/26/
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Formal Warnings 

The formal disciplinary procedure is initiated when an incident is reported 
and/or recorded by staff, residents and Housing users, and it warrants more 
than an informal caution. 

Formal warnings are issued after an investigation and interview(s) has been 
conducted, as appropriate. They are not usually issued while an investigation 
is ongoing. If the investigation finds residents’ statements in conflict or 
contradiction with each other or other witness reports, the housing 
supervisory team will use the balance of probability as guiding principle in 
the application of any disciplinary action short of exclusion.  

The investigation would normally be conducted by the relevant Unit 
Supervisor or a nominee of the Dean of Student Affairs and completed within 
ten working days of its commencement. The University reserves the right to 
extend timescales in complex investigations. Records of the investigations 
and warnings are kept by the Housing Service. 

(i) Verbal Warning 

Residents will be issued with verbal warnings for incidents that fall into the 
following categories: 

 Dress system of housing:  KFU operates a strict clothing policy in 
accordance with the customs and traditions in line with the region’s culture.  
Females must adhere to this policy and for those that do not; an initial verbal 
warning will be issued. Any repeated breach of this requirement will result 
in subsequent written and final warnings, ultimately leading to exclusion. 

 Mobile cameras, Electrical appliances Smoking and improper conduct 
against the Islamic morals are prohibited and fall within the housing 
disciplinary procedure.  

 Incidents which are deemed a general nuisance to other residents, staff or 
other users of the accommodation such as, but not limited to, loud music, 
noise, late gatherings, non-compliance with an agreed cleaning rota etc., 
where the behaviour is found to be the result of lack of consideration. 

 Incidents where students refuse to cooperate with reasonable requests by 
staff such as, but not limited to, request for proof of identification, room 
number, names of their guests as well as failure to respond to meeting 
requests etc. 

 An incident where the guest or visitor of a resident has been involved in 
misconduct, where the resident has taken demonstrable steps to stop the 
problematic behaviour while it was ongoing, and/or contacted a member of 
staff to seek assistance in curbing the behaviour. 
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 Any incident which would normally warrant a Written Warning, but where 
the resident has been able to demonstrate extenuating circumstances and 
where the resident has fully cooperated with the investigation by the 
Housing Supervisory team, and where the Housing Supervisory Team 
believe it to be in the best interest of the housing community that the level 
of warning be mitigated. 

 
Verbal warnings can be issued by any member of the housing supervisory 
team. There is no appeals process for verbal warnings. 

(ii) Written Warning 

Residents will be issued with a written warning for incidents that fall into the 
following categories: 

 Any incident which would normally warrant a verbal warning, where the 
resident has already been issued with a verbal warning for prior 
misconduct. 

 Incidents which are deemed a general nuisance to other residents, staff 
or other users of the Housing, where the behaviour is found to be 
malicious or mischievous in intent. 

 Incidents or behaviours which are in breach of the Health and Safety 
codes of the Housing Regulations and Conditions of Occupancy such as 
wedging fire doors open, use of candles and naked flames, smoking, 
failing to evacuate on the sounding of the alarm as quickly and safely as 
possible, tampering with fire fighting equipment and fire extinguishers. 

 Incidents which involve conduct that is found to be malicious and/or 
offensive. 

 Incidents which involve making false and unfounded allegations against 
residents, staff and other users of the accommodation. 

 Incidents which have the potential to damage the reputation of the 
University or the student community. 

 Incidents which constitute trespassing and/or unauthorised entry 
 Any incident or behaviour that is found to compromise the safety and 

security of housing Units and their occupants, such as, but not limited to, 
enabling unauthorized persons to access buildings 

 Any incident which would normally warrant a Final Written Warning, but 
where the resident has been able to demonstrate extenuating 
circumstances and where the resident has fully cooperated with the 
investigation by the Supervisory Team, and where the Supervisory Team 
believe it to be in the best interest of the housing community that the level 
of warning be mitigated. 

 
Following the completion of an investigation and interview(s) written 
warnings are issued by any Supervisor, after consultation with the Dean of 
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Student Affairs or nominee. Normally written warnings are delivered by hand 
to the resident’s room in person and left under their door in their absence. 
Residents can appeal against written warnings by following the procedure 
outlined below (under “Rights of Appeal”). 

(iii) Final Written Warning 

Residents will be issued with a final written warning for incidents that fall into 
the following categories: 

 Any incident which would normally warrant a verbal or written warning, 
where the resident has already  been issued with a written warning for 
prior misconduct. 

 Incidents that involve verbal attacks on students, staff, or members of the 
local community. 

 Incidents or behaviours which constitute harassment of a student, member 
of staff, or other users of the accommodation. 

 Incidents which bring the University or the student community into 
disrepute. 

 Any incident which would normally warrant exclusion from housing, but 
where the resident has been able to demonstrate extenuating 
circumstances and where the resident has fully cooperated with the 
investigation by the supervisory team, and where the supervisory team 
believe it to be in the best interest of the housing community that the level 
of warning be mitigated. 

Following completion of an investigation and interview(s), a senior supervisor 
or manager of the housing services can issue final written warnings, after 
consultation with the Dean of Student Affairs. Normally written warnings are 
delivered by hand to the resident’s room in person and left under their door 
in their absence. Residents can appeal against final written warnings by 
following the procedure outlined below (under “Rights of Appeal”) 

(iv) Exclusion from Housing / termination of occupancy 

Residents will be excluded from Housing for incidents that fall into the 
following categories: 

 Any incident which would normally warrant an verbal, written or final written 
warning, where the resident has already been issued with a final written 
warning for prior misconduct. 

 Any incident which is deemed to expose residents, staff, other users of the 
housing or members of the community to potentially serious danger such 
as, but not limited to, malicious break glass fire alarm activation, causing 
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fire through negligence, bringing, possessing or using any firearms or any 
other weapons. 

 Any incident or behaviour that suggests the continued presence of the 
resident in housing poses a danger or serious threat to the wellbeing of 
other residents and the wider housing community. This  includes, but is 
not limited to, the consumption, storage or trade of illegal substances, 
physical assault, theft, and other serious misconduct. The University will 
assist the police with any investigation. 

 Any incident where a resident used the accommodation or allow it to be 
used for illegal, activities,  immoral act or purpose, and commercial 
activities. 

 Incidents which involve deliberate serious destruction of property 
 Any incident, misconduct or harassment found to be motivated by hostility 

or prejudice based upon the victim’s disability, race, nationality, religion or 
belief, gender, transgender or age. 

 
Terminations of occupancy can be issued after discussion between a senior 
supervisor of Housing Service Manager and other relevant parties. This 
action will be taken by the Dean of Student Affairs upon the recommendation 
of the senior supervisor or housing service manager. Residents who are 
excluded from University Housing are not allowed to return to any of the 
residences except with the written permission of either the Dean of Student 
Affairs. Residents can appeal against their exclusion from housing by 
following the procedure outlined below (under “Rights of Appeal”) 

The University reserves the right to terminate the occupancy of any resident 
on disciplinary grounds without refund of the Housing Fees or deposit by 
giving notice to that effect. 
 
Appeals are submitted to the Dean of Academic Affairs.   

Additional measures 
Restricted access to specific premises 

If an individual has been identified as a participant in one or more incidents 
in one specific building or flat, and this is not his/her home building or flat, the 
Unit supervisor, after discussion between Senior supervisor or Housing 
services manager  may impose an order banning the resident from visiting 
the specific building or flat in question. A breach of that ban would be treated 
as an additional disciplinary offence leading to further formal warnings. 
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Temporary relocation 

If an accusation is made against a resident that is of a serious nature, the 
supervisory team may, after a risk assessment and consultation, request the 
immediate, temporary relocation of a resident to a different room, while a full 
investigation is carried out. This is to protect the safety of the room mates 
and/or the accuser(s), and to reduce the risk of intimidation or further abuse. 
The investigation would have to be completed within ten working days, with 
a decision as to whether the resident can return to his/her original room being 
made within that time. The temporary relocation of the resident is not a 
disciplinary measure, but a protective measure designed to ensure the safety 
and wellbeing of the accused and other residents in Housing. It is not an 
implication of guilt or prejudice, and wholly a reflection of the seriousness of 
an allegation, rather than its credibility. 

University Regulations 
In addition to these regulations the University Regulations Governing 
student Conduct may be applied. 
These include provision for fines, compensation, suspension and expulsion. 

Rights of Appeal 
a) Verbal Warning and temporary relocation 
There is no right to appeal against measures taken under the verbal 
warning and temporary relocation above. 
b) Written and final written warnings 
 
A resident who wishes to request a review of disciplinary actions under (ii) 
and (iii) above must lodge an appeal within five working days of the 
notification of the disciplinary decision stating the grounds on which they are 
appealing. The appeal must be submitted to the Dean of Student Affairs on 
a standard appeal form (Housing Appeal Form) HAP, which may be obtained 
from the Unit Supervisors, enclosing all relevant documentary evidence. The 
Dean of Student Affairs who reviews the disciplinary actions taken will either 
uphold, commute or invalidate them. The outcome of this review process is 
final and is not subject to any further appeals. 
c) Exclusion from Housing/Termination of occupancy 
A resident who wishes to request a review of a disciplinary decision under 
(iv) must lodge an appeal within five working days of the notification of the 
disciplinary decision stating the grounds on which they are appealing. The 
appeal must be submitted to the Dean of Academic Affairs on a standard 
appeal form HAP, which may be obtained from the Unit Supervisors, 
enclosing all relevant documentary evidence. Failure to provide sufficient 
details and supporting evidence will result in rejection of the appeal. The 
request of appeal may be based on one of the following grounds: 
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1. Evidence which for good reason was not divulged at the time disciplinary 
action was taken. The “good reason” must be stated in the letter of appeal. 

2. Evidence that the decision to exclude was not made in accordance with 
the Disciplinary    Procedure for Housing Residents. 

Inventories and costs of damages 

Damages occurring as a result of natural wear and tear are repaired free of 
charge. However, items which suffer malicious damage or damage as result 
of gross negligence will have to be paid for. 

At the start of the student tenancy, they are asked to sign and confirm an 
inventory of their room, and there is an inventory for kitchens. 
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Annex T 
 
HOUSING INVENTORY- Guidance for (Template) 
1. Any maintenance problems or damages should be reported immediately 

to the Unit Supervisor 
 
IN CASE OF AN EMERGENCY:  Contact the Duty Supervisor immediately. 
 
2. Students must not use electrical appliances such as kettles, hair dryers 

and irons in your room.  These items will overload the supply. 
 
3. Overnight guests must be signed in via the ‘Guest Book’ and authorised 

by a Unit Supervisor with at least 24 hours notice. 
 
Please check the inventory of the room is correct and note any damages.   
  
If damage or loss occurs during the occupancy then the occupant will be 
required to pay immediately.  Any outstanding charges will be deducted from 
the deposit.   
 
Please complete and return to the Unit Supervisor within 5 days of collecting 
your room key, only if there are items missing, damaged or was not as you 
would expect. 
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Housing Room Inventory 
 
Unit: ______________________Room:_________________ 
 
Inventory 
BOOKCASE 1 BEDFRAME WITH 

MATRESS 
1 

CHAIR 1 WASTEBIN 1 
DESK 1 CURTAINS/BLIND 1 
WARDROBE 1   
 
Comments – missing, damaged or was not as you would expect 
Flooring  
Paintwork  
  
  

 
Please list any personal electrical equipment and other belongings 
 
 
 
 
 

 
Comments:…………………………………………………………………………
………………………………………………………………………………………
………………………………………………………………………………………
………………………………………………………………………………………
……………………………………………… ………………………………………
……………………………………………………………………………………… 
 
Signed By  
---------------------------------------------------------------------------------------------- 
For office use: 
Job card number        Job completed on 
 
……………………………………………………………………………………… 
………………………………………………………………………………………
………………………………………………………………………………………
………………………………………………………………………………………
………………………………………………………………………………………
………………………………………………………………………………………
………………………………………………….…………………………………… 
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Annex U 
NQF Learning Outcome Verb, Assessment, 
and Teaching Strategies and Suggestions 

 
NQF Learning 
Domains 

Suggested Verbs 

  
Knowledge list, name, record, define, label, outline, state, 

describe, recall, memorize, reproduce, 
recognize, record, tell, write 

 
Cognitive Skills 

estimate, explain, summarize, write, compare, 
contrast, diagram, subdivide, differentiate, 
criticize, calculate, analyze, compose, 
develop, create, prepare, reconstruct, 
reorganize, summarize, explain, predict, 
justify, rate, evaluate, plan, design, measure, 
judge, justify, interpret, appraise 

Interpersonal Skills & 
Responsibility 

demonstrate, judge, choose, illustrate, modify, 
show, use, appraise, evaluate, justify, analyze, 
question, and write 

Communication, 
Information 
 Technology, 
Numerical 

demonstrate, calculate, illustrate, interpret, 
research, question, operate, appraise, 
evaluate, assess, and criticize 

 
Psychomotor 

demonstrate, show, illustrate, perform, 
dramatize, employ, manipulate, operate, 
prepare, produce, draw, diagram, examine, 
construct, assemble, experiment, and 
reconstruct 
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Suggested verbs not to use when writing measurable and assessable 
learning outcomes are as follows: 
Consider Maximize Continue Review Ensure           
Enlarge Understand Maintain Reflect  Examine           
Strengthen Explore Encourage Deepen                         

 
Some of these verbs can be used if tied to specific actions or 
quantification. 
 

Suggested assessment methods and teaching strategies are: 
 
According to research and best practices, multiple and continuous 
assessment methods are required to verify student learning. Current 
trends incorporate a wide range of rubric assessment tools; including 
web-based student performance systems that apply rubrics, 
benchmarks, KPIs, and analysis. Rubrics are especially helpful for 
qualitative evaluation. Differentiated assessment strategies include: 
exams, portfolios, long and short essays, log books, analytical reports, 
individual and group presentations, posters, journals, case studies, lab 
manuals, video analysis, group reports, lab reports, debates, speeches, 
learning logs, peer evaluations, self-evaluations, videos, graphs, 
dramatic performances, tables, demonstrations, graphic organizers, 
discussion forums, interviews, learning contracts, anti-dotal notes, 
artwork, KWL charts, and concept mapping.  
 
Differentiated teaching strategies should be selected to align with the 
curriculum taught, the needs of students, and the intended learning 
outcomes. Teaching methods include:  lecture, debate, small group 
work, whole group and small group discussion, research activities, lab 
demonstrations, projects, debates, role playing, case studies, guest 
speakers, memorization, humour, individual presentation, brainstorming, 
and a wide variety of hands-on student learning activities.  
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Annex V 

Career Performance Evaluation for Executive 

Employees 
Kingdom of Saudi Arabia 
Career Performance Evaluation for Executive Employees 

First: General Information 
Agency Administration Department Area City 
     

Full Name Career Rank No Appointment 
Date 

Beginning 
Service 

      
Result of last evaluation 

report 
Last training 

program Specialization Last 
degree 

 Preparation 
date 

 Estimation    

 



  

176 
 

Second : Evaluation Elements 

 Category Element Max 
Mark  Min 

E
m

pl
oy

ee
 P

er
fo

rm
an

ce
 

A The ability to develop working 
methods 

6   

A The ability to train other workers 6   

AB The ability to identify the requirements 
of the job achievement 

7 7  

AB Skill in execution of work 7 6  

AB 
The ability to identify action steps and 
timetable 

6 6  

AB Commitment to work time 6 7  

AB The ability  to overcome the difficulties 
of working 

5 5  

AB Knowledge of bases and technical 
concepts relating to work 

4 4  

AB Knowledge of work systems and 
procedures 

4 4  

AB To follow-up with the developments in 
the field of work 

4 3  

AB Active participation in meetings 4 3  

AB The ability to make effective work 
communications with others 

4 3  

AB Possibility to bear responsibilities 3 4  

AB Knowledge of the purposes and 
functions of the department 

2 3  

AB Provide ideas and proposal 3 3  
B Complete the work in time  7  
B The ability to review and audit  7  
 Total  72 72  

 AB The ability to make conversation and 
give opinion 

4   

 AB Estimate Responsibility 4   
 AB Good behaviour 4   
 AB Accept guidance and willingness to 

abide by it 
4   

 AB Good appearance 4   
  Total 19 19  
 AB Chairpersons 3   
 AB Colleagues 3   
 AB The public 3   
  Total 9 9  
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Third” Total of marks and grade 
Marks of 
employee 
performance 

Marks of personal 
qualities 

Marks of 
relations 

Total Score 

    
 

Excellent 
(90-100) 

Very good 
(80-89) Good (70-79) Satisfactory 

(60-69) 
Unsatisfactory    
(less than 60) 

 
 

    

Fourth: General notes 
Strength and weakness points should be added if necessary  
(Strength points seen in other achievements and activities but they are not 
included in the previous element). 
........................................................................................ 
........................................................................................ 
........................................................................................ 
 
Weakness points (negative aspects may affect on the work without a 
repetition of the previous elements). 
........................................................................................ 
........................................................................................ 
........................................................................................ 
 
General recommendations to develop their abilities (if any) 
........................................................................................ 
........................................................................................ 
........................................................................................ 
 
Author report opinion 
........................................................................................ 
........................................................................................ 
........................................................................................ 
Name :                                       Job :  
Signature:                              Date:  
Accrediting authority remarks 
........................................................................................ 
........................................................................................ 
........................................................................................ 
Name :                                       Job :  
Signature:                              Date: 

 
Category A for employers who occupied (11-13) rank  
 Executive (administrative)(01/1426 H) 
Category B for employers who occupied rank 10 and less 
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First Definitions 
 Group of Executive Careers (administrative): 

This groups contains various administrative function and obligations in 
different  
They facilitate the work of the general groups to achieve the basic 
goals for the governmental agencies. They include personal actions, 
accounting and financial actions, warehouses, supply, purchasing, 
marketing and other actions related aspects. 

 
 Agency: 

It is the government agency, whether ministry, public institution, public 
authority, or other organization that apply the regulation of the career 
performance evaluation. 

 
 Administrative: 

It is the appropriate unit entitled to do one of the heterogeneous 
activities in the agency and shall carry out specific tasks within the 
function of the agency. 

 
Section: 
It is the division of small section of a certain department doing specific 
tasks. (If any) 
 
Second: Instructions 

1. This form is filled by direct chairman of the employee and approved by 
the chairman according to the specific powers. 

2. The chairman prepares the report by giving appropriate mark for each 
element according to his estimation after referring to the available 
sources of evaluation as described below. 

3. Scores are inserted in the field provided in front of each element of the 
evaluation; taking into account the given mark shall not exceed the 
minimum limit for specific evaluation degrees for each element, the 
importance of referring the elements of the regulation. 

4. Total score is calculated by adding marks of career evaluation, 
personal qualities and relation obtained by the employee.  

5. In the field of general notices the assessor may identify the strengths 
and weaknesses (if any). They are preferable elements taken into 
account for purpose of discrimination among those who got equal 
scores.  

6. The assessor mentions his/her opinion of the employee in the field 
provided. 
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7. After the accreditation of the report, the employee received the copy of 
it. 

Third: Career performance evaluation sources; 
1. Employee file. 
2. Record of remarks by direct chairman. 
3. Report of the employee achievements. 
4. Attendance record. 
5. Any other resource to help in the accuracy of the evaluation.  

Fourth: The consequences of mark estimation: 
1. When the employee obtains Excellent. 
 Promotion will be considered after Completion of the necessary time. 
 Employee is given two points for promotion purposes.  
 Consideration of granting additional premium associated with the 

promotion.  
 A requirement of having a scholarship a home, abroad and a study 

leave. 
 
2. When the employee obtains good: 

 Promotion will be considered after Completion of the necessary time. 
 Employee is given a half point for promotion purposes. 
 Granting additional premium associated with the promotion. 
 When employee fulfils one of scholarship conditions to study at home, 

scholarships for study abroad and study leave. 
3. When the employee obtains good; 

 Promotion will be considered after completion of the necessary time. 
 Employee is given a half point for promotion purposes. 
 One requirement of having a study leave. 
 

4. When the employee a gets satisfactory grade: 
 Promotion will be considered after completion of the necessary time. 

 
5. When the employee gets unsatisfactory grade: 

 In the first time promotion will not be considered even the employee is 
eligible for a promotion.  

 For consecutive times, it is necessary to transfer the employee to 
another job in the agency 
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Explanation of assessment items for executive jobs (administrative) and 
their verification basis 

Item Explanation Item verification basis 

The ability to 
improve the work 
methods 

The ability to invent 
new methods that 
lead to simplify the 
procedures and 
improve the 
performance and 
speed of achieving 
the work 

Opinions suggested to 
improve the work 
The suggested work 
sampled in order to 
improve the work and 
facilitate its procedures 

The ability to train 
other workers 

To be able to 
improve the 
performance of other 
workers through 
training 

The performed training 
The development which 
happened on the 
performance of the 
workers after the training 

The ability to 
identify 
requirements of 
achieving work 

Specifying technical 
and human 
resources necessary 
to get the job done 
and using them 
effectively 

Achieving the work in light 
of the specified resources 

Proficiency of 
execution 

Performing  the work 
efficiently 

The quality of the 
achieved work  
Completion of the work 
According the specified 
procedures 

The ability to 
identify  work  steps 
and timetable 

Specifying work 
steps and the 
timetable taking into 
account the priority 
of implementation so 
as to achieve the 
goals efficiently and 
effectively 

Sample of works 
 
Report of achievements 

Maintaining the 
work time 

Commitment work 
hours specified in 
attendance and not 
to leave the work 
place without 
permission 

- Commitment to attend 
and leave in the specified 
hours. 
- Adherence with the 
hours of work and invest 
them in the completion of 
work. 
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The ability to 
overcome work 
difficulties 

Employee’s ability to 
address the urgent 
and day-to-day work 
problems properly 
and objectively  

- Samples of the 
problems faced by the 
administration and 
techniques and methods 
taken to address them. 

To have knowledge 
about the technical 
bases and 
concepts regarding 
the work 

Familiarity with the 
basic knowledge in 
the field of 
specialization and 
other related 
specialties, whether 
theoretical or 
practical in order to 
allow him to practice 
his work as required. 

Complete the work 
according to the generally 
accepted professional 
standards. 

Te have knowledge 
about the work 
systems and 
procedures 

Understanding 
systems, regulations 
and procedures 
related to work and 
being 
familiar with their 
variables 

- Completion of the work 
according the applicable 
systemic and procedural 
rules. 
- The size of systemic and 
procedural violations. 

follow up the 
developments in 
the field of work 
 
 
 
 
 
 
 
 

Ensuring to follow up 
variables happening 
in the area of 
specialization and 
trying and develop 
knowledge to serve 
the work 
 

- Seeking to increase 
knowledge. 
-  Read in journals  and 
reports relating to his 
work. 
- His enthusiasm and his 
desire to attend training 
programs in the field of 
work. 

Active participation 
in meetings. 
 

Positive contribution 
in discussing topics 
that arise in the 
deliberations of the 
meeting and directed 
towards the goal of 
the meeting 

- His style of discussion 
during  the  meetings. 
-  Proposals and ideas 
raised by him 
- Accept  the opinions of 
others and their 
discussion 

The ability  to 
establish 

A proactive and 
positive relationships 
with others and the 
ability to adapt in 

- Positive communication 
with the others.  
- the quality of 
relationships he has with 
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effective work 
communications 
with others 
 

order to serve the 
work 
 
 

others, and its impacts on 
performance 

Possibility of 
shouldering higher 
responsibilities 
 
 

The possibility of 
assigning Work and 
functions which are 
different for the 
employee than what 
he is doing in his 
current job at the 
level of difficulty and 
responsibility, 
 

Proficiency in doing the 
additional assigned jobs 
His achievement in the 
field of work. 

realizing the 
objectives and 
functions of the 
agency 
 

To have knowledge 
and absorb the 
general objectives 
and functions of the 
agency. 
 

Understanding of the 
general objectives of the 
agency and the resulting 
sub-objectives and work 
programs regarding 
departments supervised 
by him. 
- realizing the 
requirements of achieving 
the objectives, whether 
formal, technical or 
connected to workforce. 

Provide ideas and 
proposals 
 

Ensuring to put ideas 
and proposals that 
serve work, and 
invent new methods 
which load to 
simplify procedures 
and improve the 
level of performance 
and speed of doing 
the work 
 

Option to develop the 
work 
-  suggested work 
samples to develop and 
facilitate Work 
procedures. 

Complete the work 
on time 

Completion of the 
work assigned to him 
on time 

- Not  to  delay works 
- Complete works on time 

The ability to 
review and audit 

The final review for 
work to make sure 
that it is clone in 
accordance with the 

Making sure that the work 
is free from mistakes. 
Making sure that the work 
is done in accordance 
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specific instructions, 
and it is free from 
mistakes. 

with the specific 
instructions. 

The ability to 
dialogue and to 
express an opinion. 

Ability to present 
ideas and proposals 
and simplify the 
process of delivery 
to recipients in an 
organized and clear 
manner, and dealing 
with the opinions of 
others in a quiet 
style. 

View ideas and proposals 
provided with the 
supporting evidence 
 
-Active participation in 
seminars and meetings. 

Estimate 
Responsibility 

Dealing seriously 
with his 
responsibilities and 
duties, and his 
enthusiasm in 
performing the 
delegated tasks, and 
feeling with the 
importance of the 
work being done. 

-Enthusiasm and 
seriousness in performing 
the delegated tasks and 
feeling the importance of 
that 
Preservation of the 
equipment and materials 
he deals with, 

Good conduct 

Dealing with wisdom 
and balance, with 
different positions 
(emergency sudden 
- critical) and to what 
extent he has a 
foresight. 

-Views of dealing in 
various positions with 
superiors, colleagues, 
subordinates. foresight in 
dealing with various 
matters 
 

Accept guidance 
and prepare for 
implementation 

Taking the guidance 
of his superiors and 
ensuring working 
and dealing with 
them positively. 
 

Responding to guidance 
and starting 
implementation Samples 
of the guidance he got 
and what he carried out 

Paying the 
attention to the 
appearance 

Interest in terms of 
the form of dress 
and cleanliness 
(personal care) in 
accordance with the 
customs and 
traditions, and 
attention to the: 

-Taking care of 
appearance 
-To ensure the 
Cleanliness (personal 
care). 
-Arrangement and 
cleanliness of the office. 
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arrangement and 
cleanliness of the 
office. 
 

Relations with 
superiors 

The ability to 
establish positive 
relationships for the 
benefit  of work with 
presidents and to 
overcome obstacles 
which face work and 
management 

-The existence of a 
positive relationship that 
serves work 
 
Mutual respect- 

Relations with 
colleagues 

The ability to 
establish positive 
relationships for the 
benefit of work with 
his colleagues, and 
to benefit from the 
exchange of 
experiences. 

- The existence of positive 
relations that serve work. 
 
-Ongoing cooperation and 
mutual respect. 

Relations with the 
public 

The ability to 
establish positive 
relationships with the 
public for the benefit 
of work. 

-reducing the grumbling 
and complaints with the 
visitors. 
-positive engagement and 
mutual respect. 
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Annex W 
Medical Services 

provided by King Faisal University Polyclinic 
 
Medical Services  provided by King Faisal University Polyclinic 
 
The Polyclinic at King Faisal University provides medical services for 
faculty/staff and students which includes the following: 
A- For our staff and students patients: 
- Full assessment including :  
 Clinical examination 
 Investigations including :  

▪ Laboratory investigations. 

▪ Radiological investigations including x-ray, ultrasound, mammography 
and bone mineral density for osteoporosis. 
- Treatment and follow-up of health problems both acute and chronic. 
- Granting of sick leaves for cases needing rest besides treatment and for 

infectious   diseases. 
- Referral of selected cases to the Ministry of Health, National Guard and 
university hospitals for further investigations, evaluation and treatment or 
for admission, if needed. 
- Medical services for emergency cases. 
- In case of serious illness or for any medical service not provided in the 

centre, the case can be  referred to the Ministry of Health hospitals( King 
Fahd hospital or Prince Benglawy hospital) 
-  For long term illness, the centre can provide different investigations for 

both diagnosis and  follow up. Also, it can provide the long term supporting 
treatment.          

B- Health education to students by: 
- Lectures, demonstrations and discussions within the faculties. 
- Clinical training for our medical staff and the college of medicine students 

under the supervision    of their staff. 
C- Other medical services: 
- Pre-admission and pre-employment medical examinations. 
- Medical examinations for fitness for the practice of various sport activities 

and for driving licenses. 
- Psychological support and treatment for medical and social problems. 
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- Smoking quit program through a well-equipped clinic. 
- Pap smear examination besides ante-natal care for married females.  
- National campaigns for vaccination according to Ministry of Health 

instructions. 
- Participation with the Ministry of Health hospitals for blood donation and  
- Campaigns for early detection of cardiovascular risk factors, breast 

cancer (mammography) and early detection of osteoporosis (DXA). 
- The clinic has two psychiatric doctors who provide psychological support 

for the staff and students with psychological or social problems. Also, 
there is a direct contact between the faculty academic tutors and the 
psychiatric doctors to discuss the students' problems with possibility of 
reference of these students to the doctor when academic tutors observe 
any deterioration in the student's performance. 

D- Extension of the building for development of the medical services through 
the establishment of a separate building working 24 hours a day as an 
emergency centre in addition to a one-day surgery clinics and ICU within this 
year. 

Medical Staff 
The medical staff responsible for providing students with medical health 
services including the following: 
 
A. Consultants 
 

Fifteen (15) consultants in the following specialties: 
* Cardiology   * Chest Diseases 
* Internal medicine   * Rheumatology 
* Nephrology   * Ophthalmology 
* Orthopedic surgery  * ENT 
* Radiology    * Dermatology 
* Hematology   * Psychiatry 
* Endocrinology 

 
B. Specialists 
  
 Eleven (11) specialists (with masters degree) in the following 
specialties: 
 

 Emergency Medicine 
 Internal Medicine  
 Orthopedic Surgery 
 ENT 
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 Pediatric Medicine 
 Ophthalmology 
 Dermatology 
 Obstetrics and Gynecology 
 Laboratory 

 
C. Three (3) General Practitioners. 
D. Three (3) Dental Specialists. 
E. Five (5) Non-doctor specialists (with Bachelor’s Degree) in the following 

specialties: 
* Laboratories 
* Radiology 
* Pharmacy 
* Physical Medicine 

 F. Four (4) technicians (radiology, dental and pharmacy). 
 G. Nurse Staff includes: 
   * 16 nurses having Bachelor degree 
   * 10 nurses having Diploma degrees 
 
Laboratory Unit 

 The laboratory is equipped to provide the following investigations: 

1. Haematological parameters: as CBC, G6PD assay, blood groups, 
etc... 

2. Follow-up of diabetic patients: Blood sugar, HBA1c, urine for sugar 
and ketones. 

3. Lipid profile 
4. Renal Function tests 
5. Liver Function tests 
6. Cardiac markers 
7. Minerals and electrolytes 
8. Thyroid, pituitary, supra-renal and testicular hormones. 
9. Infertility hormones 
10. Tumor markers 
11. Viral markers 
12. Follow-up of pregnancy: (qualitative and quantitative B.HCG, 

Toxoplasma, Rubella, CMV) 
13. Serological Markers: CRP, RF, ASOT, etc. 
14. Complete urine and stool examination 
15. Screening for fecal occult blood. 
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Physical Medicine Unit 

 The physical medicine unit is equipped to provide the following medical 
services: 

1. Manual Therapy 
2. Traction 
3. Electrical Muscles/ Nerve Stimulation 
4. Hydro collator Therapy (heat therapy) 
5. Cold therapy 
6. Balance and Endurance Improvement 
7. Rehabilitation after surgeries 
8. Muscle stretching and strengthening 
9. Exercises and rehabilitation positioning 

10. Therapeutic exercises for the whole body 
11. Rehabilitation for Total Knee Replacement 
12. Muscle Relaxation 
13. Improve Blood Circulation 
14. Pain Relief 
15. Weight Control 
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Annex X 
Academic Support: IT 

Annex X 
SECTION 1 

DIT – Vision, Mission & Goals 

 

VISION: 

‘to be recognized and respected as one of the premier 
organization in the region, providing leadership and 
enabling Growth, Service Excellence and Operational 
Efficiency through Organized, Optimized and Energized IT 
Resources and Capabilities’ 
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MISSION: 

 Constantly empowering the King Faisal University for efficiently achieving 
its stated goals by providing information and automated tools available 
anytime, anywhere through leadership, teamwork and diplomacy. 

 Providing technically current, adequate, responsive, reliable and service-
oriented information technology resources and capabilities to the students, 
faculty, and staff who rely on trust and use those resources. 

 Where appropriate, seek to implement solutions that are innovative, 
integrative and supportive to evolving university goals, demands and 
expectations. 

 Empower KFU’s learning, teaching, research, administration, service, 
communication, and outreach. 

Provide expertise, knowledge sharing, value and excitement for information 
and related technology initiatives of the university. 

GOALS: 

 Easy and smooth shifting to new university campus and migration of 
information to newer platforms within the acceptable downtime. 

 Excellent, universal network and communication access to university and 
its community; by having a centrally managed IT infrastructure, remotely 
accessible worldwide and operating like a utility at highly competitive costs. 

 A highly integrated IT environment supporting the university with the 
capability of catering the needs of its expansion plans for the future. 

 Consistent achievement of customer service levels, based on cost-
efficiency and best practices across the network, with quality management 
of all support operations. 

 Lowered administrative costs and rightsizing objectives through 
streamlining and reliance on Government initiated inter-university solutions 
and services, with King Faisal University delivering specialized services 
under its dedicated delivery channels. 

 Rapid adoption of technology to support emerging business requirements. 
 Application of industry standard good practices in providing service 

delivery, support, development and information security. 
 Fully tested, consistent business continuity program that ensures that 

mission critical operations will not be disrupted. 
 A team of high quality, skilled, trust-worthy, client-focused, enthusiastic, 

flexible and dynamic IT peoples; well organized and cultured that provides 
professional fulfillment, development and growth for its members, team, 
university and thus the society. 
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 Well created, supported and sustained values, goals, strategic initiatives, 
technological direction, security and risk awareness and response plans, 
and effective communication. 

OUR STATED APPROACH: 

 Organize:  A gradual effort to re-engineer, improve IT structure, policies 
and procedures covering People, Technology, Information, Facilities and 
Applications. 

 Optimize:  A continuous effort to enhance the effectiveness of IT services 
to accommodate King Faisal University's growth in all positive direction 

 Energize:  New IT initiatives and innovative solutions that enable King 
Faisal University's exploring into new avenues and create new 
opportunities 
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Annex X 
SECTION 2 

Deanship of IT’s placement on the KFU 
structure 

 



  

193 
 

Annex X 
SECTION 3 

KFU-DIT Strategic Organizational Structure 
(Hierarchical) 
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Annex X 
SECTION 4 

KFU - DIT Organization Structure – 
Functional 
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Annex X 
SECTION 5 

DIT Departments  
 

Department 

Dean of Information Technology 

Vice Dean 

Advisor to Dean 

Quality Management Office (QMO) 

Administrative and Financial Affairs (AFAD)  

IT Systems & Network Operations Department (ITSNOD)  

Applied Systems Department (ASD) 

Web Services Applications Department (WSAD)  

Technical Support Department (TSD) 

Educational Technology Department (ETD) 

Female Sections 

Projects & Contracted Resources Management 

 

https://mail.kfu.edu.sa/owa/redir.aspx?C=_VSzmSp4B0O7wPZ_g9xHjtGDVQy07NEIEm22nez_a7BVar1VHhBAiFw6JqHeYjenv4Vbuj5qUko.&URL=http%3a%2f%2fwww.kfu.edu.sa%2fEN%2fDEANS%2fIT%2fPages%2fDepartments.aspx%23Dean+of+Information+Technology
https://mail.kfu.edu.sa/owa/redir.aspx?C=_VSzmSp4B0O7wPZ_g9xHjtGDVQy07NEIEm22nez_a7BVar1VHhBAiFw6JqHeYjenv4Vbuj5qUko.&URL=http%3a%2f%2fwww.kfu.edu.sa%2fEN%2fDEANS%2fIT%2fPages%2fDepartments.aspx%23Administrative+and+Financial+Affairs+Department+(AFAD)
https://mail.kfu.edu.sa/owa/redir.aspx?C=_VSzmSp4B0O7wPZ_g9xHjtGDVQy07NEIEm22nez_a7BVar1VHhBAiFw6JqHeYjenv4Vbuj5qUko.&URL=http%3a%2f%2fwww.kfu.edu.sa%2fEN%2fDEANS%2fIT%2fPages%2fDepartments.aspx%23IT+Systems+and+Network+Operations+Department+(ITSNOD)
https://mail.kfu.edu.sa/owa/redir.aspx?C=_VSzmSp4B0O7wPZ_g9xHjtGDVQy07NEIEm22nez_a7BVar1VHhBAiFw6JqHeYjenv4Vbuj5qUko.&URL=http%3a%2f%2fwww.kfu.edu.sa%2fEN%2fDEANS%2fIT%2fPages%2fDepartments.aspx%23Development+%26+Application+Support+Management
https://mail.kfu.edu.sa/owa/redir.aspx?C=_VSzmSp4B0O7wPZ_g9xHjtGDVQy07NEIEm22nez_a7BVar1VHhBAiFw6JqHeYjenv4Vbuj5qUko.&URL=http%3a%2f%2fwww.kfu.edu.sa%2fEN%2fDEANS%2fIT%2fPages%2fDepartments.aspx%23Development+%26+Application+Support+Management
https://mail.kfu.edu.sa/owa/redir.aspx?C=_VSzmSp4B0O7wPZ_g9xHjtGDVQy07NEIEm22nez_a7BVar1VHhBAiFw6JqHeYjenv4Vbuj5qUko.&URL=http%3a%2f%2fwww.kfu.edu.sa%2fEN%2fDEANS%2fIT%2fPages%2fDepartments.aspx%23Technical+Support+Department+(TSD)
https://mail.kfu.edu.sa/owa/redir.aspx?C=_VSzmSp4B0O7wPZ_g9xHjtGDVQy07NEIEm22nez_a7BVar1VHhBAiFw6JqHeYjenv4Vbuj5qUko.&URL=http%3a%2f%2fwww.kfu.edu.sa%2fEN%2fDEANS%2fIT%2fPages%2fDepartments.aspx%23Training+and+Academic+Support+Unit+(TASU)
https://mail.kfu.edu.sa/owa/redir.aspx?C=_VSzmSp4B0O7wPZ_g9xHjtGDVQy07NEIEm22nez_a7BVar1VHhBAiFw6JqHeYjenv4Vbuj5qUko.&URL=http%3a%2f%2fwww.kfu.edu.sa%2fEN%2fDEANS%2fIT%2fPages%2fDepartments.aspx%23Projects+%26+Contracted+Resources+Management
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Annex X 
SECTION 6 

DIT - Services Catalogue 

Seq. System Service Name 

1 F
aculty A

pplications &
 F

inancial S
ystem

s 

Develop vocabulary queries monthly salaries and 
financial transactions 

2 Printing the forms and certificates in English and Arabic 
3 Companies, customers and suppliers registration  

4 Service preparation and registration, printing the 
management decisions and financial 

5 Leave and to query calculations 
6 Operations services on government jobs and Positions 
7 Integration of financial service marches 
8 Work of the Fund financial 
9 Certificates and letters 
10 Financial Information 
11 attract faculty members system 
12 Directory of faculty members 
13 List of  Saudi universities affairs  

14 Web portal management services in the personnel 
system 

     
15 

B
anner 

Electronic submission of the request 
16 Amend the application electronically 
17 Electronically retrieve password 

18 Know the status of demand and as a result of the 
admissions process electronically 

19 Find e-courses and the people raised 
20 Print a weekly schedule 
21 Know how many students are enrolled 
22 Print a list of Classes 

23 Excel files to extract the names of students in the 
classes 

24 Printing an official academic record 
25 Add the grades electronically 
26 Add and edit the student profile 
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27 Review the Academic status and the suspensions 
reasons 

28 Review the academic status 
      
29 E

-Library 

Indexes and search engines 
30 Books and Encyclopedias and Manuscripts 
31 Theses 
32 Electronic Books 
     

33 S
M

S
 

S
ervices 

Direct communication between the university and its 
members from students and staff 

34 The delivery of the University news and activities 

     
35 

B
lack B

oard 

Results Inquiry  
36 Apply remedies 
37 Provide excuses for absent on a test 
38 payment of the fees form 
39 Query the student's Academic status 
40 Inquire about a student financial 
41 Prove the presence of test 
42 Confirmation Letter 
43 Inquire about testing centers 
44 courses equation Inquiry  
45 Study Plans 
46 Classes 
47 Record lectures 
48 Authoring and content management 
49 Electronic Examinations 
50 Courses Evaluation System 
51 Electronic Forms 
52 statistics and data system 
     
53 

KFU 
Website 

Discussion forums 
54 KFU Page on Facebook 
55 KFU page on twitter 
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56 KFU page on YouTube 

57 KFU page on Linked-in 
58 Discussion forums 
59 E-Mail 
60 University Phone Book Directory 
61 E-Mail Directory 
62 Videos Library 
63 Scientific Magazine 
64 Photos Library 

65 E
lectronic system

 
for councils 

m
anagem

ent 

Administration of the University  Council sessions 

66 Scientific Council 

67 Standing Committee for scholarships &training 

68 Arbitrators committee for the Scientific Council  

69 Standing Committee to divert allowances and bonuses 
     
70 

E
lectronic 

Q
uestionnaire 

syllabus assessment system 

71 Electronic questionnaire to assess the student 
experience  

72 Electronic questionnaire to assess the academic 
programs  

73 Electronic questionnaire to assess the electronic 
services 

     
74 

S
tudent S

ervices system
 for 

distance education 

System login 
75 Virtual education system  
76 Student Services Vocabulary dictionary 
77 Student Services icons Instructions 
78 Study through the virtualized systems instructions 
79 Query of the student's Academic status 
80 Inquiry about a student financial 
81 Query the participation marks 
  
82 The Academic record  
83 Calculating the quarterly and the GPA 
84 Study Plans 
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85 Changing Classes 
86 Determine the path to allocate special education 
87 syllabus equivalence request 
88 syllabus equivalence inquiry 
89 Resetting the password  
90 Withdrawal from a syllabus 

91 Postponing studying/apologizing for discontinuing 
study 

92 Login to banner system 
93 Identify Final exams centers 
94 Query on Final exams centers 
95 Exams Centers addresses  
96 Final exams timetable 
97 A certificate to attend exams 
     
98 

E
-learning students services 

A prove of exam presence 
99 Submit an excuse for not attending the exams 
100 Inquire an excuse for not attending the exams 
101 Students comments about the exam 
102 Exam center evaluation 

103 Eligible students for social security relief 

104 Payment Instructions 
105 Query the student's Academic status 
106 Tuition fees Testimony  
107 Withdrawal from a program  
108 Updating students information 
109 Deanship of student affairs Activities 
110 The workplace nature 

111 Two study levels end report 
112 Identification certificate 

113 Faculty members mobile numbers and mobile office 
hours 

114 Special needs information update 
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Seq. System Service Name 
115 

Other 
Services 

Integrated content management system  
116 Administrative communications system  
117 Electronic archiving system  
118 Registration portal for internal training programs 
119 Registration portal for external training programs 
120 KFU News 
121 E-Mail Services 
122 REMEDY Support System 
123 Electronic Forms 

124 Database for saving the Faculties CV's with their 
Research 

125 (KPI) a management tool to record & maintain the 
strategic key performance indicators of KFU 
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Annex X 
SECTION 7 

KFU - DIT - Enterprise Architecture 
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Annex X 
SECTION 8 

KFU - DIT - Non-Disclosure Agreement 
 

King Faisal University جامعة الملك فيصل 
Deanship of Information Technology عمادة تقنية المعلومات 
Quality Management Office مكتب إدارة الجودة 
Non-Disclosure Agreement v 1.0 – 
2012 / 1433 Hijri 

  – 1.0االصدار   –اتفاقية عدم اإلفشاء 
م2012/  ـه1433  

 

NON-DISCLOSURE AGREEMENT 

 

This Non-Disclosure Agreement 
(“Agreement”) is made between King 
Faisal University (hereinafter called 
“First Party”) 
 

 And 
__________________________________
__________________________________ 
having its principal place of business 
located at 
__________________________________ 

__________________________________ 

(who may be an Employee / Faculty 
Member / an Agent) Hereinafter called 
“Second Party” 

Each referred to as a “Party” and 
collectively as the “Parties.”  

In consideration of the mutual 
promises and covenants contained 
herein, the Parties agree as follows: 

 

1. Definition of Confidential 
Information:  

As used herein, “Confidential 
Information,” when capitalized, is 
defined as information that a Party (the 

 اتفاقية عدم اإلفشاء

 

يتم إجراء هذه االتفاقية بغرض عدم اإلفشاء 

جامعة  "( بيناالتفاقيةوسوف يشار إليها بـ )"

الطرف ويشار لها فيما بعد بـ "(الملك فيصل 

 )"األول
 

وبين 

___________________________

___________________________

والكائن مقر عمله الرئيسي في 

__________________________ 
__________________________ 

الذي يمكن أن يكون موظفاً / عضو هيئة  (

ويشار له )التدريس / متعاقد من قبل طرف ثالث 

 "الطرف الثانيفيما بعد بـ "

ويمكن اإلشارة ألي منهما بـ "الطرف" وجمع 

 هذه الكلمة يسمي "األطراف."

وباألخذ في االعتبار للعهود واالتفاقيات المتبادلة 

الواردة في هذه االتفاقية، فقد اتفق الطرفان 

 على ما يلي:

 

 :تعريف المعلومات السرية (1

سيستخدم في هذه الوثيقة مصطلح "المعلومات 

ي يعتبرها السرية" ويعرف بأنه المعلومات الت

"الطرف األول" بأنها سرية ويفشيها بأي 
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“First Party”) considers confidential 
and discloses to the other Party (the 
“Second Party”) by any means, that  

a. Is marked as “confidential” or 
“proprietary” or  

b. Is disclosed orally or by visual 
demonstration and such information  

i. was previously identified in writing as 
confidential or proprietary or  

ii. is identified orally at the time of 
disclosure and in writing within 10 days 
thereafter as confidential or 
proprietary,  

With the exceptions as stated in 
Section 2. 

 

2. Exceptions to Confidential 
Information:  

Confidential Information does not 
include information that:  

a. Is known at the time of disclosure, or 
later becomes known, to the general 
public, other than as a result of the 
breach of this Agreement;  

b. Can be shown by competent written 
evidence to have been known by the 
Second Party before its receipt from 
the First Party;  

c. Is received by the Second Party, 
without any obligations of 
confidentiality, from a third party 
who has the legal right to disclose 
it; or  

d. Is independently developed by the 
Second Party without the use of 
other Confidential Information, as 
shown by competent written 
evidence. 

 

 

وسيلة للطرف اآلخر )"الطرف الثاني"( والتي 

 تعتبر:

 

موضوع عليها عالمة بأنها "سرية" أو  -أ

 "مسجلة الملكية"

يتم إفشاؤها شفوياً أو بوسائل مرئية ومثل  -ب

 هذه المعلومات:

معرفة مسبقاً بطريقة خطية على أنها  .1

 الملكية. أوسرية أو مسجلة 

ُمعرفة شفوياً وقت اإلفشاء وكتابةً خالل  .2

عشرة أيام فيما بعد، على نحو أنها سرية 

 أو مسجلة الملكية.

مع مراعاة االستثناءات المذكورة في البند 

 الثاني.

 

 :استثناءات المعلومات السرية (2

 ال تتضمن المعلومات السرية ما يلي:

التي المعلومات المعروفة وقت اإلفشاء، أو  -أ

تصبح معروفة الحقاً لعامة الجمهور، 

بخالف النتيجة المترتبة على خرق هذه 

 االتفاقية

المعلومات التي يمكن اثباتها بواسطة االدلة  -ب

الخطية المختصة أنها كانت معروفة للطرف 

 الثاني قبل استالمها من الطرف األول

التي تلقاها الطرف الثاني،  المعلومات -ت

قة بالسرية، من بدون أي التزامات متعل

طرف ثالث لديه الحق القانوني في 

 إفشائها

المعلومات التي تم تطويرها بصورة  -ث

مستقلة من جانب الطرف الثاني بدون 

استخدام معلومات سرية اخري، كما هو 

 موضح بواسطة االدلة الخطية المختصة.
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3. Protection of Confidential 
Information: 

With respect to the First Party’s 
Confidential Information, a Second 
Party shall: 

 

a. Use reasonable means to protect the 
confidentiality of Confidential 
Information, which are at least as 
diligent as the means used to 
safeguard its own most confidential 
information;  

b. Use such Confidential Information 
solely for purposes authorized;  

c. Not disclose such Confidential 
Information to any third party except 
authorized representatives, 
consultants, or subcontractors 
engaged to assist in pursuing the 
Purposes who are bound to protect 
the Confidential Information as 
provided in this Agreement, or as 
authorized in writing by the First 
Party; and  

d. Not disclose such Confidential 
Information to any person within its 
own organization who does not have 
a need to know in order to carry out 
one or more Purposes. 

4. Required Disclosure:  

A Second Party may disclose 
Confidential Information to the extent 
required by a valid order from a court 
or other governmental body, after 
first notifying the Second Party in 
writing of the order. 

 

5. Ownership of Confidential 
Information:  

All Confidential Information, including 
all copies thereof, shall remain the 
property of the First Party. All 
Confidential Information and copies 

 :حماية المعلومات السرية (3

ف بالطرفيما يتعلق بالمعلومات السرية الخاصة 

 األول، فيجب على الطرف الثاني أن:

 

 

يستخدم وسائل معقولة لحماية سرية هذه  -أ

المعلومات السرية، والتي هي على االقل 

كالوسائل المستخدمة لحماية   معظم معلوماته 

 السرية الخاصة،

 

يستخدم هذه المعلومات السرية فقط لألغراض  -ب

 المصرح بها، 

عدم إفشاء هذه المعلومات السرية إلي أي  -ت

طرف ثالث باستثناء الممثلين، االستشاريين، 

أو مقاولي الباطن المشاركين في المساعدة 

من أجل مواصلة األهداف والملتزمون بحماية 

المعلومات السرية على النحو المنصوص 

عليه في هذه االتفاقية، أو على النحو المصرح 

 ف األول، به خطياً بواسطة الطر

عدم إفشاء هذه المعلومات السرية ألي  -ث

شخص بداخل المؤسسة ليس لديه الحاجة 

إلي المعرفة من أجل تنفيذ غرض واحد أو 

 أكثر.

 

 :اإلفشاء المطلوب (4

يجوز للطرف الثاني أن يفشى المعلومات السرية 

بالقدر المطلوب بواسطة أمر ساري المفعول من 

المحكمة أو أي هيئة حكومية أخري، بعد عمل 

 إخطار أول باألمر خطياً للطرف الثاني   

 

 

 :مسؤولية المعلومات السرية (5

إن جميع المعلومات السرية، بما في ذلك جميع 

اً للطرف األول. وجميع نسخها، يجب أن تبقى ملك

المعلومات السرية ونسخها يجب أن تُعاد إلي 
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thereof shall be returned to the First 
Party upon the written request of the 
First Party at any time. 

 

6. No Warranties:  

Neither Party makes any warranty of 
any kind with respect to Confidential 
Information, including in particular but 
without limitation, warranties of 
merchantability, fitness for any 
purpose and non-infringement of 
trademarks, patents, copyrights, trade 
secrets, right of privacy, or any other 
rights of third persons. Neither Party 
assumes any responsibility or liability 
whatever under this Agreement for the 
results of use of the Confidential 
Information by the Second Party or 
others. 

 

7. No Implied Licenses:  

No license is created under this 
Agreement, nor shall any be implied 
therefrom under any patent, trademark, 
application, copyright, trade secret, or 
other intellectual property right of 
either Party, other than the use of 
Confidential Information for the 
Purposes and subject to the limitations 
of this Agreement. 

 

8. Independent Contractors:  

Each Party is an independent 
contractor. Neither is an agent of the 
other for any purpose whatsoever, and 
neither shall have any authority to bind 
the other. 

 

 

 

 

الطرف األول بناًء على طلب خطي من الطرف 

 األول وذلك في أي وقت. 

 

 

 :عدم تقديم الضمانات (6

ال يقدم أياً من الطرفين أي ضمانات من أي نوع 

فيما يتعلق بـ "المعلومات السرية"، بصفة خاصة 

ولكن بدون حصر، الضمانات الضمنية الخاصة 

بالتسويق والمالءمة ألي غرض من األغراض 

وعدم االنتهاك للعالمات التجارية، براءات 

االختراع، وحقوق التأليف والنشر، واألسرار 

الحق في الخصوصية، أو أي حقوق التجارية، 

أخرى للغير. وال يتحمل أياً من الطرفين 

المسؤولية أيا كانت تحت هذه االتفاقية لنتائج 

استخدام المعلومات السرية من قِبَل "الطرف 

 الثاني" أو آخرون. 

 

 :عدم منح التراخيص الضمنية (7

ال يتم إنشاء أي ترخيص بموجب هذه االتفاقية، 

ن ضمنياً عنها تحت أي براءة وال يجوز أن يكو

اختراع، العالمات التجارية، التطبيق، حقوق 

الطبع والنشر أو األسرار التجارية أو أي حق آخر 

من حقوق الملكية الفكرية ألي من الطرفين، عدا 

استخدام "المعلومات السرية" لألغراض وتكون 

 .خاضعة للقيود المفروضة على هذا االتفاق

 

 

 :قلونالمتعاقدون المست (8

كل طرف هو متعاقد مستقل. وال يكون وكيالً عن 

اآلخر ألي غرض كان، وال يكون له أي سلطة 

 إللزام الطرف اآلخر.

 

 

 

 



  

206 
 

9. Non-Disclosure Agreement Term:  

This Agreement shall take effect when 
executed by both Parties (the “Effective 
Date”). All obligations under this 
Agreement shall expire _____ years 
after the Effective Date, or, with respect 
to the obligations relating to the 
Confidential Information disclosed by a 
particular First Party, such earlier date 
that the First Party delivers written 
permission to the Second Party to 
disclose such Confidential Information. 

 

10. Governing Law and Enforcement:  

This Agreement is made under and 
shall be construed according to the 
laws of the Kingdom of Saudi Arabia, 
without reference to conflicts of law 
provisions or principles. 

 

11. Entire Agreement and 
Modifications:  

This Agreement may not be amended 
or modified except by subsequent 
agreement in writing signed by duly 
authorized representatives of the 
Parties. 

 

12. Points of Contact:  

For the purpose of administering this 
Agreement, the primary points of 
contact, with respect to the 
transmission, receipt and control of 
Confidential Information exchanged 
hereunder and for providing notices 
required by or relating to this 
Agreement, Whenever feasible, the 
Parties shall transmit their Confidential 
Information between these points of 
contact. However, Confidential 
Information shall not lose protection by 
virtue of receipt by another employee 
or agent of a Party. 

 :مصطلح اتفاقية عدم االفشاء (9

تدخل هذه االتفاقية حيز التنفيذ عند تنفيذها 

بواسطة كال الطرفان اعتباراً من )"تاريخ 

المنصوص النفاذ"(. وتنتهي جميع االلتزامات 

عليها في هذا االتفاق بعد _____ سنة من 

تاريخ النفاذ، أو، فيما يتعلق بااللتزامات المتعلقة 

حول المعلومات السرية التي أفشاها الطرف األول 

المعني بذلك، في تاريخ سابق على أن يكون 

الطرف األول قد سلَّم إذناً خطياً إلى الطرف الثاني 

 ات السرية.لإلفشاء عن مثل هذه المعلوم
 

 

 :القوانين الحاكمة وتنفيذها (10

بموجب هذه االتفاقية فإنه يجوز تفسيرها وفقاً 

لقوانين المملكة العربية السعودية، من دون 

 الرجوع إلى نزاعات ألحكام ومبادئ القانون.

 
 

 :االتفاقية الكاملة والتعديالت عليها (11

ال يجوز تعديل هذه االتفاقية إال بعقد اتفاقية الحقة 

خطية موقعة من الممثلين المفوضين لكال 

 .الطرفين

 

 
 

 :جهات االتصال (12

من أجل إدارة هذه االتفاقية، فإن جهات االتصال 

الرئيسية، المتعلقة بانتقال واستالم ومراقبة تبادل 

المعلومات السرية بموجب هذه االتفاقية ولتقديم 

االشعارات المطلوبة والمتعلقة بهذه االتفاقية، 

وكلما كان ذلك ممكناً، يجب على االطراف نقل 

صال الموضحة. معلوماتهم السرية بين جهات االت

ومع ذلك، يجب أال تفتقد المعلومات السرية 

للحماية وذلك بموجب االستالم من قَِبل موظف 

 آخر أو وكيل الطرف. 

وكشهادة لما تقدم، فإن األطراف التي قامت  

بتنفيذ هذه االتفاقية على النحو الواجب قد 
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IN WITNESS WHEREOF, the Parties 
have caused this Agreement to be duly 
executed in duplicate originals by their 
duly authorized representatives. 

 

And the Agreement has designated by 
the respective Parties as follows: 

 
 

First Party Second Party 

Name: 

------------------- 

Name: 

-------------------- 

By: 

------------------- 

(Signature) 

By: 

-------------------- 

(Signature) 

Title: 

------------------- 

Title: 

-------------------- 

Date: 

------------------- 

Date: 

-------------------- 

Address: 

------------------- 

Address: 

-------------------- 

Phone: 

------------------- 

Phone: 

-------------------- 

Fax: 

------------------- 

Fax: 

-------------------- 

E-mail: 

------------------- 

E-mail: 

-------------------- 
 

استلمت أصول مكررة بواسطة الممثلين 

 .المفوضين لكال الطرفين

 

 

وقد اُبرمت هذه االتفاقية من قَِبل االطراف 

 على النحو التالي: المختصة

 

 الطرف األول الطرف الثاني

 االسم:

------------------ 

 االسم:

--------------- 

 بواسطة:

------------------ 

 (التوقيع)

 بواسطة:

--------------- 

 (التوقيع)

 المسمى الوظيفي:

------------------ 

 المسمى الوظيفي:

--------------- 

 التاريخ:

------------------ 

 التاريخ:

--------------- 

 العنوان:

------------------ 

 العنوان:

--------------- 

 الهاتف:

------------------ 

 الهاتف:

--------------- 

 الفاكس:

------------------ 

 الفاكس:

--------------- 

 االلكتروني:البريد 

------------------ 

 البريد االلكتروني:

--------------- 
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Annex Y 
 
The Standard Bylaws for Scientific Research at Saudi Universities 
and Enforced Rules and Regulations of King Faisal University 
 
Preamble 

The Council of Higher Education. 
Recognising, formulating common rules and regulations of 
universities under the provisions of paragraph (6) provided in Article (15) 
of the Bylaws of the Higher Education shall be the jurisdictions of the 
Council of Higher Education; 
Recognising, the Standard Bylaws for Scientific Research at Saudi 
universities are based on the common rules and regulations and the 
approval for the said Bylaws regulates aspects upon scientific research at 
universities; 
and after reviewing the Memorandum of Secretariat of the Higher 
Education Council on the said subject, and a draft on the Standard Bylaws 
for Scientific Research enclosed to the proposal; 
The Council of Higher Education has promulgated as follows: 
"The approval for the Standard Bylaws for Scientific Research at Saudi 
universities in accordance with the draft enclosed to the resolution. The 
said Standard Bylaws shall be reviewed after three years from the date of 
entering into force and recommendations shall be forwarded before the 
Council of Higher Education. Necessary financial allocations shall  be 
provided upon enforcing the Standard Bylaws for Scientific Research. 
 
Article 1  
Definitions: the following phrases and expressions shall have the 
meaning assigned to them, unless otherwise indicated by context: 

1. "scientific research" means achievements on grounds of world-
renowned scientific basis. subsequent to individual and/or joint 
efforts. 

2. "principle investigator" means a staff member, or his/ her 
equivalent representing and supervising the research group, 

3. "research assistant" means a staff member or his/ her equivalent, 
participating with the research group in conducting a  study on a subject, 

4. "referee" means a staff member or an expert entrusted with scrutinizing 
and studying a scientific work, 
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5. "reviewer" means a staff member, or his/ her equivalent or an expert, 
entrusted with evaluating a scientific work. 

6."advisor " means a staff member, or his/ her equivalent or an expert  
commissioned by concerned research centres to provide consultative 
services and studies. 

 

Article 2 
Conducted research projects at universities shall aim at enriching 
science and knowledge within all useful realms, particularly: 

(a)making Islamic doctrine and its achievements prominent in the 
history of civilization,   sciences and humanities; 

(b) documenting, preserving, indexing and auditing Arab Islamic heritage 
and facilitating it to researchers; 

(c) providing scientific consultation and developing theoretical 
and practical solutions to problems confronting the society by 
conducting research projects and studies required by public and 
private institutions; 

(d) transmitting, establishing and partaking in developing and 
adapting modern technologies to meet local demands for serving 
development purposes; 

(e) relating scientific research projects to the objectives of the university 
and development plans, and avoiding duplicity, repetition and 
benefiting From previous studies; 

(f)rearing a generation of distinguished Saudi researchers and 
training them on conducting original and innovative research 
project by getting postgraduates, teaching assistants; lecturers 
and research assistants involved in carrying out scientific research 
projects, and 

(g) advancing the standards of the University education and 
postgraduate studies. 

 
Article 3 
Staff members and post-graduate researchers shall be encouraged to 
conduct original and innovative research projects contributing to the 
enrichment of the specialised knowledge, helping the society, and providing 
means for their achievements and benefits. On this regard, universities shall 
be entitled to: 

(a) publish scientific research findings in local and international journals 
and provide scientific means of documentation to facilitate 
researchers' missions; 

(b) cooperate with scientific institutions and research centres inside and 
outside the Kingdom by conducting research projects and exchanging 
knowledge and experiences 

(c) provide ways and channels to urge  individuals and institutions to 
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support and finance research projects which lead to promote the role 
of the university, and 

(d) provide modern communication means and the updated scientific 
publications of journals, books and any others. 
 

Article 4 
Deanship of Scientific Research shall be established at each university, and 
shall be affiliated to the Vice-Dean or Postgraduate Studies and Scientific 
Research. A Dean and a Vice-Dean for the said Deanship shall be 
appointed under the provisions of Article (39) and Article (50) of Bylaws 
for the Council of Higher Education and universities. 
 
Article 5 
Deanship of Scientific Research shall establish a council to be called 
"the Council of Scientific Research", which is constituted of: 

1. Dean of Scientific Research Chair 
2. Dean of Postgraduate Studies Member 
3. Vice-dean (s) of Scientific 

Research 
Member(s) , holding the 
position of  general secretariat                                                               

4. A maximum number of five 
Directors of Research Centres, 
appointed by the University 
council pursuant to a 
recommendation by the 
President of the university 

Members 

5. A maximum number of seven 
distinguished staff members in  
fields of scientific research 
appointed by the university 
council for two-year renewable 
terms pursuant to a 
recommendation by the 
President of the University 

Members     

The Council of Scientific Research shall convene meetings and 
promulgate resolutions under the provisions of Article (35) of the Bylaws 
for Higher Education Council and universities. 
 
Article 6 
The Council of Scientific Research shall have, without impinging on duties of 
Scientific Council, councils of colleges or departments, the jurisdictions to: 

(a) propose an annual plan for research at the University and 
draw up a budget necessary for the said plan to be presented 
before the Scientific Council; 
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(b) prescribe rules and regulations on scientific research at the 
University; 

(c) approve research projects, follow up on peer-review, and 
finance them in accordance with the rules and regulations in 
force; 

(d) propose means for cooperating with various research centres 
outside the Kingdom; 

(e) coordinate works among research centres at the University 
and avoid duplicity in their performances and encourage 
conducting joint research projects between departments and 
colleges to promote efficiency and employ available resources; 

(f) recommend an approval for the research papers publication 
deemed appropriate. Subsequent to the peer-review process 
pursuant to the rules and regulations of the University regarding 
peer-review and publication; 

(g) promote and urge staff members and other researchers to 
conduct innovative scientific research projects, provide means 
for researching, especially for those who are on sabbatical and 
enable them to conduct research projects in an appropriate 
scientific environment; 

(h) organize communication among local or foreign research centres 
outside the University and promote cooperation with them to benefit 
from latest developments; 

(i) establish a database information for completed or underway 
research projects at the University and exchange research 
information with other universities and research centres; 

(j) study the annual report. and final accounts for scientific research 
activities at the University to be presented to the Vice-President for 
Graduate Studies and Scientific Research; 

(k) supervise and following up on research financed by institutions 
other than the University upon the jurisdictions of the said Council; 

(I) establish ad hoc committees either from its own membership or 
from outside its membership in the event of requirement, and 

(m) review whatever is forwarded to the President or the Vice-
President for Graduate    Studies and Scientific Research. 

 
Article 7 
Dean of Scientific Research shall be in charge of financial, administrative 
and technical affairs, with respect to scientific research at the University 
under the rules and regulations in force and shall particularly carry out 
duties as follows: 

(a) supervising the annual research plans of the University and necessary 
budgets as a prelude to be reviewed by the Council of the Deanship; 

(b) spending from the allocated research budget within his financial 
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authority; 
(c.) technically and administratively supervising various activities held by 

the Deanship and setting, plans and working programs and following 
up on their executions; 

(d) supervising activities conducted by research centres affiliated to the 
Deanship, and following up on kind evaluating their performances 

(e) Cooperating and coordinating with research institutions, institutes and 
centres, from within and outside the university, communicating with 
foreign research centres and institutions, and utilizing whatever 
beneficial for developing the process and technology of scientific 
research at the university; 

(f) coordinating with the Deanship of Postgraduate Studies on all matters 
related to carrying out postgraduates' research projects and providing 
all available resources for completing their research projects or 
scientific dissertations; 

(g) supervising research projects in a constant basis and providing 
necessary financial sources to spend on projects financed by the 
University budget or institutions outside the University; 

(h) recommending contracting researchers, employees and technicians 
for specified terms on the ground of research projects budget 
supervised by the Deanship; 

(i) evaluating employees' performances at the Deanship and forwarding 
respective reports to the University administration, and 

(j) Drawing up the Deanship budget and executing the annual report to 
be presented before the Council of the Deanship. 

 
Article 8  
Each research centre, affiliated to the Deanship, shall be managed by 

(a) Council of the research centre and 
(b) Director in their respective specialisations 

 
Article 9 
The Council of the Centre shall be constituted of as follows: 

(a) Director of the Centre, who shall head the Council. and shall be 
appointed from Saudi staff members upon a decision promulgated by 
the President of the university_ on the nomination by the Dean of 
Scientific Research - backed by the Vice-President for Postgraduate 
Studies and Scientific Research for a two-year renewable term, and 
shall be deemed financially equivalent to a chair of a department, 
and 

(b) A maximum number of five distinguished staff members in fields of 
scientific research, appointed by the President of the university, on 
the nomination of the Dean of Scientific Research - backed by the 
Vice-President for Postgraduate Studies and Scientific Research for 
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a two-year renewable term. 

Article 10 
The Council of the Centre shall handle its own matters, exclusively with 
respect to: 

(a) proposing an annual plan for research projects at the University and 
drawing up a necessary budget: 

(b) studying research projects conducted by staff members or their 
equivalents and supervising their implementations; 

(c) reviewing research projects and studies required by parties Outside the 
university. selecting researchers, supervising their implemen1a1ion6 
and proposing rewards for whoever carries out what is provided above 
pursuant to the rules and regulations in force; 

(d) recommending funding projects from the approved research budget 
within the limits of the authorities under the rules and regulations in force; 

(e) reviewing the annual report, final account and draft budget of the 
centre and forwarding them to concerned authorities, and 

(f) studying whatever is forwarded from the Council of the Deanship of 
Scientific Research. 

 
Article 11 
The Director of the Research Centre shall have duties as follows; 

(a) supervising and following up on the progress of research 
activities conducted by staff members, their equivalents and 
research assistants, including the direct supervision on the 
administrative and technical personnel in the center;  

(b) contacting scientific departments and stimulating stall members 
to conduct research projects. coordinating: their research 
activities and providing facilities and assistance required to 
prepare and publish distinguished research papers;  

(c) liaising and coordinating with other research centres from within 
and outside the university on whatever k related to the nature 
of research projects that is supervised by the centre, or is 
conducted for external parties; 

(d) drawing up an annual budget to be presented before the council 
of the centre, and then forwarded to the concerned authority at 
the University; 

(e) executing an annual report with regard to the activities of the 
centre and presenting it to the concerned authority. 

 
Article 12 
Expenses of projects which are financed by the University shall be made 
from its budget. Payments from the said budget shall be made to the 
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researcher or the concerned scientific authorities in accordance with 
approved plans and the rules and regulations set forth by the Scientific 
Council, Such expenses shall be up to a maximum as follows: 

(a) a reward of SAR 1,200 per month paid to the principle investigator 
(PhD holder), and SAR 1,000 per month to each participant of staff 
members or their equivalents (PhD holders) within the specified 
duration of the research plan; 

(b) a reward of SAR 30 per hour (maximum SAR 600 per month) paid to 
maximum three research assistants (MSc holders) each within the 
specified duration of the research plan; 

(c) a reward of SAR 25 per hour (maximum SAR 500 per month) paid to 
the research assistants (BSc holder) within the specified duration of 
the research plan; 

(d) a reward of SAR 20 per hour (maximum SAR 400 per month) paid to 
research assistants (undergraduates), technicians or professionals 
within the specified duration of the research plan; 

(e) a reward of SAR 500 (maximum SAR 7,000 per year) paid to advisor 
from inside the city for every day of consultation; 

(f) a reward of SAR 1,000 (maximum SAR 1,4000 per year) paid to the 
advisor from outside the city for every day of consultation, including 
housing_ living stipends and return ticket; 

(g) a reward of SAR 2.000 (maximum SAR 20,000 per year) paid to the 
advisor from outside the Kingdom for every day of consultation, 
including housing living stipends and a return ticket, and 

(h) rewards referred to above shall be paid to researchers on sabbatical 
leave. 

 
Rules and Regulations 
1. The Deanship of Scientific Research shall supervise research projects 
and carry out procedures with regard to expenditure after reviewing the 
following: 

(a) The research is commensurate with the research plans of the 
University. 

(b) Researcher(s) are approved to conduct research projects under the 
plan. 

(c) Achievement is made on a regular basis pursuant to the duration of the 
research    Proicot. 

(d) The research project is completed in accordance with the approved 
plan of the project. 

(e) Rewards are paid to researchers for a maximum of two research 
projects at a time, provided that these projects are financed by the 
University. 

2. Expenses of equipment, instruments, machinery, travel, residency, 
printing, copying and any others shall be made pursuant the main 
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approved plan and under documents in force. 
3. In the event that the principle investigator breaks his commitment to the 

approved research plan, payments shall not be made upon a decision by 
the Vice-President for Post-graduate Studies and upon a 
recommendation by the Dean of the Scientific Research. The said 
researcher shall, with regard to such breaking provide reasons. 

The approval of the Deanship of Scientific Research shall be obtained prior 
to any expenses for the project made, provided that such expenses have not 
been approved before. Justifications for disbursing project funds shall be 
provided 

Article 13 
The President of the University shall assign Saudi staff members to 
conduct research projects and studies for specific purposes, which are 
not within the publication programmes of the University. Provided that 
the reward shall be made not more than SAR 10,000 to each 
researcher for each research and a report shall be forwarded to the 
head of the University Council at the end of each academic year. 
 
Article 14 
Necessary services, which are not included in the approved research 
plans, may be offered to a researcher to conduct projects and studies 
for the purpose of publication or promotion 

Article 15 
Researches financially supported by governmental institutions or others 
shall be carried out under the rules and regulations set forth by the said 
institutions, provided that the Scientific Council shall., upon a 
recommendation by the Dean of Scientific Research prescribe rules and 
regulations on such research projects. 
Rules and Regulations. 
1. The Dean of Scientific Research or his delegates supervise all research 

projects supported by governmental institutions or others pursuant to die 
following: 

(a) There shall be a contract executed between the university 
represented by the Dean of Scientific. Research or his delegates 
and the concerned institution. 

(b) The project shall, to be implemented, be assigned to one or a group 
of researchers. 

(c) Funding research projects shall be made in accordance with 
Articles of the Standard Bylaws for Scientific Research, provided 
that no payments shall be duplicated. 

(d) The Deanship of Scientific Research shall supervise the progress of 
research projects and shall provide the concerned authorities with 
regular reports as per the agreement. 
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(e) The Dean of Scientific Research shall be entitled to recommend 
to the Council of the Deanship of Scientific Research suspension 
or cancellation of and cutting off spending on a research project in 
the event that the researcher breaks his/her commitment to the 
approved research plan, 

(f) Any change to the aims and plan of the approved research 
project shall require a prior written approval of the Deanship of 
Scientific Research in coordination with funding institutions. 

(g) In the event that the principle investigator wishes to terminate 
his/her relationship with the research project or the university, s/he 
shall notify the Dean of Scientific Research in writing of his/her 
intent within no less than three months in order to take 
appropriate actions. 

(h) The copyright, patent and publication rights shall be owned by both 
Contracting Parties as per the agreement unless otherwise 
indicated by the contract and researchers shall not use the research 
project without an approval of the concerned authorities represented 
by both Contracting Parties as referred to  in the paragraph (a). 

2. Subject to Article (15) of the Standard Bylaws for Scientific Research, 
a staff member may become a party in conducting research projects 
financed by governmental institutions or any other institutions pursuant 
to the following: 

a) There shall be a preliminary proposal between a staff 
member and the concerned authority. 

b) An approval of the concerned chair of the department and the Dean 
shall be obtained. 

c) The Dean of Scientific Research shall supervise the progress of 
the research plan as approved by staff members and the 
concerned authorities and shall provide the funding body with 
regular reports about the progress of the research plan. 

d) Expenses of Research projects which a staff member conducts 
shall spent on by the funding body and shall be supervised by 
the Deanship of Scientific Research, 

e) The university shall bear no responsibility for financial and legal 
claims or any other claims owing to any action supported by the 
institution for breach of contracts between individuals and 
institutions 

 
Article 16  
Subject to provisions of the rules and regulations on Saudi staff members 
or their equivalents, the university council shall, upon a proposal by the 
Scientific Council, prescribe rules and regulations on research projects 
conducted by staff members on sabbatical leaves. 
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Rules and regulations 
Subject to Article (16) of the Standard Bylaws for Scientific Research and 
rules and regulations on sabbatical leave, a staff member, who wishes to be 
granted a sabbatical leave shall comply with the following requirements: 

1. Presenting a structured research plan with clear objectives, 
commensurate with the duration of the granted sabbatical leave and 
the scientific method adopted. 

2. Presenting a detail budget for  the project intended to be conducted in 
the required format approved by the Scientific Council. 

3. Submitting a letter of acceptance from the host institution. 
4. Obtaining a research plan approval from the college and department 

councils. 
5. Providing the Scientific Council with a report of the progress of the 

research project within no more than the end of the next academic term 
for the sabbatical leave. 

6. The final report shall be approved by the councils of the department and 
the college prior to presenting it before  the Scientific Council for 
endorsement. 

7. In the event that a staff member terminates his/her relationship with 
the university, s/he shall notify the head of the Scientific Council of 
his/her intention in order to take, in sufficient time, appropriate action 
with regard to his/ her research project and final report. 

 
Article 17 
Incentive rewards and allowances may be granted per year to 
outstanding researchers and the University Council shall determine, 
upon a recommendation made by the Scientific Council, the number of 
rewards and allowances and standards and criteria of selection. 
 
Article 18 
Encouraging prizes may be granted per year to distinguished research 
projects and the University Council shall determine, upon a 
recommendation made by the Scientific Council, the number of rewards 
and selection standards and criteria in accordance with the following: 

1. The research paper shall be original and innovative, provided that 
it shall not have been published within the preceding two years. 

2. The research project shall be conducted at the University and shall 
be subject to rules and regulations in force. 

3. The research project shall not have received a previous award. 
4. The research shall not be based on MA thesis or PhD dissertation. 

 
Article 19 
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Each award shall constitute of a certificate of appreciation and a sum of no 
more than SAR 20,000. It shall be determined by the University Council 
upon a recommendation by the Scientific Council and more than a 
researcher may share the award, provided that the award shall be split 
equally amongst them. 
 
Article 20 
The Scientific Council shall prescribe the rules and regulations on the 
nomination mechanism for prizes awarded by the university or shall adopt 
any other rules and regulations prescribed by any other scientific institutions 
and associations. 
Rules and Regulations: 
Selection standards of distinguished researchers and research projects 
shall be as follows: 
 
1. The University may award a prize for outstanding research project and 

another to outstanding researchers in areas of study offered by the 
University. 

2. Nominees for a distinguished research project award shall meet the 
following requirements: 
(a) The researcher shall be an employee of the University who has 

worked for at least three years or a student who has indulged in 
scientific research. 

(b) His/her research shall be outstanding quantitatively and qualitatively. 
(c)The researcher's conduct shall be exemplary and shall not have 

violated any rules and regulations or shall have not been subjected 
to any disciplinary sanctions. 

3. The research project for the aforesaid award shall be subject to Article 
(18) and shall have been published in a prestigious journal. 

4. Outstanding researchers and distinguished research projects shall 
he nominated for the University or scientific institutions awards by 
councils of colleges, departments and centres. The nominations shall 
be presented to the Scientific Council for endorsement 

5. The selections for the aforesaid award shall be entrusted to a judging 
panel which the 

6. Scientific Council recommended to form. 
7. The award shall constitute of a sum of SAR 20,000 and a certificate of 

appreciation. 
8. The Scientific Council may withhold the aforesaid award in the event 

that projects submitted do not  meet requirements. 
 
Article 21: 
Scientific achievements to be published in the university shall include: 
1. Scientific dissertations 
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2. Scientific research projects 
3. Course-books 
4. Written works and library references 
5. Translated references, course-books or others 
6. Verified manuscripts 
7. A scientific encyclopedia 
8. Whatever is deemed appropriate for publication by the 

Scientif ic Council and is commensurate with the objectives of the 
University. 

 
Article 22 
MA theses and PhD dissertations may be published upon the approval 
of the Scientific Council, provided that such publications shall have 
scientific merits and shall be in a commensurate with the  development 
objectives of the Kingdom. 
Rules and Regulations: 
The provision of this Article shall be applied upon a recommendation by 
examining committees or councils of departments, colleges, centres of 
research and of translation and authorship. 
 
Article 22 
MA theses and PhD dissertations may be published upon the approval 
of the Scientific Council, provided that such publications shall have 
scientific merit and shall be in line with the development objectives of the 
Kingdom. 
Rules and Regulations: 
The above provision shall be applied upon a recommendation by examining 
committees or councils of departments, colleges, research centres and 
centres of translation, authorship and publications. 
 
Article 23 
In the event that a dissertation is written in any foreign language and the 
Scientific Council deems it important to be published in Arabic, the Council 
shall determine a financial reward for its translation. 
Rules and Regulations: 
A minimum sum for the translation of a MA thesis or PhD dissertation shall 
be SAR 15,000. 
 
Article 24 
For the purpose of publication, dissertations or theses approved by any 
other universities inside or outside the Kingdom, shall be reviewed only if 
they meet the objectives of the university. 
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Rules and Regulations: 
The above provision shall be approved by the Scientific Council and 
shall be applied upon a recommendation by councils of departments, 
colleges, centres of research and of translation, authorship and 
publication. 
 
Article 25 
An award of SAR 8,000 shall be paid to the researcher for publishing his/her 
MA thesis and another award SAR 15,000 shall be paid to a researcher for 
publishing his/her PhD dissertation. 
 
Article 26 
The Scientific Council shall review all achievements to be published in 
the name of the University whether they are a research project, a written 
book, translations or a verified work. Such achievements shall be consistent 
with the objectives of the University and shall be original. 
Rules and Regulations 
The above provision shall be applied upon a recommendation by councils 
of departments, colleges, research centres and of translation, authorship 
and publication. 
 
Article 27 
The Scientific Council shall formulate the rules and regulations on 
the publication of any achievements referred to in Article (21) of this 
Unified Executive Regulation. 
Rules and Regulations: 
(A) Written or verified course and reference books: 
1. The council of the department shall review an application for publishing 

a book and shall nominate a minimum number of six specialised 
referees to evaluate the significance of the book and to determine the 
number of copies required in the event of approval. 

2. The council of the college shall review the recommendation by the 
council of the department and in the event of approval, a minimum 
number of six referees shall be nominated. 

3. The recommendation by the council of the college shall be submitted 
to the directors board of centres of translation, authorship and 
publication and in the event of approval, a recommendation shall be 
provided to the Scientific Council to evaluate the publication of the book 
by the university. The said recommendation shall include a proposed 
roster of referees, the number of copies required, and shall determine the 
value of rewards for the author,  reviewer, and proofreaders. 

4. The Scientific Council shall review directors board of translation, 
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authorship and publication centre and in the event of approval, 
three referees shall be assigned to evaluate the book. 

5. In the event that the Scientific Council approves the publication of 
the book by the university, the department shall Aide to teach this book 
as a proposed coursebook for a duration of at least three years. The 
aforesaid Council shall determine the number of copies required and 
a financial reward for authorship, reviewing and proofreading. 

6. A contract, between the university and a representative of the director of 
the translation, authorship and publication centre, shall be executed to 
publish the book pursuant to the university rules and regulations in force. 

7. The university shall pay the author 50% of the work reward after 
executing the contract and the rest 50% after finishing printing the work. 

8. The above rules and regulations shall be applied to books which the 
departments request the  specialised to write or verify as coursebooks. 
In the event that the Scientific Council does not approve the 
publication of the hook upon referees' reports, the author shall be paid 
an  appreciation reward of no less than SAR 5.000. 

(B) Coursebooks and translated references books 
The provisions referred to in (1) to (8) of the above rules and 
regulations shall be applied to coursebooks, verified and translated 
references books. 
 
Article 28  
Any submitted achievement for publication shall be subject to the peer-
review process by at least two specialists and the Scientific Council shall 
formulate the rules and regulations in details for the peer- reviewing. 
 
Article 29 
Authors, verifiers and translators shall be paid a reward designated  by 
the Scientific Council upon referees' reports pursuant to the subject and the 
scientific value, of the book and to his excited efforts: provided that the 
reward shall not exceed SAR 50,000 a book, 
Rules and Regulations: 
The minimum value of the reward shall he SAR 25,000 for any book the 
University is responsible for publishing. 
 
Article 30 
The reward of authorship or translation of encyclopedia and books shall be 
valued under the plan and procedures approved by the Scientific Council. 
The aforesaid reward shall not exceed SAR 50,000 a book. 
Rules and Regulations: 
The reward for authorship or translation of encyclopedia and books shall be 
given in accordance with the rules and regulations in force, referred to in 
Article (29). 
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Article 31 
A minimum award of SAR 2,000 a book shall be paid to a reviewer or 
whoever is entrusted with peer- reviewing written and verified books whether 
s/he is from within or outside the University. 
Rules and Regulations: 
A minimum reward for peer-reviewing a book shall be SAR 1,500, 
 
Article 32 
A maximum reward of SAR 2,000 a book shall be paid to proofreaders for a 
book published by the university. 
Rules and Regulations: 
A minimum reward for proofreading a book shall be SAR 1,000 paid to a 
single proofreader and SAR 1,500 paid to multi-proofreaders. 
 
Article 33 
A maximum reward of SAR 500 a research project shall be paid to whoever 
is participating in peer- reviewing a scientific research project submitted for 
promotion, provided that the total sum shall not exceed SAR 3,000 a project. 
 
Article 34 
The author shall be responsible for reviewing galley proofs and shall 
be given 100 copies of publications. 
 
Article 35 
In the event that the publication is a translated product, it shall be 
subject to the following requirements: 

A) The translated product shall have scientific merit or tangible applications, 
B) The translated product shall be reviewed by (a) reviewers. 
C) The translator or reviewer shall have mastery  in both languages. 
D) The translator shall comply with to the reviewer's 

recommendations and proposed amendments. 
E) Copyrights shall be obtained from the concerned publisher prior to the 

commencement of translating. 
Rules and Regulations: 
The centre of translation, authorship and publication shall obtain the 
copyright from the concerned publisher. 
 
Article 36 
The author shall decline his right for printing the book s/he composed, 
verified or translated for a period of five years from the date of the approval 
by the Scientific Council. 
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Article 37 
On reprinting the publication by the University, the author shall be 
treated in accordance with as follows: 
a) In the event that the work has been carried out as a part or scientific, 

projects funded by the University, its copyrights has been purchased by 
the University, or it has been conducted by professors on sabbatical 
leaves, the author shall not claim financial rights, 

b) In the event that reprinting works written by authors whose 
copyrights purchased by the university, the reward given to them 
shall not exceed the value of first reward given to them for publishing. 

 
Article 38 
The university shall be entitled to republish research papers for a period of 
five years. In the event that the author makes important additions to 
his/her work. the Scientific Council shall pay him/her for such additions 
after being approved by a referee. 
 
Article 39 
The copyright of the work shall revert back to the author or his/her heirs 
after a period of five years from the date of the approval of publication by 
the Scientific Council. Any further republication of the work by the university 
shall, after the aforementioned period, be carried out by an agreement 
executed between the university and the author or his/her heirs. 
Rules and Regulations: 
 
The reward shall be determined by the Scientific Council upon a 
recommendation by Directors Board of the Centre of Translation, 
Authorship and Publication, 
 
Article 40 
The Scientific Council may consider the republication of a work that has not 
been published by the University, provided that the work has a scientific 
benefit and the Scientific Council shall determine a reward for the 
republication. 
Rules and Regulations: 

A. If the work is refereed by a party recognized by the University, a 
reward of no less than 50% of the maximum sum, referred to in the 
rules and regulations of Article (29), shall be paid for such 
republication 

B. The University rules and regulations on publication shall be 
applied to the work if it is not refereed. 
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Article 41 
Scientific journals shall be published by a decision promulgated by the 
University Council upon a recommendation by the Scientific Council. 
 
Article 42  
The University Council shall appoint the committee of editors upon a 
proposal by the Scientific Council, Such an appointment shall be two-year 
renewable terms. The editor in chief and other editors of the scientific 
journals shall. at least, hold titles of associate professor. 
 
Article 43 
The committee of editors shall be morally responsible for whatever is 
published in the journal and shall supervise the issuance of the journal and 
determine the number of copies. 
 
Article 44 
Research papers shall be published in the University journals after being 
approved by two referees one of whom shall, at least, be from outside the 
University. 
 
Article 45 
The Scientific Council shall give an annual appreciation reward of SAR 
5000 to an editor in chief and a reward of SAR 3000 to each other member 
of the committee of editors. 
 
Article 46 
A reward of SAR 1,000 shall be paid to any person the University invites 
to publish his/her refereed work in the University journal. 
 
Article 47 
A reward of no more than SAR 500 shall be paid for peer-reviewing a 
research paper submitted for publication in the University refereed 
journals, research centres or scientific conferences and symposia held 
by the University. Such a reward shall be paid to research proposals 
submitted to the University for financing purposes. 
 
Article 48  
The committee of editors shall submit a  detailed annual report of its 
activities to the Scientific Council. 
 
Article 49 
The Scientific Council shall, upon a proposal by the Council of the Deanship 
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for Scientific Research, formulate the rules and regulations and by-
laws, if consistent with the provisions herein, for conducting and 
publishing research project.; at the University, colleges, institutes or 
research centres. 
 
Article 50 
This Unified Executive Regulation shall enter into force from the date of 
its endorsement by the Council of Higher Education and any other 
Executive Regulation which are in conflict or inconsistent with this Unified 
Executive Regulation shall be null and void. 
 
Article 51 
The Council of Higher Education shall be entitled to interpret this Standard 
Executive Regulation. 
The rules and regulations shall enter into force from the date of its approval 
by the University Council which is entitled to interpret these rules and 
regulations, 
The University Council endorsed the rules and regulations of the 
Standard Bylaws for Scientific Research in its 5th session in l423/1424H, 
held on 26/3/1424H. 
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Annex Z 
 

Deanship of Scientific Research 
Uniform Rules 

 
Unified Law Organizing graduate studies in Saudi universities 
 
Objectives of graduate studies 
1st  article 
Postgraduate studies aims to fulfil the following: 

1- Generating interest in Islamic and Arabic studies and promoting, 
expanding and disseminating research in these fields. 

2- To contribute to developing all branches of human knowledge through 
specialized studies and serious research to make scientific, innovative 
and practical additions and discover new facts. 

3- Enabling excellent university graduates to continue their postgraduate 
studies in local universities. 

4- To prepare  specialized experienced professionals and scientists and 
helping them to be competent in all fields of knowledge. 

5- To encourage scientists to keep up with rapid developments of science 
and technology and motivating them towards creativeness and 
developing scientific research and heading to deal with issues of Saudi 
community. 

6- Contribute to improving the level of undergraduate programs to interact 
with graduate programs. 

Academic degrees 
2nd  article 
The university council grants academic degrees according to the 
recommendations by the department and college councils and endorsement 
of Graduate Studies Deanship: 
 

1- Diploma 
2- Master's Degree 
3- Doctorate 

3rd article 
Study requirements for degrees stated in article 2 must be in accordance 
with the provisions of this regulation, with the exception of Medical Diplomas 
and Medical Fellowships which are governed by rules and regulations issued 
by the university council. 
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Organizing graduate studies  
4th  article 
Each university should have a deanship for postgraduate studies 
administratively related to the vice president for graduate studies and 
scientific research. The deanship takes the responsibility of supervising all 
graduate studies programs in the university, integrating them with each other, 
recommending to approve them, permanently reviewing and evaluating 
them. 
 
5th  article 
Graduate studies deanship has a council entitled to review all relevant issues 
about the graduates studies in the university and take necessary decisions 
in accordance with this regulation, especially the following:  

1- To suggest or modify general policy about the graduate studies, 
coordinate it in all colleges of the university and follow up its execution 
after the policy has been issued. 

2- To suggest internal regulations in coordination with scientific 
departments to organize graduate studies programs. 

3- To suggest, implement and supervise the criteria of admission to 
graduate studies. 

4- To recommend approval of new programs after studying them and 
coordinating them with the present programs. 

5- To recommend approval of graduate courses, any modification or 
change in them or in the program in general. 

6-  To recommend graduate certificates titles in both Arabic and English in 
accordance with college councils recommendations. 

7-  To recommend conferring academic degrees. 
8- To take decision regarding all affairs of graduate students in the 

university. 
9- To approve the formation of supervision committees and theses 

refereeing committees. 
10- To provide the general framework for the research plan and rules of 

writing, copying and submitting theses, and preparing the report forms 
in which the refereeing committee judges the quality of the research. 

11- To assess postgraduate studies programs in the university regularly by 
competent committees or entities from the inside or outside university. 

12- To study periodic reports presented by scientific departments of the 
university. 

13- study and giving opinion about referrals from the university council, 
president of university council or university president. 
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6th  article 
The council of the graduate studies deanship consists of the following: 

1- Dean of the graduate studies (council president). 
2- Dean of scientific research. 
3- Vice dean of the graduate studies deanship (council secretary). 
4- professor or an associate professor from each college that offers 

graduate degrees to be appointed by a decision from the university 
council after a recommendation from the college council. The 
appointment is approved by the university president and lasts for two 
years but it is renewable. 

    The council meets one time at least every month with the invitation by its 
president. Meeting is not valid unless there are two thirds of members. 
Decisions are issued by the majority of attendee votes. When votes for 
and against are equal the decision is likely to be with the president side. 
Council decisions are valid if there is no objection by the university 
president within fifteen days after the meeting minutes have been sent 
to him. The deanship council may form standing or temporary 
committees of its members or from outside the council to study some 
issues.    

 
New programs 
7th article 
The university council sets criteria of approving new graduate programs in 
accordance with the recommendation by the deanship of graduate studies 
council and taking into account the following: 

1-There should be enough number of professors and associate professors 
specialized in the program, in addition to the availability of research 
equipment and facilities like labs, computers …etc. to guarantee the 
success of teaching, supervision, research and the program as a whole. 

2- Before the start of the program, the department should have good 
experience at the undergraduate level if the program is a master's 
degree and at the master's level if it is a doctorate program.  

3- a suitable number of potential registrations to guarantee program 
continuation.  

 
8th Article  
Subject to the provisions of Article (7) the relevant department introduces to 
the College Board a detailed draft program showing the following: 

1- Objectives of the program and how Saudi society needs it. 
2- Academic and professional nature and scientific approach of the 

program. 
3- Importance of the program, and the rationale of its introduction and 

what differentiates it from other programs offered by similar 
departments in the university or other universities in the Kingdom. 
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4- Available capabilities or those needed at the department to introduce 
the program at a high professional and educational level. 

5- Stability rate of faculty members in the department over the past five 
years. 

6- CVs of faculty members, from the department or the university, who 
are supposed to contribute to the program. 

 
9th  article 
The council of the graduate studies deanship studies draft programs, and 
coordinates the requirements of them with those of other similar existing 
programs if any to avoid duplication. If this draft is approved by the council, 
a referral is sent to the university council for final approval. 
 
10th  article 
Amendments to courses, program requirements, or admission criteria are 
approved by the university council after being suggested by the council of 
graduate studies in coordination with the relevant department. 
 
11th article 
Two or more departments or colleges may introduce a joint graduate 
program in accordance with the rules established by the university council in 
response to a recommendation by graduate studies council in coordination 
with the departments concerned. 
 
Admission criteria 
12th article 
University council determines the number of graduate students to be 
accepted annually based on the recommendation by the council of graduate 
studies deanship and proposals presented by boards of departments and 
colleges. 
 
13th  article 
General criteria of admission to graduate programs: 

1- Applicant must be Saudi, or gaining a scholarships if s/he is non-
Saudi. 
2- Applicant must have a university degree from a Saudi university or 
another university recognized in Saudi Arabia. 
3- S/he must show good behaviour and be medically fit. 
4- S/he should offer two scientific recommendations by professors 
who have already taught him/ her. 
5- To offer employer's approval if s/he is an employee. Bringing such 
approval may be delayed if there is a persisting problem until the 
beginning of course registration (for undergraduate or graduate 
studies). 
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6- studying for the doctorate degree is supposed to be full-time and a 
university council may make an exception if the need arises. 

The Council of each university may add other general conditions it deems 
necessary. 
 
14th article 
The Diploma admission requirement is a minimum grade average of “good’’ 
in the bachelor degree. 
 
15th  article 
Admission requirement for a master program is a minimum grade average of 
“Very Good” in the bachelor degree. However, the Graduate Studies 
Deanship Council can admit a student with a “high good” average, provided 
that student has scored a minimum of “Very Good” in specialization courses 
in the bachelor degree.  
The Graduate Studies Deanship Council can stipulate, on recommendation 
of Departments Councils and support of Colleges Councils, any additional 
conditions it deems necessary for admission. 
 
16th  article 
Admission requirement for doctorate program is a minimum grade average 
of “Very Good” in the master degree, if awarded by a university that uses 
such a grading system.  
The Graduate Studies Deanship Council can stipulate, on recommendation 
of Departments Councils and support of Colleges Councils, any additional 
conditions it deems necessary for admission.  
 
17th article 
A student may be admitted into a master or doctorate program in a field 
different from his specialization. Such admission requires the 
recommendation of both Department and College Councils and the approval 
of the Graduate Studies Deanship Council. 
 
18th  article 
Departments Councils may stipulate that students applying for a master or a 
doctorate program ought to complete a number of supplementary courses 
from the previous level. The time limit allotted to such courses should not 
exceed three semesters. The following conditions should also be taken into 
account:  
1. A student should pass each supplementary course at first sitting with a 

minimum grade of “Good.” 
2. The cumulative grade average of total number of supplementary courses 

should be a minimum of “Very Good.” 



  

231 
 

3. Registration in the graduate program becomes possible after proper 
completion of supplementary courses; Department Councils may permit 
registration in some graduate courses hand in hand with one or two of the 
supplementary courses towards the end of this preliminary stage. 

4. Time spent in supplementary courses is not counted within the time limit 
for obtaining the degree. 

5. The grades of the supplementary courses are not included in the 
computation of the cumulative grade point average of the graduate 
courses.  

 
19th  article 
The Deanship of Graduate Studies admits students into graduate programs 
and registers them in coordination with the Deanship of Admission and 
Registration. Admission procedures are as follows: 
1. Applicants should apply and submit full documents to the Deanship of 

Graduate Studies the first semester of the academic year preceding the 
one they would wish to enroll in.  

2. The Deanship of Graduate Studies forwards documents to the respective 
departments.  

3. Department Councils recommend students for admission, and documents 
of applicants are returned to the Deanship of Graduate Studies in two 
weeks’ time from the date of recommendation.  

4. The Graduate Studies Deanship Council issues decisions of students’ 
admission.  

5. The Deanship of Graduate Studies forwards all documents to the 
Deanship of Admission and Registration (keeping copies in the 
meanwhile); and provides respective departments with lists of admitted 
students at least two weeks prior to registration period. 

 
20th  article 
No student shall be allowed enrolment in two graduate programs at the same 
time. 
 
Drop and Postponement 
 
21st  article 
Department Councils, College Deans and the Dean of Graduate Studies may 
approve postponement of students’ admission into a program for a maximum 
period of two semesters; the period will not be counted within the time limit 
for obtaining the degree. 
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22nd  article 
Department Councils, College Deans and the Dean of Graduate Studies may 
approve postponement of students’ registration under the following 
conditions: 
1. The student must have successfully completed at least one semester in 
the program or covered a substantial part of the thesis. 2. The time limit of 
postponement should not exceed four semesters (two years of study). 3. 
Requests for postponement should be submitted at least two weeks before 
the start of the semester. 4. Postponement Period will not be counted within 
the maximum time limit for obtaining the degree. 
 
23rd  article 
The student may (after registering) drop all courses of the semester 
according to the following regulations:  
1. Applying to the Head of the Department at least five weeks before the final 
exam period. 
2. Receiving approval of Department Council and Deans of both College  
and Graduate Studies. 
3. Semester should not be part of the Additional Opportunity period.  
4.The dropped out semester counts as part of Postponement Period referred 
to in Article (22). 

 
Withdrawal and Interruption 
24th article 
If  student withdrew from the postgraduate studies based on his wanted, then 
s/he wants to return back, conditions of enrolment should be applied to 
him/her to the new time of registration, withdrawal will be according to the 
following: 
A- Student should apply for withdrawal to the deanship of postgraduate 
studies before the date of final tests. 
B- The deanship of postgraduate studies should inform both of the admission 
and registration deanship and the competent department of that with duration 
two weeks from the date of completion withdrawal procedures. 
 
25th  article 
A student who voluntarily withdraws from a master program will be treated 
as a new applicant on deciding to re-join. All updates of conditions will be 
applied to his case. Withdrawal becomes effective when accorded with the 
following regulations: 
1. The student should apply (for withdrawal) to the Deanship of Graduate 
Studies before commencement of final exams. 
 2. The Deanship of Graduate Studies ought to notify both the Deanship of 
Admission and Registration and the relevant department of a student’s 
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withdrawal in two weeks time from the date of completion of withdrawal 
procedures. 
 
Termination of Enrolment 
26th  article 
Student’s enrolment in the graduate program will be terminated by a decision 
of the Graduate Studies Deanship Council in the following cases: 

1. If accepted in the program and did not register during regular 
registration period. 

2. If failed to pass supplementary courses in accordance with the 
required conditions set out in Article 18. 

3. If dropping courses for a whole semester or withdrawing from the 
program without an acceptable excuse. 

4. If proving not to be serious in study or neglecting academic 
obligations in stated in Article 25 of this Regulations Article. 

5. If cumulative average drops below “Very Good” in two consecutive 
semesters. 

6. If using up all permissible postponement periods, identified in (Item 
XXII), without completing the degree. 

7. If breaching ethics during course work or thesis writing, or breaking 
university rules or regulations. 

8. If failing the comprehensive exam (where applicable) twice. 
9. If thesis exam committee finds it not discussable before or 

unacceptable after the defence.  
10. If not obtaining degree within maximum time limit specified in Article 

36.  

27th  article 
A dropout or a terminated student who was impeded by personal obstacles, 
that both Department and College Councils excuse, may resume studying in 
a program on the subsequent recommendation of the Graduate Studies 
Deanship Council and the final approval of the University Council. However, 
the following conditions should also be taken into account:  

1. On the lapse of more than six semesters, a terminated student shall be 
treated as a new student regardless of the number of semesters completed 
in the program. 
2. On return after six semesters or less, a terminated student may be asked 
to repeat some of the courses already covered. Courses should be specified 
by Department and College Councils and approved by the Graduate Studies 
Deanship Council; the courses studied earlier are to be counted within the 
cumulative grade average after resuming study; the period spent in the 
program before termination is also to be counted within the maximum time 
limit for obtaining the degree. 
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Additional opportunities 
28th article 
With the exception of Clause (5) of Article 26, the student whose grade 
average drops to less than “Very Good,” may exceptionally be granted an 
extension period (technically called an additional opportunity) not exceeding 
in length two semesters to continue in the program; the recommendation of 
both Department and College Councils and approval of the Graduate Studies 
Deanship Council are necessary in this case. 
 
29th article 
With the exception of Clause (10) of Article 26, a student (whose time limit 
for obtaining the degree has expired) may exceptionally be granted an 
extension, or additional opportunity (not exceeding in length two semesters). 
A report from the supervisor is to initiate procedures in this case, to be 
followed by the recommendation of Department and College Councils, the 
Graduate Studies Deanship Council, and the final approval of University 
Council. 
 
Transfer 
30th article 
Transfer to the University  
Transfer of students to the university from another accredited university is 
possible upon the recommendation of both Department and College 
Councils and the Graduate Studies Deanship Council, taking into account 
the following regulations: 

a) Local conditions for admission should apply to transfer students, in 
addition to any further conditions relevant departments may deem 
necessary.  

b) Student should not have been dismissed (regardless of reasons) from 
the transferring university.  

c) Courses studied earlier may be transferred, according to the following 
regulations:  
1. Courses should not have been completed more than six semesters 

ago. 
2. Course content should be directly related to the program 

transferred to. 
3. Courses transferred should not exceed in ratio thirty per cent of the 

courses of the program transferred to. 
4. Student’s grade in transferred courses should minimally be “Very 

Good.”  
5. Courses transferred are not included in the computation of new 

cumulative average.  
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6. Transfer of courses should be based on recommendation of 
Department Council and the approval of both College and 
Graduate Studies Deanship Councils. 

 
31st article 
Transfer inside the University 
The student may transfer from one major to another in the university on the 
recommendation of respective department and college councils and 
approval of Graduate Studies Deanship Council. The following regulations 
should be taken into account: 
1. Current conditions for admission should apply to transfer students in 

addition to any further conditions relevant department may deem 
necessary. 

 2. Courses already studied at the university may be transferred if related 
departments find them corresponding to their programs; they will be 
included in computing students’ cumulative average.  

3. Student’s registration in previous department should not for any reason 
have been repealed.  

4. Time spent in the program transferred from shall be counted within the 
maximum time limit for obtaining the degree. 

5. Transfer from one program to another is allowed only once during the 
period set for obtaining the degree.   

 
Study system 
32nd article 
The study for diploma shall be through courses as well as practical 
application, laboratory training and field work. The following regulations 
should be taken into account: 
1. Study period ranges between two to four semesters. 
 2. Study units range between minimally 24 to maximally 36 hours.  
The University Council endorses, at the proposal of Department and College 
Councils and the recommendation of the Graduate Studies Deanship 
Council, courses required for the diploma as well as its title. 
 
33rd article 
The study for a master's degree is possible through one of the two following 
modes:  
1. Course/Thesis mode: of minimally twenty-four hours of graduate courses 
plus thesis. 
2. Course only mode: in some disciplines of professional nature, provided 
that study units are minimally forty-two hours of graduate courses inclusive 
of three units research project.  
The study plan for a master's degree should preferably include graduate 
courses related to specialization from other departments whenever possible. 
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34th article 
The study for a doctorate degree is possible through one of the two following 
modes: 
1. Course/Thesis mode: of minimally thirty hours of graduate, post-master 
courses plus thesis. 
2. Dissertation/Course mode: of minimally twelve hours of graduate courses 
of directed studies, symposia and seminars, as called for by student’s 
academic interests and specific specializations, plus dissertation. 
Article 35 
The academic year branches off into two main semesters. The duration of 
each is minimally fifteen weeks (exclusive of registration and examinations 
periods). A summer session of minimally eight weeks, doubling the time span 
allotted to each course, is also available. 
A one-year study system is possible in colleges that require it, to be 
conducted in accordance with rules and procedures endorsed by the 
University Council and comply with provisions of this Statute. 
 
36th article 

1 The duration for obtaining a master degree is a minimum of four 
semesters and a maximum of eight; summer sessions are not counted 
within this period. 

2 The duration for obtaining a doctorate degree is a minimum of six 
semesters and a maximum of ten; summer sessions are not counted 
within this period. 

 
37th article 
The maximum period for obtaining a degree starts with registration in 
graduate courses until the date of submission of the thesis (or any other 
program requirements) together with a report by student’s supervisor to the 
Head of the Department. 
 
38th article 
The number of study units covered by the graduate student at the degree 
granting university should be minimally seventy per cent of program required 
units; the student should also fully prepare the thesis under the supervision 
of that university. 
 
39th  article 
The student shall only graduate on having completed all program 
requirements, provisionally with a minimum accumulative grade average of 
“Very Good”. 
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Exams Rules and Regulations 
40th article 
Exams of graduate courses in a diploma, a master or doctorate program and 
recording of scores are conducted in accordance with the regulations in 
effect on the undergraduate level as issued by the Higher Education Council 
on its second session held on 11/6/1416 H, with the exception of the 
following: 
1. The passing grade in a graduate course is an average of “Good.”  
2. Decisions on makeup exams and incomplete courses are made by 

Graduate Studies Deanship Council on recommendation of Department 
Council and approval of College Council. 

3. In programs that require a comprehensive exam on the master’s level, the 
student should sit for the exam after completion of all required courses. 
An oral exam prepared by a specialized committee should follow. Both 
oral and written exams are governed by rules approved by the University 
Council on the recommendation of the Department Council and the 
approval of both College and Graduate Studies Deanship Councils. Exam 
is supposed to cover student’s main and sub-specialization. Student shall 
be nominated for degree granting on passing the test at first sitting, but on 
failing it, or part of it, a second chance will be granted to be used in the 
span of one or two semesters; on failing again, student will be terminated 
from program. 

 
Theses preparation and supervision 
41st article 
Each graduate student should, at start of enrolment in a program, have an 
academic guide to direct the study, assist in selecting a thesis topic and 
preparing a research plan according to University Council regulations 
initiated by Deanship of Graduate Studies. 
 
42nd article 
The student should submit (where applicable) a thesis proposal to the 
department. The procedure is permissible after meeting all admission 
requirements and completing at least fifty per cent of the course work with a 
cumulative average of at least “Very Good.” Once it recommends a proposal 
for approval, the Department Council should name a supervisor (and an 
Assistant Supervisor where applicable) of the thesis. In cases that require a 
Supervisory Committee, the council should name committee members and 
specify a Chairman. College Council’s approval of all previous procedures is 
necessary before ultimate approval by Graduate Studies Deanship Council. 
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43rd article 
Masters theses subjects should be characterized by newness and originality; 
doctorate dissertations by originality, innovation and active contribution to the 
development of knowledge in the student’s discipline. 
 
44th article 
Masters theses and doctorate dissertations should be written in Arabic. It is 
permissible to have some written in a different language in certain disciplines 
on the recommendation of respective Department and College Councils, the 
Graduate Studies Deanship Council and the decision of the University 
Council, provided that an abstract in Arabic is supplemented to the thesis. 
 
45th article 
Theses should be supervised by Professors and Associate Professors of the 
University faculty members. Assistant Professor, holding this rank for two 
years, may supervise masters’ theses only on having published (or obtained 
acceptance for publication of) two research items (in student’s area of 
specialization) in a refereed academic journal. 
 
46th article 
Theses and dissertations may be supervised by outstanding and highly 
competent experts in the field of scientific research who are not necessarily 
teaching faculty members of the University, on the recommendation of 
respective Department and College Councils, the Graduate Studies 
Deanship Council and the decision of the University Council. Recommended 
experts should meet the following conditions: 
a) Masters Theses:  

1.Have a doctorate degree. 
2.Have held the degree for at least three years  
3.Have at least three items of research (in student’s area of specialization) 

published or accepted for publication in a refereed academic journal.  
b) Doctorate Dissertations:  

1. Have a doctorate degree.  
2. Have held the degree for at least five years  
3. Have at least six of research items (in student’s area of specialization) 

published or accepted for publication in a refereed academic journal. 
 

47th article 
Faculty members of other departments may assist in supervision, depending 
on the nature of the thesis, provided that the main supervisor comes from the 
student’s department. 
 
 
48th  article 
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Supervisors (individuals or joint) may supervise a maximum of four theses at 
a time; the number of theses may in urgent cases (on the recommendation 
of relevant Department Council and the consent of both College and 
Graduate Studies Deanship Councils) be increased to five. Theses 
supervision counts as one credit hour each in faculty members teaching 
loads (when individuals or main). 
 
49th article 
If the supervisor cannot continue, or his service in the University comes to 
end, a substitute is proposed by Department Council, approved by College 
Council and authorized by Graduate Studies Deanship Council. The 
contribution of the former supervisor should be accredited in the thesis. 
 
50th  article 
The supervisor should, at the end of each semester, submit a detailed report 
to Head of Department on the student’s progress in the study, a copy of the 
report should be sent to the Dean of Graduate Studies. 
 
51st  article 
On student’s completion of thesis, the supervisor should submit a Report to 
the Head of the Department to announce this and declare thesis suitability 
for discussion. The act comes as a prelude to the rest of the procedures 
specified by the Graduate Studies Deanship Council, namely: 

1.The College Council proposes (upon suggestion of Department Council) 
the thesis Judging Panel in accord with Items (LV), (LVI) of this Statute.  

2.Names of panel members should be forwarded to the Graduate Studies 
Deanship Council, for approval, within a period not exceeding one month 
from the date of the College Council’s decision.  

3.Following the Graduate Studies Deanship Council’s approval of panel 
members, the Head of relevant Department forwards thesis to members 
and sets a date for defense.  

4.Thesis defense should be conducted in public, but might be done, at the 
discretion of the department, in private when necessary; the verdict is 
immediately pronounced after the defense.  

5.In case thesis proves entirely unsuitable for defense, the Deanship of 
Graduate Studies must be notified to terminate the student’s enrolment, 
in compliance with Clause (9) of Item (XXVI).  

6.The time limit between the Graduate Studies Deanship Council’s 
approval of Judging Panel and the date of the defense should not 
exceed four months; public holidays do not count within this period. 

 
 
 

52nd  article 
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If student is proven not to be serious in study or neglectful of academic 
obligations, the student then, based on a report by the supervisor of study, 
shall be warned in a letter from the department. If student is warned twice 
but does not rectify the situation, the Graduate Studies Deanship Council, on 
recommendation of the Department Council, may terminate his enrolment in 
the program. 
 
Theses discussion 
53rd  article 
Thesis Judging Panel is set up by the Graduate Studies Deanship Council 
on the recommendation of respective Department and College Councils. 
 
54th  article 
The following is required in judging panel for a master thesis:  

1. Its members should be odd in number and the supervisor should be 
chairing it.  

2. The minimal number in panel is three teaching faculty members; the 
supervisor and assistant supervisor (if any) should never form a majority 
in the committee. 

3. Conditions for theses supervisors do apply to judging panel members.  
4. A professor, or an associate professor, should at least be among 

committee members.  
5. Its decisions are made through consensus of, at least, two thirds of its 

members. 
 

55th article 
The following is required in a judging panel for a doctorate dissertation: 

1. Its members should be odd in number, minimally three, and the 
supervisor should be chairing it.  

2. Its membership should be exclusive to professors and associate 
professors; the supervisor and assistant supervisor (if any) should never 
form a majority in the committee.  

3. One of the committee members, at least, should be a full professor. 
4. One of the committee members, at least, should come from outside the 

university.  
5. Its decisions are made through consensus of, at least, two thirds of its 

members. 
 

56th article 
In the event of thesis supervisor’s inability to participate in the judging panel 
(due to death, retirement or a long-term task assumed outside the country), 
the department proposes a substitute to be approved by the College Council 
and authorized by the Graduate Studies Deanship Council. 
57th article 
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The Judging Panel issues a report to be signed by all members and 
processed to Head of Department within one week from the date of the 
defense. Report should include one of the following recommendations:  

1. Accepting thesis and recommending degree awarding.  
2. Accepting thesis with some amendments, but no further defense. A 

member of the panel shall be authorized to recommend degree awarding 
on ascertaining that amendments are made. Amendments should be 
completed within a time span not exceeding three months from date of 
defense. However, the University Council may exceptionally permit time 
extension on the recommendation of the Graduate Studies Deanship 
Council and the judging panel report.   

3. Require rectifying of deficiencies in thesis and another defense within a 
time limit (not exceeding in length one year from the first) to be specified 
by the Graduate Studies Deanship Council on recommendation of 
relevant Department Council.  

4. Not accepting the thesis: 
    Each member of the judging panel has the right to present different views 

or reservations in a detailed report to both Head of Department and 
Dean of Graduate Studies within a time limit not exceeding two weeks 
from the date of thesis defense. 

 
58th article 
Head of related Department forwards panel’s report to the Dean of Graduate 
Studies within a time limit not exceeding three weeks from the date of thesis 
defense. 
 
59th article 
The Dean of Graduate Studies forwards recommendations of degree 
awarding to the University Council for approval. 
 
60th article 
A master degree supervisor from outside the university shall be paid a single 
reward of five thousand Riyals, and a doctoral degree supervisor from 
outside the university shall be paid a single reward of seven thousand Riyals. 
 
61st article 
A committee member participating in the judging panel of a master thesis or 
doctorate dissertation is paid a single reward of one thousand Riyals (on 
being a teaching faculty in the same university to which thesis is submitted). 
University personnel (non-teaching member) and participant from outside the 
university are paid a single reward of one thousand five hundred Riyals for a 
doctoral dissertation and one thousand Riyals for the master. Panel 
members from outside the Kingdom receive two thousand five hundred 
Riyals.  
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Panel members from outside the city where thesis is examined (whether from 
inside or outside the Kingdom) are paid (in addition to the aforementioned 
reward) a two-way flight ticket, adequate accommodation (up to two nights), 
and subsistence allowance; a flight ticket is also paid for the person escorting 
the panel member if blind, and for the legal male escort, if panel member is 
a female, in addition to (up to two nights) accommodation. 
 
General provisions 
62nd article 
The University Council sets up rules to assess graduate programs on the 
proposal of the Graduate Studies Deanship Council; the outcome of 
assessment must be submitted to the University Council. 
 
63rd  article 
Head of Department should submit to both College Dean and Dean of 
Graduate Studies at the end of each academic year a report on the progress 
of graduate studies in the department. 
 
64th article 
Issues un-provided for in this Statute, fall under the regulations of the Council 
of Higher Education and Universities, its implemented rules, and decisions 
in force in the Kingdom.   
 
65th article 
This statute repeals all previous Statutes of Graduate Studies at the 
universities, and is effective the first academic year following date of 
approval. The University Council shall address cases of students enrolled 
under previous, now repealed, Statutes. 
 
66th article 
University Councils can set up rules, regulatory and executive procedures for 
graduate studies provided that they do not conflict with provisions of this 
statute. 
 
67th article 
The Higher Education Council has the right to interpret this Statute. 
 


