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Mechanisms for managing the program: 

1- Announcement of Course Specification and Course Plan: 

 First: A brief description of the decisions was presented in the first lecture of each 

course based on the recommendations of the department head (program manager) 

and attached a copy of the important instructions to the members emanating from the 

department council. 
Second: Advertising on the blackboard system. 

 

2- Give Feedback for female students. 

- The faculty members are alerted to announce the results of the test for female students within 

a week of the quiz and mid-term exams. 

- Discussing the tests and  correct answers with the students after completing the test and 
ifying what is not understoodclar  of  the test  before the end of the  academic year. 

- Female students  feedback assessment : 

 through a The commitment of the faculty member to the feedback is assessed 
questionnaire assessing the course from the students  by the program director. 

 

3- Activating active education strategies: 

- Determine active  teaching  strategies from the Plans and Curriculum Committee . 

- faculty members for discussion and approval by the Announcing active teaching strategies for 
department council. 

- Each faculty member identifies appropriate strategies for the course and is clarified in the 
the program course description and approval by the Program Quality Committee and Director . 

- nnouncing active education strategies for female students in the first lecture of each A
learning site so that it -semester with a brief description of the course and be placed on the e

is available to students at any time. 

- culty members of activeimplementation by the faup of the -Follow Department Head 
teaching  strategies through the course file ,  female students the course report and the 
questionnaire of  the course . 
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4- Verification and reliability of the assessment methods: 
- The  assessment  methods used for evaluation escribed based on theare d  assessment  strategies 

opted in the programad  specification. 

- described in Course The assessment methods used for measurement are  specifications  and syllabus. 

- the Program Quality Committee and the Program Director The evaluation methods are approved by  

- The evaluation methods are approved by the department council. 
- The assessment methods for students are announced with a brief description of the course and and 

courseexplained in the first lecture of the . 

- The department head and program manager follow up on the implementation of the approved 
evaluation methods through the course file, which contains samples of tests and Blue print for tests. 

- rough a questionnaire assessing the courseThe assessment of female students is used for this axis th . 

5- Verification From the sources of research and studies submitted by female 
students: 

- Informing students of the rights and intellectual property and the consequent accountability 

and legal accountability, and the reference to that in course syllabus. 

- of s Providing students with the skill of not copying and transferring literally from the source
information and  paraphrasing  n writingit i  required  researches and studies . 

- There is a review from the course professor for all that  submitted by students from research 
and projects, review the references used and verify the sources of information. 

- nts' jobs are raised on aThe stude  Black board system is done automatically. 

- The program is used to check literary theft and quote as  ( t-authenticate) by the Scientific 

Research Unit. 

- 5% for grammar and basic sciences3Quotation allowed . 

6- Follow up members ’commitment to teaching and evaluation strategies : 
- The head of the department and the program manager follow up on the 

implementation of teaching and  assessment  y members through strategies by facult
the  course  questionnairfile and course  a the end of thet academic  year . 

7- Rules for introduction of Initiatives and suggestions in the program: 
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- The faculty member and whoever is ruling on it shall initiate the initiative or proposal for the 
ouncil for discussionhead of the department to present it to the department c  and  approval. 

- s submitted to the CollegeThen it i   council for approval and to take the necessary measures 
for implementation. 

- Development projects that need financial support are presented according to the procedures 
the university by filling out the required forms, and then they are submitted to announced by 

the department and college councils, then to the university to take the necessary measures. 

8- Interview and Preparatory new members: 

- Procedure  p member to learn about his capabilities, skills and ersonal interview with the new 
his vision of academic work. 

- Clarify and explain the mission and goals of the program, department and college. 

- Presenting a brief form describing the program with its teaching and assessment  strategies . 

- the  Assigning the member's decisions, distributing the academic burden to him, and defining
required qualifications  of the member regarding quality work . 

- Definition of the departments, units, and mechanisms used within the department and within 
ethe colleg . 

- Learn about the faculty members of the department, how to communicate with them, and the 
tasks assigned to each member. 

 

 

 

 

 

 

 

 

 

 



 
 
 

9 

Policy and Procedures Manual, College of Medical Rehabilitation  

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 



 
 
 

10 

Policy and Procedures Manual, College of Medical Rehabilitation  

 Admission guidelines 

The beginning of the period is announced on the university's website, and registration is 
made by the student via the portal link  (reg.qu.edu.sa). 

 Important notes 

1. Admission of  through the electronic portal female students is only . 

2. For more information and inquiries can be  communicate with  a dmission  

affairs. 

            University  c entral                                               Trasfer  male students section 

                   0163800050                                                             1881 - 1553-1579- 1657 

Female Students  'section 

6293 - 6288  

 

 

Fax 0163800312 -Direct & fax: 0163801207  

Mobile: 0566149399 

mail-E  ( fkhrief@qu.edu.sa) 

 

 

 

 

 

 

 

 

mailto:fkhrief@qu.edu.sa
mailto:fkhrief@qu.edu.sa
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 Admission requirements: 

1. Obtaining the General Secondary Certificate or its equivalent. 

2. That the secondary school certificate has not passed for more than ( three year) ) . 

3. The student must pass any examination or personal interview set by the relevant college, 
including the tests of the measurement center. 

4. ed by the health colleges if heTo pass the health requirements impos /she  to specialize  wish
in one of them after completing the preparatory year. 

5. The approval of  the  employer is required for anyone who works in any government or 
private agency, and the student is responsible for returning the rewards he received from 
the university if he is an employee. 

6. ve been dismissed from the QasHe must not ha si other university for  m University or any
disciplinary dismissal. 

 

 Acceptance mechanism: 

1. The next two semesters are accepted in a competitive manner during one period only. 

2. The applicants are screened according to the following admission criteria: 

The first criterionThe weighted ratio is calculated as follows (× 0.30 adjusted in the high 

school certificate,  the general ability test score× 0.30       and  the score of the achievement 

test is × 0.40) which is a special condition for admission to: 

First: All female students wishing to attend university. 

Secondly:Students wishing to join the preparatory year, the Faculty of Agriculture and  
Veterinary Medicine, and the scientific departments of the Faculties of Science and Arts. 

The second criterion: The equivalent percentage is calculated as follows (the average in the 

high school score  ×0.50),  The degree of general aptitude test ×0.50) , which is a condition 
for admission of applicants to all colleges except referred to in the previous paragraph 

(second) . 

   Important notes for admission: 

1. in The applicant is accepted  one collage of the university  in its city or gover nate, It is only 
in specializations that are not available in that governorate, where every student has the right 

even if it is outsideto apply for it   his/her city. 
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2. health status(,  -Upon acceptance in the educational specializations )safety of the senses 
according to the rules announced by the College of Education. 

3. Important remarks  for preparatory year : 

 ory year requires a balanced ratio of not less than 75%Admission to the preparat.  

 Allocating preparatory students and determining the path in the three university 
sheadquarter ( Rass-Al-Unayzah -Maida'a -Al )  according to the proportions by way of open 

s. The student has no right to object to his allocation in one of competition for available seat
the three headquarters. 

 passing the  -after the end of the preparatory year  -When allocating in the health colleges 
health requirements imposed by the colleges concerned. 

4. colleges shall be taken into account when allocating, so that the The allocation of 
ions announced university has the right to exclude any student who does not meet the regulat

by the colleges ( The Senses Safety -alth Status He ). 

 

 How to apply to male and female students: 

1. Admission for admission (male and female) for the academic year ............ is made through 

the admission website at the following address: qu.edu.sa The site will be available from the 

day of ... corresponding to ... .... Note that application will not be allowed after this period. 

2. Fill out the application form on the university’s website at the acceptance and follow-up 

portal for the inquiry about the nomination: The applicant must fill in the application for 

admission with the correct information, and he can follow through the site, through the civil 

registry number and the secret number that the applicant put when filling the application, 

note That the male or female student bears all the legal consequences of not constantly 

reviewing the site and learning about the status of the request. 

3. Students must only accredit their candidacy for admission by clicking on OK in the 
nomination form within 48 hours of their nomination, otherwise the application for 

male students it is not requiredadmission is not considered null, but for fe. . 

4. The results of the admission nomination will be announced to male and female students 

only through the Internet. 
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5. Students should only download a 4 * 6 color photo white background for the face only, 

knowing that the student is subject to the regulations and regulations when trying to 

download any other image. 

6. The student selects the colleges he wishes to enroll in and ranks them according to priority 

so he records the first and then the second desire ... (fifteen desire) where the order of desires 

will be taken into account in addition to the student’s percentage. 

 

 Receive the University  ID  card 

The new student has the right to receive the university card a month after the start of the 
affairs to obtain a ’study, and upon losing it, she communicates with the students 

 replacement one. 
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 Study schedule registration  (delete and add): 
schedule from For new students, the schedule registration depends on the student, printing her 

her website 

Electronic and commitment to attend the lectures from the first day of the start of the study, as 
in the  a of the University calendarcademic . 

mechanism  heFor students of other levels, the university adopts early registration according to t
set by the Deanship ad on in coordination with collegemission and registrati . 

And formal registration, the student is allowed to record the courses that you wish to study or 
delete according to the following: 

1- want to study one week before the The student can add courses that you 
start of the semester and end at the end of the first week of it. 

2- Course registration must not exceed the maximum number of hours, 
depending on the GPA  rate . Cumulative and that the number of hours 

12 hours in the semester should not be less than  

3- Students of the annual system )the new plan( are allowed to amend the 
ing of the year onlschedule at the beginn y., And  students of the levels 

system (the old plan ) To amend before the start of aare available to them 
each semester.  

4- Anyone who wants to amend her academic schedule(delete and add) 
should go to student affairs before beginning of the semester study and 
filling in the delete and add form with the student's academic advisor after 
that ,  s affairs to add it to the university system ’he submits it to the students 

according to the registration instructions and will not accept any form 
unless signed by the academic advisor. 
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 Postponement of the study: 

1. The student may submit a request to postpone the study before the start of the academic 
s ’term or academic year for an excuse accepted by the college dean, and the student

s guardian must be accepted when submitting the application’parent ., 
2. -The postponement period does not exceed two consecutive semesters or three non

consecutive semesters. As for the students of the annual study system, it is not 
a maximum of two years as long as they remain at the  permissible to postpone for

university. 

3. The postponement period is not counted within the period required to complete the 
graduation requirements. 

4. n the The application is submitted through the electronic portal on the requesting page i
application field. 

 

 Apology from the study  
1) The student has the right, after the approval of the Dean of the College, to 

apologize for continuing to study a semester without preparing for a failure if he 
regular periodcompletes the apology procedures in the , . 

2) The student submits an apology for the semester through the electronic portal on 
her page by clicking on the requests and then apologizing for the semester. 

3) The apology classes must not exceed two semesters throughout the study of the 
ersity studentuniv . 

4) An apology student must register after the apology period has ended, otherwise 
she will be considered disconnected. 

5) The regular period of apology for the semester extends to three weeks before the 
ndar of the universityfinal exams, according to the academic cale . 

6) This student is entitled to a semester or year from the period required to complete 
the graduation requirements., 

7) It is made for the student(W). 
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8) s parent is required when she applies to apologize for ’The consent of the student
emesterthe s .  

 

 Apology decision 

- It is called withdrawal from a course, whether quarterly or annually without 
Appreciation. 

- In the semester  MoreIt is permissible to withdraw with an excuse from a course or 
according to the executive rules approved by the university council. 

- The student may, after the approval of the college dean or his representative, 
Requesting s website on a page ’delete one or more courses through the university

through  a lmost a month from the beginning of the studying. 

- month course is specified and is usually available -A date for an apology for a one
And the second approximately one month after the start of the first semester 

that Iuniversity, human beings ForAccording to the academic calendar  chapter 
not sure to  m inimum burden  t hour he course is about 12 . 

- s rate, and her lette’student It does not affect the r ع 
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 Grievance redress )re-correction) 

-   The student has the right to file a grievance ( correction-re )  letter to the dean of the college 

week period of calculating the cumulative rates -hat submits the course within a twot
according to the academic calendar or announcing the results, including the justifications 

tment from the student to the correctness of correction and a commi-for the request for re
the information provided. 

-  The Student Affairs Office prepares a form for the student ( attached to a form),which the 
student completes and submits to the College  Council  for consideration . 

 The College  council  that teaches the decision making decision in the case of the application 
Requestingsubmitted by . 

-  next oneThe correction must be repeated within two weeks of the start of the semester  

-  If you agree to a reset correction, doubt correcting-a committee for re e Council isThe Colleg to  

the papers. The committee submits a report to the College Council to decide, and the 
s opinion is final’council . 

 The student has the right to repeat the correction twice in all her  academic  years . 

 

  Alternative test (excuses test) 

- The student has the right to apply for an alternative test if she is absent from the test for an 
Excuse theTo agree to  A week is requiredMaximum period  What inexcuse   council  the 

college. 

  - alternative test form )attached form( through the Student Affairs The student completes an 
Office and attaches an excuse. 

  - The application is submitted to the College Council to be  decided. 
 

 Collapse enrollment, academic separation and discontinuation studying 

nextThe student is considered to be enrolled in the cases  

A. Dropout 

B. Withdrawal from the university 
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C. Academically separated 

- If the regular student stops studying for a semester without asking for a delay (Her  
Universityregistration is folded from )  ,The university is turned off if sa magazineand for  she 

stops studying for a less period. 

- The student's registration )interrupted for failure to register( will be folded if he does not 
studyingremedy his academic position before the end of the seventh week of . 

- enrollment through his page on the -student whose registration is folded can apply for reA 
By the following  Interruptions website with his number and record before ’university

controls: 

a. e date of enrollment within four semesters from th-To submit an application for re
registration enrollment. 

b. enroll-The College Council agrees to re . 

c. And moreFour semesters have passed since enrollment  if   she can introduce  to the 
university as Fresh student  without refer  toher previous academic record, provided  
that all admission requirements apply to  her  Back then. And for the in a  Declared
Council  of The university the authority to exception . 

d. one n may be repeated more thanRegistratio No  time , ,case The University Council, in 
of necessity, may exclude from that. 

e. It is not permissible to re-enroll the student whose registration has been closed if she 

is academic separated. 

 

 Absence / Deprivation 

1- The student is prohibited from entering the final exam of the course if his absence rate 
exceeds (20%) twenty percent without excuse from the total number of specific lectures 

For the courseand scientific lessons . 

2- the exam due to absence is considered to  A student who has been deprived of taking
ailed in the course, and for hhave f er  the grade of the quarterly works is established and 

a disadvantaged estimate is calculated (م)  or DN. 
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3- Lists of disadvantaged students are approved by the college  council t submitstha 
decision. 

4- Deprivation lists are announced before tests start  the final exam. 

The College Council or its authorized representative may, with the exception of, excuse 

the deprivation and allow the student to enter the exam, provided that the student 

presents an excuse acceptable to the Council. 

 The university council determines the attendance rate not less than (50%) of the lectures 

and practical lessons specified for the course. 

may excuse the The College Council that submits the course or whoever it delegates 
student from deprivation and allow him to take the exam, provided that the student 
provides an acceptable excuse to the council, provided that do not dress up to Absence of 
fifty percent (50%) For the tical lessons of the total number of specific lectures and prac

course. 

H the test,A student who misses the final exam will have a zero score in that er  estimate 
on in that course is calculated based on the grades of the quarterly work that took place 

her. 

A student who is absent from the final exam will have a zero score in that test, and his 

grade in that course will be calculated based on the grades of the quarterly work that he 

obtained. 

If the student is unable to attend the final exam in any of the semester materials for a 

compulsive excuse, the College Council may, in cases of extreme necessity, accept his 

excuse and allow him to be given an alternative test within a period not exceeding the end 

of the next academic semester, and the estimate obtained after performing the alternative 

test is given. 
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nextThe excuse is absent from the final examination in the cases : 

1- Its removalTo present an excuse from the time of its cause until a week from . 

2- Compulsive excuses accepted by the College  council. 

The alternative test and monitoring the result shall be within a period not exceeding the 
next oneend of the semester . 
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 Withdraw from the University: 

The student who wants to withdraw from the university must  attach: 

1- Fill out the withdrawal form (Attached). 

2- And hWritten letter from the guardian er  signature . 

3- the guardian's ID cardA copy of  

4- Copy of the student's ID card 

AndIt is submitted by the Student Affairs Office to the Admission Deanship   Registration. 

 

The transfer 

The Transfer of a student from outside the university may be accepted in accordance with the 
regulations following : 

1- The student must have studied at a recognized college or university. 

2- Not be expelled from the university from which it is transferred  for disciplinary reasons. 

3- To meet the conditions of conversion determined by the Council of  Universitythe . 

 And that is inside the university from college to college or from  Internal transfer
department to department. 

The student may transfer to another department through the electronic portal on the 
it to the Dean of the College for approval s page, change the major, and then submit ’student

rejectionor . 

The student is allowed to transfer internally twice during her university studies. 

 It is considered outside the region from one university to another  External conversion
university. 

filling out an external transfer form, submitting it to the university and submitting It is done by 
it to the college, along with attaching the reason for the transfer and describing the courses to 

viously studied subjects in itsmake an equivalent to its pre  p college revious . . 
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The equalization 

The student transferred to this college must provide a description of the courses she 
l out the form of the equationer college and filstudied in h ( Attachment) ). 

Then it is presented to the department council and then submitted to the Deanship of 
RequestingAdmission and Registration to be entered on a page . 
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 Library  Committee Organization: 

Head of the Library Committee 

Committee members 

the libraryCommittee Secretary and Secretary  

 T asks of the Library Committee: 

 List and announce recent books and references to the teaching staff. 

 Follow up on the library's work and training on research in the electronic and central 
library  members  (female and male)  sections. 

 uding books, references, and periodicalsReview unit and section requirements, incl . 

Policies And the systems that Must be observed in the library of the College of Medical 
 Rehabilitation ( compatible with the regulations of the Deanship of Library Affairs): 

SecretaryThe points below are completed by  of  the library  

- Loan  controls 

- Controls of using computers and the Internet 

- Holdings development controls 

- Indexing controls 

- Cross  loan controls 

- Reference service controls 

 

 Library automated index search guide 

1) Affairs website and choose the * Library Index * tabGo to the Deanship of Library   

2) Type in the search box you want to search for 

3) Search settings (Optional) 

 *Choose from the list the college library you want to search in  

 *... etc(Choose from the list the search type )title, subject, author  

 *)Book, periodical, etc.(You want it Choose from the list the type of bowl you like  
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New Registration 

1- Open the system 

2_ Enter the code for the college (cir6) 

3_ Personal  PIN 

4_ Choose an icon (beneficiary registration) 

5_ Enter the university number (for the identity of the beneficiary) 

* Appearance of the box (Attribute Name: Student or Member of the College of Medical 

Rehabilitation, choosing the dependent college) 

6_ Choose OK 

7_ The student data page appears (last name, student name, father's name) 

8_ data libraries selection (College of Medical Rehabilitation) 

9_ Choose postal addresses 

10_ write the mobile number of the beneficiary 

11_ Click to register patron at the bottom of the page, then close 

 

Loan  

- Show the university card 

- The student goes to search for the book to be borrowed 

Bring the book to the employee 

- Open the system 

- Enter the university number by clicking on the checkout icon (Enter) 

- Enter the number (barcode) 

- Press the (Enter) key 

- The possibility of loaning the book appears or not loaned 

- In the event that the book is not reproached, bring the second copy 

- Checked out 

Informing the student of the loan period, which varies between the student loan and the 

staff member 
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Return: 

- Bring the book and hand it over to the employee 

- Choose a return icon 

- write the number (barcode) 

- Press the (ENTER) key, then close 

- The return process has been completed 

Renewal of material: 

* The student can renew the subject by attending the library without having to bring the 

book  

- Choose the icon (Beneficiary offer: by university number) or (Renewal of material: 

barcode number) 

- All books loaned to a student appear 

- Choose the book to be renewed 

Renewal of material 

-  Close 

Payment of financial claims: 

- Choose an icon (Pay financial claims) 

- Enter (Beneficiary ID) 

- The emergence of books + financial fine 

- Receive the amount from the student or the member 

- Insert it into the box (pay claims) 

- Press the (ENTER) or (Enter) key 

Beneficiary Offer Icon: 

- Enter the beneficiary ID 

- Appearance (loans, financial claims, historical fee file, mobile number) 

Beneficiary Data Change: 

- Choose an icon (Beneficiary ID) 

- Choose the (ENTER) or (Enter) key 



 
 
 

31 

Policy and Procedures Manual, College of Medical Rehabilitation  

- The appearance of data 

- Modify it 

- The student's ID or identification appears from (Privileges Box) 

 

 

Loan description 

 

New registration 

 



 
 
 

32 

Policy and Procedures Manual, College of Medical Rehabilitation  

 

 

Return 

 

Regeneration of a substance 
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Payment of financial claims 

 

Beneficial offer 
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Modification of beneficiary data 
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Procedures Manual  of  Employee:  

The procedures of the female staff office are as follows 

 departure of female employeesFirst: the presence and  

 Second: Calculating the minutes and hours of delay 

 Third: Promotions 

 Fourth: The directives 

 Commissioning inside and outside the college Fifth: A decision  

 Sixth: Vacations 

 Seventh: Permission 

 of Public AdministrationEighth: Presenting the Institute  

First: the presence and departure of female employees 

The employee's attendance and departure is calculated daily for a period of 6 hours, by signing in 
the attendance and leave form 

 Female employee attendance and departure form 
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Second: Calculating the minutes and hours of delay 

Minutes and hours of delay for the employee are calculated on a daily basis and at the end 

of the month the delay for the whole month is calculated so that the number of hours of 

delay does not exceed 6 hours, in the event that the employee reaches a delay of 4 hours 

per month, the employee is warned by the private university email, and in the event of the 

number of hours of delay 6 hours is The day was decided by raising a letter through the 

completion system to the Deanship of Faculty and Staff Affairs. 

Third : Upgrades 

 When the employee gets an upgrade, the employee must start her work the 

promoted position at her headquarters in practice, and the upgrade does not take 

place as the effective date of the actual commencement, except in several cases, 

the upgrade takes place from the date of the promotion decision. 

 Required Documents: 

 The employee's party has been evacuated from her previous location. 

  Upgrade decision 

 

 Upgrade decision form 
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Fourth: The directives 

When an employee gets a promotion, or when she ends her maternity leave or 

exceptional leave, or when her assignment ends, a letter is submitted to the Deanship of 

Faculty and Staff Affairs through a completion system on the date of the employee’s 
initiation. 

Fifth: Decisions Commissioning inside and outside the college 

If the female employee desires to be commissioned inside or outside the college, it is done 

through the university’s website 

Action Steps: 

1- Entering the employee’s personal account through the university’s website. 
2- Choose self-services and then choose to request assignment. 

3- Choosing an internal assignment, then after completing the procedures, it will be 

approved by the authority (dean of the college) 

 

 

 

 

 

 

 

Sixth: Vacations 

The employee has the right to request maternity leave (emergency - exceptional - maternity) by 

submitting an application to his immediate boss after the approval of a female president. The 

request is referred to the Personnel Affairs Officer, who in turn raises the request to the 

Deanship of Human Resources through an implementation system. 

 



 
 
 

39 

Policy and Procedures Manual, College of Medical Rehabilitation  

Emergency leave 

The leave period is five emergency days, starting with the beginning of the calendar year 

and ending with the end of the calendar year with a full salary. 

Required Documents: 

Fill out the emergency leave form 

Action Steps: 

1- The employee fills out an emergency leave form and then submits it to the department 

head 

2- After the approval of the department head, he will submit it to the authority (dean of 

the college) 

3- After the approval of the Dean of the College, the employee is entitled to the emergency 

leave 

 Emergency leave form 

 

 Regular vacation(Annual) 

The employee's summer vacation is considered the annual leave and the employee has 

the right to enjoy 36 days after completing the regular vacation form at the end of the 

second semester, and the Deanship of Human Resources determines the return of the 

employees. 
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Required Documents 

Fill the regular vacation form 

 *Action Steps: 

1- The employee fills in a regular leave form and then submits it to the department head 

2- After the signature of the department head, he is presented to the authority (Dean of 

the College) 

3- After signing the dean of the college, the employee is entitled to the regular leave. 

Emergency leave form 

 

Exceptional leave: 

It is permissible by a decision of the person with authority (the dean of the college) to 

grant the employee and those of similar rank for reasonable reasons an exceptional 

vacation of no more than six months and within three years without salary. 



 
 
 

41 

Policy and Procedures Manual, College of Medical Rehabilitation  

*Action Steps: 

1- The employee writes an exceptional leave request explaining the reason for the leave, 

then submits it to the department head for approval and signature. 

2- After the signature of the department head, he is presented to the authority (dean of the 

college). 

3- After signing the dean of the college, the application is submitted with a covered letter to 

the Deanship of Human Resources. 

After that, the employee has the right to enjoy the exceptional vacation. 

 

Seventh: Permission 

The employee has the right to ask permission once a month, as of 10:30 a.m., and the 

employee’s permission does not exceed five permits per day, except for hospital 
appointments. 

*Action Steps: 

1- The employee informs the official in the Personnel Affairs Office if the permission is 

monthly or an appointment in the first working hours 

2- In the event of the morning permission, the notification shall be notified the day before. 

 

 

 

 

 

 

Eighth: Presenting the Institute of Public Administration 

Eighth: Presenting the Institute of Public Administration. 

The employee has the right to apply to the Institute of Management's nominations three 

times a year by requesting the female employee of the Office of Staff Affairs to nominate 
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it through the website of the Institute of Public Administration, after which the responsible 

employee will be through a special account for the employee. 

*Action Steps: 

1- The female employee affairs office employee informs the female employees about the 

start of applying for the training program nominations at the Institute of Public 

Administration. 

2- After that, the employee logs on to the electronic portal to view the candidate programs. 

3- After selecting the programs for which the candidate is nominated, the entry will be 

through the female employee’s affairs office. 
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Procedures guide for contracted faculty members  

1 / New faculty member: 

* Required Documents: 

1- A closed and sealed envelope of the attachment, containing (the original for each of 

the (bachelor’s, master’s and doctoral degrees) with a stamp of authentication + original 

certified certificate of experience + medical examination) 

2- Three personal photos. 

3- The original passport. 

*Action Steps: 

1- Receive the envelope from the faculty member and take pictures of its contents, making 

sure to clearly stamp the pictures. 

2- Photocopying the passport 

3- Making a direct letter to the Deanship of Human Resources from the date of the entry 

stamp shown on the passport. 

4- Giving the faculty member a new contracted medical examination form and directing 

it to the Passports Department at the university to stamp the form and then take it to 

university clinics. 

5- After completing the analysis, a message is sent to the contractor’s mobile, then the fee 
is paid 500 riyals for each adult individual through the ATM (“issuance of residence 
fees”), then he goes to the passports with his personal photos and extracts the 
residence. 

6- After obtaining the residence permit, the contractor goes to the bank after obtaining a 

letter of identification from the college to open a bank account. 

7- Registration on the university’s website - faculty and staff affairs (new recruitment) to 

obtain the number. 

8- Fill out the contracting forms and pledges for a new contractor 

9- Sending the above to the Deanship of Human Resources in a closed envelope. 

10 - The employment contract is sent for signature by the faculty member. 
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# Opening a file for the contractor, placing copies of all the above and all that pertains to 

it for the companions, and receiving the certificates of assets along with the original 

certificate of experience for the faculty member. 

 AttachmentForms  
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2 / Travel tickets allowance: 

In the event that the contracted faculty member does not receive travel tickets from the 

attaché, he purchases tickets and brings a stamped bill from the Aviation Office to be 

compensated for the amount. 

* Required Documents: 

1- The original tickets are stamped and detailed. 

2- A copy of the residence 

3- Travel ticket compensation form 

* Action Steps 

The required documents must be attached by completion and a cover letter written and 

transferred to the Deanship of Human Resources. 

*Forms attached 
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3 / Family Visit: 
In the event that the contractor wishes to host one of his relatives, he will make a 
family visit request through the electronic visa services platform on the Ministry of 
Foreign Affairs website.  
* Required Documents: 

1- A family visit application form printed from the electronic visa services platform.  

2- A copy of the residence.  
*Action Steps: 
The form is sent to the passport department at the university by ENJAZ. 

4 / Renewal of residence: 

* Required Documents: 

1- Copy of residence permit 

2- Definition of a printed salary from the member user on the university’s website 

3- Payment receipt 

*Action Steps: 

The required documents are sent by completion to the passports section of the 
university, and after the completion of the renewal, a text message will reach the 
contractor's mobile 

 

5/ Exit and Return Visa: 

In the event that a contracted faculty member wishes to travel outside the Kingdom, 
he must submit an individual exit and return visa application after paying the fees and 
start from the exit stamp with the passport.  

* Required Documents: 

1- A copy of the residence 

2- An exit and return visa application form 

3- Warranty form 

*Action Steps: 
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After writing the cover letter addressed to the Dean of the Deanship of Human 
Resources, the required documents are attached by completion, after completion and 
approval of the visa, a text message will reach the contractor's mobile.  
*Forms attached 

 

6 / Vacations: 

Emergency leave: 

The contractor has the right to ten emergency days that start with each new contract 
and expire at the end of the contract and be deducted from the annual vacation and 
the contractor is not entitled to travel tickets.  
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Action Steps: 
In the event that the contractor wishes to apply for an emergency leave, he must 
present it through a personal laser on the university ’s website, and he does not enjoy 
it except after the approval of the department head and the dean of the college.  

Regular leave (annual): 

- The contractor is entitled to a regular vacation for a period of (sixty days) that he enjoys 

during the end of the year vacation. 

 

Exceptional leave: 

- The contractor is entitled to an exceptional leave without pay for a period not 

exceeding one semester, due to conditions determined by the university. 

*Action Steps: 

1- The contractor submits a written letter to the dean of the college. 

2- After being informed and approved by the dean of the college, it will be submitted 

through the completion of a cover letter to the Deanship of Human Resources. 

3- After receiving the approval of the university, the contractor can enjoy his exceptional 

leave, provided that it does not exceed a semester. 

 

Sick leave: 

A contractor who suffers from a disease that prevents him from performing his work 

temporarily is entitled to a one-month sick leave with a full salary and it may be extended 

for another two months at half the salary. The sick leave is not due if the illness or injury 

occurred while the contractor is abroad on leave. 

Maternity and kids leave: 

The contractor deserves - with full salary - a forty-five-day maternity leave, several death 

leaves for a Muslim contractor, and a month's leave for a non-Muslim in the event of the 

husband's death. 

* Required documents for maternity leave: 

1- The birth certificate of the child. 
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2- Notification of birth. 

3- Copy of residence permit. 

* The documents required for the kit leave: 

1- Death certificate. 

2- Copy of residence permit. 

*Action Steps: 

A cover letter shall be submitted by completion to the Deanship of Human Resources, 

with the required documents attached, and an indication of the date of delivery or death 

in it. 

 

7 / Job Return (Due Date): 

- The job return form for the contractors is filled out after the annual leave and through a 

personal laser in the university's website. 

* Forms attached: 
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Guide for the procedures of faculty members and the like 

(Lecturer-Teaching Assistant) 

1 / new faculty member: 

* Required Documents: 

1- The appointment decision of the university president. 

2- A copy of the academic qualifications. 

3- A copy of the personal ID. 

*Action Steps: 

1- Making a direct letter to the Deanship of Human Resources, along with 

attaching the direct form. 

2- Opening a file for a faculty member with all of the above attached. 

* Forms attached 
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2/ Salaries and allowances: 

A- University education allowance: 

After the completion of the teaching quorum for a member of the teaching staff, a 
letter will be submitted by completion to the Deanship of Human Resources, to be 
raised once on the beginning of each academic year.  

B- Scarcity allowance: 

*Action Steps: 

If the faculty member is entitled to a scarcity allowance, a schedule is prepared in which 

the faculty and the assisting staff are sorted by nationality and rank, and then attached 

with a cover letter stating the due date by completion to the Deanship of Human 

Resources. 

C- Clinical allowance: 

If the faculty member works as a volunteer at a government hospital outside the official 

working hours, he will be entitled to a clinical allowance. 

* Required Documents: 

A direct letter signed and stamped by the authority where he works as a volunteer. 

*Action Steps: 

A cover letter shall be submitted to the Deanship of Human Resources, directly attached 

to the members of the teaching staff. 

 

3 / Leaves: 

Forced leave for a Saudi faculty member: 

A faculty member (Professor - Associate Professor - Assistant Professor - Lecturer - 

Teaching Assistant) is entitled to five emergency days starting with the beginning of the 

calendar year and ending at the end of the calendar year with a full salary. 

* Required Documents: 

1- Fill out an emergency leave form. 
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*Action Steps: 

1- The faculty member fills out an emergency leave form and then submits it to the 

department head 

2- After the approval of the department head, he will submit it to the authority (dean of 

the college) 

3- After the approval of the dean of the college, the faculty member is entitled to the 

emergency leave. 

* Forms attached: 
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Exceptional leave: 

- It is permissible by a decision of the university president to grant a member of the 

teaching staff and those similarly for reasonable reasons an exceptional vacation of no 

more than six months and within three years without salary. 

* Unless a text is mentioned regarding the faculty members and the like, licenses are 

granted and otherwise according to the provisions of the civil service system and its 

executive regulations. 

4 / Promotions: 

Promotion from Teaching Assistant to Lecturer: 

The promotion is not promoted to a lecturer degree unless after enrolling in and accepting 

a PhD program 

* Required Documents: 

1- Approval of the Department Council 

2- Approval of the College Council 

*Action Steps: 

A cover letter is submitted by completion with the approvals attached to the Deanship of 

Human Resources. After approval, the promotion decision is sent to the college and the 

faculty member is notified accordingly. 

Promotions from lecturer to assistant professor:  

After the lecturer or lecturer gets a PhD, a cover letter is submitted by completion with 
the approvals attached to the Deanship of Human Resources,  and after approval the 
decision to upgrade is sent to the college and the faculty member is notified 
accordingly. 

5 / Participation in conferences and seminars: 

- A faculty member and the like may attend conferences and seminars inside or outside 

the Kingdom 



 
 
 

59 

Policy and Procedures Manual, College of Medical Rehabilitation  

After that, the Ministry of Higher Education is provided with the name of the candidate 

with a sufficient time of no less than a month and a half, especially for international and 

regional conferences, seminars and meetings held at the country level. 

* Required Documents: 

1- Fill out the application form for participation. 

2- The approval of the Department Council 

3- Approval of the College Council 

*Action Steps: 

The transaction is raised by completion with the approvals attached to the Deanship of 

Human Resources, after approval it is sent to the college and the faculty member is 

notified accordingly. 

* Forms attached: 
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1 / Uploading a report through the maintenance system www.qu.aait.com.sa/qu/ After receiving the 

notification, work will be done to solve the problem. 

2 / Telephone contact with the beneficiary is conducted, guided and educated on how to deal with the 

problem. In case he is unable to solve his problem, the technical support member will solve it himself. 

3 / The problems of the projectors: 

The problem is previewed and solved at the same time. In the event that the problem is with the lens or 

cable, the maintenance system for the Information Technology Deanship is raised to send a technician to 

maintain the device.  

4 / Computer hardware problems in offices: 

Most of the problems in computers are configuring the system, installing operating systems, installing 

programs, installing definitions, and cleaning the device from abbreviations and omissions to raise the 

efficiency of the device and increase its speed in addition to a periodic check that is done on a monthly basis 

to ensure the safety of the device and the protection program worked well. 

5 / New devices: The most recent systems, programs and tariffs are installed in them, then they are handed 

over to custody to be delivered to the beneficiary. 

6 / Return devices: The device is inspected and made sure that it is impossible to solve the problem, and 

then the problem is written on a paper affixed to the device and handed over to custody. 

7 / As for the installation of devices: The beneficiary must install his own device, except in the event that the 

beneficiary does not master the installation, then he is assisted and guided by how to install to rely on 

himself later. 
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A statement of the security system and arrangements to ensure the personal safety of 

faculty, staff, and students. 

1 / The internal work system for security guards. 

  Security number 3 female guards, which is divided into working hours in the morning 

and shift in the afternoon / shift in the morning starting at 6:30 - sitting at the female 

students gate until the departure time at twelve o'clock in the afternoon, it works to 

monitor female students during entry and exit, and to monitor the entry of any objects 

from the prohibitions to the college ( Something suspicious and forbidden by law) As well 

as following the system of calm and not to disturb the college and shifting at noon from 

8:30 until the last student in the college 

 Monitor female students on campus and monitor and regulate entry to halls, laboratories, 

and outside halls.  

 The external security is divided alternately on two gates / female employees gate and they 

work in the morning and evening periods, coordination between them and the women's 

internal security when any visitors from outside the college or in the presence of 

important papers or other jealousy are notified to them and coordination with that, as well 

as in the case of members Or meetings in the external halls, they will be notified of this for 

information, and upon the completion of work for the shift and the absence of any female 

students, employees or members, the guardian will be notified of the vacancy of the 

college. 

   Female Students' Gate: In the event that the college is free of female students, it is notified 

by the duty guard at the vacancy of the college and the completion of work and the closing 

of the gate (female students section) 

 In the event that a visitor or an unaffiliated member enters an ad hoc entity from any 

government department, his data is registered with the Security Office, taking care to 

know the purpose of entering the college and the person required to meet him, and in the 

event that he does not have any work in the college, he is directed and prevented from 
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entering the college in order to avoid an occurrence Any internal problems and concern 

for public safety for everyone. 

 For the information that a memo was issued that allows the camera's mobile phone to 

enter the university with controls that are not filming inside the university or filming inside 

the classrooms or using it for an abusive purpose, and when viewing the student violating 

the conditional systems it is confiscated by the security and the university administration. 

  In the event of any missing students belonging to the student, they will be handed over 

to the Security Office or the female guards, and then reported, and placed in the safe until 

the question is requested, or referred to the center at the Qassim University. 

 

2 / The system of working with keys and classrooms 

 Keys for classrooms, laboratories and offices: The security office has one copy for 

every office or hall or laboratory and security is not responsible for opening or closing any 

of them except in cases of necessity i.e. after the approval of the department or office 

official and permission is taken from him, and the owner of the office is Responsible for 

the contents of the office from devices and others, the security is not responsible for any 

losses that occur because it was delivered by a signature from them for custody, (whether 

it is one office or a number of offices in the same place) Then inform the security 

supervisor of that, and the supervisor informs the responsible office or administration of 

not closing them to the office. 

 In the event that one of the college employees forgot the key to the office, the owner of 

the office will ask for the key from the security, so it will be opened for her. 

 The Master key in the custody of the security, with the permission of the Director of 

Administrative Affairs, and he does not hand over or use it to open any office or door 

except after a statement from the Director of Administrative Affairs and sign the form (No. 

4) of his receipt and specify the period of its use and return it to us at the end of the work 

or the next day with the signing of a covenant The receipt. 

 In case of requesting entry of companies to work inside the college, they are authorized 

by the Administrative Affairs Office after filling out the form (No. 5) for entry of companies 
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and individuals, writing the authorization from the owner of the application, then signing 

from the security and sending a copy to the alternate external security guard. 

 The keys are handed over to the members and employees for the first time and then 

signing the form (No. 6) for receiving the key for the first time, and the security is not 

responsible for opening or closing them except in the case of necessity, and in case of any 

missing items, the administration office responsible for the members is notified, and the 

member reports the missing personally To the administration office. 

- Template 7 / for maintenance work, where the keys are handed over to the maintenance 

official after signing the form and then receiving it from the maintenance official after the 

completion of the required work. 
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The Warehouse Unit 

 

Covenant procedures for faculty and staff 

1 / Entering the main page of the Qassim University 

https://www.qu.edu.sa/ 

2/ Selecting (faculty / staff members) then selecting the employee record 
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3 / Sign in the system 

 

 

 

 

 

 

 

 

4 / Inquiry about the personal covenant (to know the covenant recorded on the 

employee) 
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5 / To perform the procedures of the Covenant (request to exchange materials - 

request to return materials - request to transfer custody - inquire about material 

requests) 

(Self-service) is selected for the menu to appear 

Request to exchange materials 

Request to return items 

Request to transfer custody 

Inquire about material requests 

According to the required procedure  

First: for requests to exchange materials 

 Material exchange requests 

 Search for articles 

 Put the quantity and checkmark for the selected subject 

 Click on the option to add the selected materials, then write a comment in the notes box. 
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The application is approved by the college dean 

Second: Request to return materials 

 Search for articles 

 Selected items are added 

 Write a note 

 Save the request 
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is approved by the college deanThe application  

Third: Request to transfer his custody 

 Search for articles 

 Selecting the employee to whom custody is transferred by job number or by search 

by name 

 Choose the quantity 

 Add the selected materials 

 Save the request 

 Ending 

- Contact the warehouse department to install the transfer request 

- The application is accepted after that by the employee transferred to the custody 

through entry (on the icon to inquire about material requests) 

- (Request when making custody of the employee) 
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(The request in case of custody transferred to the last employee) 
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Fourth: Inquiry about material requests 

To follow up and confirm requests when transferring custody from employee to employee 

Or cancel the request before baptizing it from the official 

To know the status of the request 

1- Unproven (new unhandled request) 

2- Certified (approved by the dean of the college) 
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