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College vice deanships and Administrations ALl daglil) < 1Y) g VIS o)

> The College Vice Deanship for Apagalsy) (¢ gpll Al ANS 5 3>
Academic Affairs et 550 5 03 )
1. Administration of Educational affairs
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learning Quality Management
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Administrations affiliated with the college

Administrative efficiency management

1. Administrative Communications Unit A lay) aYlai¥l sas g )
2. Administrative and Financial Affairs Aallall g du oY) oy gpaill 3as g Y
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3. Human Resources Unit




Academic departments

e Head of department

e Department Council

e Program Director

e Faculty member (Professor, Associate
Professor, Assistant Professor)

e [ecture

e Demonstrator

e Lab. Technician

e Social worker
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e Strategic Plan Committee

e Operational plan committee

e Policies and Procedures Committee

e Quality Assurance Committee

¢ Rights Protection Committee

e Subcommittee of the Unit for the Pro-
tection of Students’ Rights

e Disciplinary Subcommittee
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¢ Bodies supporting the college
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An introductory overview of the College of Health and Rehabilitation Sciences

The health sector is one of the main pillars on which any society is based, and reflects
the extent of civilizational progress and scientific development has, and for this

goal the College of Health and Rehabilitation Sciences came to be one of the basic
scientific edifices at Princess Nourah Bint Abdulrahman University with the aim of
preparing, qualifying and graduating scientifically and professionally qualified cadres
in the field of health and rehabilitation sciences, to meet the needs of society in this
field and confirm its role in the development of society in integration with the rest of
the sciences and disciplines.

* The college was launched in 1429 AH under the name of (College of Physical
Therapy) and with only one program, which is the physical therapy program, and the
college was restructured 1433/1434 AH from the College of Physical Therapy to the
College of Health and Rehabilitation Sciences, and includes four main departments:

1 - Department of Rehabilitation Sciences.
2 - Department of Radiological Sciences

3 - Department of Health Communication Sciences.

4 - Department of Health Sciences
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Vision

Be a beacon in knowledge building that contribute to sustainable health development

FUR
e J skl juleall Cioa¥ Gy sl g gall 5 (8 el (5 sinall o Aa 5o il ) S lac)
aecinall Fard g daal
Mission
Prepare cadres, qualified on the levels of knowledge, profession and research in

accordance with the latest standards for the development of health care and community
service
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Strategic Goals

1. Building competitive competencies in the field of health sciences that meet
the requirements of the labor market.

2. Integrating educational technologies and creativity into educational practices
. Enhancing scientific and research production in the field of health sciences
4. Promote the health and quality of life of the community.
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Goals of the College of Health and Rehabilitation Sciences
1.Qualifying specialized cadres in the fields of health and rehabilitation sciences
capable of professional practice according to the latest standards.
2. Produce research in the field of health care that contributes to the application of
evidence-based practice.
3. Promoting teaching, continuous learning and innovation according to modern
technology.
4. Contribute effectively to improving the health and quality of life of the commu-
nity in cooperation with the relevant sectors.
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Definition of job description

A job description is a written description of the work an employee performs, beginning
with the basic work data elements that define the work. It generally consists of basic
information about the job, including the job title, a short summary paragraph about the
basic goals that the employee must achieve, and detailed statements about duties and
.responsibilities

Objective of the job description
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The goal of a job description is to have a clear outline of both duties and
and as focused as possible responsibilities to make the process straightforward
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The importance of job description

1. Establishing communication channels specifically, this eliminates the
phenomenon of some employees skipping the communication process and
the reviews they conduct to complete some work, whether the upper level
contacts lower level employees or vice versa.

2. Establishing organized work, which leads to raising the level of job
performance.

3. It contributes to ending the problem of delaying the implementation
of work and obstructing its completion due to a lack of clarity in the
relationships between the various functions
4. Preventing overlapping boundaries of responsibility and authority.

5. Improving collaboration by giving all college members a general view of
their job duties
6. Assisting in building an incentive system based on the principle of the
necessity of providing incentives to the employee who gives the most, and
performs the most, to create quality From competition between employees,
which is reflected in improving their work performance.

7. Simplifying work procedures and making them easily understood by
employees.

8. Clarifying the process of information flow and its true path between
various administrative levels and decision-making centers.

9. The entities that make decisions, the entities that implement them, and the
entities that are considered the source of information assisting in identifying
and planning manpower needs by inventorying vacant positions and
comparing available technical and administrative competencies with those
required to be available in accordance with the job description guide.

10. It is used by employees as a reference from which to derive comprehensive

information about the current and future job description
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Areas of use of job descriptions

1.Job evaluation: Job description is the only solid basis for determining the relative
value of jobs within the organization

2.Recruitment: Job description is essential in the process of recruiting and selecting
employees as it helps in advertising about work requirements, identifying and
measuring individuals’ capabilities, and fully informing them of work requirements
and their motivation towards carrying out work.

3.Performance evaluation: The job description is a useful tool for the manager when
evaluating the performance of an employee at the work site, as It reminds both the
manager and the employee of all the issues that need to be taken into consideration and
discussed while evaluating the employee’s performance.

Training: The basis for planning training, by bridging the gap between the
current and the skills and experiences required for this job position.
Management development: To provide descriptions of senior positions for larger

plans to develop the organizational structure Focusing on organized work leads to
improved job performance.
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Chapter Two

Tasks according to the organizational structure
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College council
The authority responsible for managing academic affairs at the college, in
accordance with the regulations .
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Formulation of the council

e Chair of the Council: Dean

e Secretary of the Council: vice dean of for research, innovation, and
entrepreneurship

e Members: vice deans and department chairpersons

e Additional Members: Based on the proposal of the College Council and the
approval of the University Council, the Dean of the College of Nursing and the
Director of the Partnerships Department at the University joined the membership
of the Council .

e Council Secretary: Director of the Dean’s Office
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Council Organization

e The College Council meets twice a month, and the meeting is not valid unless
two-thirds of its members are present. Its decisions are issued by a majority vote
of the attending members. In case of equality, the side in which the president is
on will prevail.

e The resolutions of the Council will be regarded as executable unless objected
thereto by Her Excellency the president of the university within fifteen (15)
days of the date of delivery to her. If the president objects to a resolution, such
resolution will be returned to the Council , amplified by the president’s point
of view for reconsideration. If the Council still maintains its own opinion,
the contested decision of subject objection will be referred to the University
Council for resolution in its first ordinary or extraordinary session to be held.
The University Council may either uphold or otherwise amend or revoke the
resolution. The related decision of the University Council will be final and
binding.
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Secretary of the College Council

One of the vice deans in the college assumes the secretariat of the council and
nominated by the dean of the college.
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Duties of the Secretary of the College Council

e Receive the topics to be presented to the Council

e Schedule the meetings of the college Council periodically over the academic
year, and inform the chairpersons of the academic departments.

e Supervise the preparation of the agenda of the college Council sessions and
circulate it to the members of the council in coordination with the dean of the
college.

e Supervise the recording of the attendance of faculty members for the council’s
sessions, attach the signature of the session’s attendance with the session’s
minutes, and make sure that a quorum is complete before the session begins.

e Ensure the validity of the documents supporting the recommendation for the
topics discussed.

e Supervise the voting operations during the Council ’s sessions.

¢ Edit the minutes of the sessions upon completion of each session and submitt
them to the Dean of the College.
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Duties of the Secretary of the College Council

e Receive the topics to be presented to the Council

e Upload the topics on the electronic councils system

e [nvite members to Council meetings electronically

e Complete the procedures for disbursing council members’ rewards
e Archive the Council ’s minutes for reference when needed.
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College council Duties

e Recommend the approval of the college’s strategic plan in accordance with the
university’s overall strategic plans.

e Recommend approval of the internal executive rules and bylaws of the college.

e Recommend the approval of academic affairs topics.

e Recommending the approval of research, innovation and business affair topics

e Recommending the approval of training and clinical affair topics

e Recommending the approval of scholarship topics.

e Recommending the approval of human resources topics

e Resolve any student issues that fall within its jurisdiction and refer any issue

e other than that to the University Council.

e Consider any other issues referred to it by the University Council , its president or

e the college dean for review and opinion.
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Collage Dean

A member of the Saudi faculty members who are distinguished with scientific and
administrative competence in the college. She is appointed by a decision of the
Minister of Education based on the nomination of the Excellency the President of the
University. The appointment is for a renewable period of two years. It manages the
academic, administrative and financial affairs of the college in accordance with the
.organizational regulations and system
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Organizational connection

The Dean of the College is organizationally linked to Her Excellency the President
of the University and is also a member of the University Council.
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Dean Duties

e Implement the decisions of the University Council in relation to the College.

e Supervise the preparation and approval of the college’s strategic plan.

e Supervise the topics of academic affairs and its departments and units

e Supervise the subjects of graduate studies and scientific research

e Supervise the topic of training and clinical affairs

e Supervise the progress of the educational process in the college.

e Evaluate the performance of college vice-deans, chairpersons of academic
departments, directors, and heads of its affiliated units.

e Approve the assignment of the college coordinators and specify their tasks and
responsibilities.

e Supervise the college’s administrative and financial affairs.

¢ Coordinate with the General Administration of Human Resources to attract the
college’s needs from the members of the educational and administrative staff.

e Supervise the quality of services provided to college students.

e Represent the college inside and outside the university and working to establish
academic links with external educational institutions.

At daglil) pudlaal)
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Advisory Council

A council established by the college consisting of members with experience and
competence in the community and representatives of the public and private sectors
from the labor market, with the aim of achieving cooperation between the college and
the community and employing the expertise of the council members in everything that
would achieve the college’s vision, mission and objectives; to make recommendations
to develop the outputs of the college and to support ways of cooperation and
.partnership with the relevant authorities
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Council Organization

The college is currently in the process of forming members for the council
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Students Council
It is a council established by the college with the aim of achieving effective student
participation in the university decision, and seeking their views on the methodological

and extracurricular activities offered to them, to develop the educational and academic
process.
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Council formulation

e Principal: Dean of the College
e Members: Director of Student Services, Vice Dean for Academic Affairs, and
students representing each department of the college that are nominated by the
department council.
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Responsibilities and Duties

e Transfer the students’ suggestions and views to the Dean of the College.

e Represent college students in meetings and related events.

¢ Provide academic support and assistance to students and contribut in enriching
the student experience.

e Contribute to the development of programs and curricula in accordance with the
requirements of the labor market.

e Submit proposals for everything that serves to foresee the future of the col-
lege.
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Dean’s office

It consists of members of the administrative body, who organize and supervise all
office work and administrative activities that facilitate the workflow of the Dean’s
Office in general.
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Duties of the Dean’s Office Manager

e Receive all correspondence and communications and present them to the Dean
of the College, and implement her directives regarding them.

e Prepare correspondence and communications issued in accordance with the
directions of the Dean of the College and follow up on its procedures

e Follow up the confidential mail of the college

e Prepare correspondence and invitations for the meetings that the dean of the
college wishes to hold, and make all the arrangements required for them and
follow up.

e Report the instructions and directives issued by the dean of the college to the
administrative units associated with it

¢ Organize and archive the office’s correspondence and papers in a way that
facilitates their retrieval and use.

e Follow up on all the transactions that the dean of the college directs to follow up
and prepare the necessary reports.
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Duties of the Dean’s Office Secretary

e Follow up on the college’s email

e Organize interviews, meetings and visits to the Dean of the College

¢ Receive incoming telephone calls to the Dean of the College and take the neces-
sary actions regarding them

e Receive all letters that need to be stamped by the college in accordance with the
dean’s directives and following up on their export procedures

e Receive visitors and auditors for the Dean of the College

e Perform extra duties assigned by the Dean of the College
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Director of Student Services

A member of the Saudi administrative faculty with outstanding scientific and
administrative competence. Nominated by the Dean of the College and appointed by a
decision from the Director of the General Administration of Human Resources for one
year subject to renewal.
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Responsibilities and Duties

e [nitiate administrative procedures related to students affairs, and complete all
services required.

e Supervise the activities of student clubs, student events, competitions and theater
in the college in coordination with the Deanship of Student Affairs.

e Supervise student volunteer work in coordination with “Noura Atta Incubator”.

¢ Provide support services - subsidies and advances - student rights - skills registry
services - student employment - safes

¢ Provide psychological and social counseling services and services for students
with disabilities.

e Provide skill support and vocational guidance for students and graduates in
coordination with the Student and Vocational Support Center at the university

and the Guidance and Employment Unit at the college.
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Graduates’ unit

e Create a database of all graduates and keep it updated.

e Contribute in organizing the graduation day in cooperation with the Deanship of
Female Student Affairs.

e Achieving effective communication between graduates and community institu-
tions through Career Day.

¢ To identify the most important obstacles that female graduates face after their
graduation and their entry into the labor market.
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Director of Data and performance Measurement

A member of the Saudi administrative faculty with outstanding scientific and admin-
istrative competence. Nominated by the Dean of the College and appointed by a deci-
sion from the Director of the General Administration of Human Resources for one year
.subject to renewal
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Responsibilities and Duties

e Prepare periodic and annual performance and achievement reports in the college,
collect and document data, analyz results, make recommendations, supervise
their printing and save it in various templates, and keep the college’s data
archived.

e Collect, reviewe and analyz information, statistics and performance indicators
for the college.

e Prepare performance reports for the college and present it to the academic
departments periodically.

¢ Provide the necessary data to the competent authorities.

e Coordinate with the Decision Support Department.
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Administration Training and Clinical Affairs
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Director of Training and Clinical Affairs administration

A member of the Saudi female faculty distinguished by academic and administrative
competence. She is appointed by a decision of Her Excellency the President of the
University based on the nomination of the Dean of the College. The appointment will
be for a period of two years, subject to renewal. It is responsible for following up on

training and excellence work and supervising clinical practices and their performance,
which achieves the college’s goals.




(eaaaiil) Jals )
M\&Jugbac\ hit@iwcw\ﬁwwﬁﬁﬂ\ Ol g w3l 3 50a) 3 pae dant i

Organizational Connection
The Director of the Training and Clinical Affairs administration is organizationally
linked to the Dean of the College, and is also a member of the College Council
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Duties of the director of training and clinical affairs administration

* Supervise the affairs of training the internship students at the bachelor’s and
master’s levels.

» Supervise the students’ scientific activities related to developing training skills.

» Supervise the affairs of practitioners from the college faculty members in the
hospitals and obtain professional licenses.

* Supervise the issuance of completion certificates for intern students after
completion of the training period and training requirements.

* Supervise the annual honoring of training bodies and external supervisors.

* Supervise the compliance of the Academic Titles Committee and submit the reports
to the Dean of the College.

» Follow up the performance of the students and the graduate in the profession
practice test and provide the necessary support for improvement.

* Implement the educational programs that contribute to educating internship students
and provide them with the necessary skills to practice and pass the professional
licensing test.




A el (gl g il 35000 B_utal Aaglil) culaa gl g < oY)
Administration and units affiliated with the Director

of Training and Clinical Affairs
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Administration of Training and Internship

e Supervise the evaluation of students and filling out questionnaires.

e Follow up and solve any problems faced by the internship students during the
training period.

¢ Ensure the availability of suitable training seats for training and internship
students

e Prepare the internship applicant’s proof of registration for the Saudi Commission
for Health Specialties Exam after fulfilling the requirements.

e Define criteria for evaluation standards, models and tools.

e Send and following up the financial claims of external parties.

¢ Enroll students in cooperative training not included of the study plan.
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Practice and Professional Licenses Unit

e Follow-up on members’ obtaining and renewing professional practice licenses.

e Follow up the classification of certificates of members in the Saudi Commission
for Health Specialties.

e Follow up the performance of health services provided by the college in
hospitals and medical clinics.

e Coordination of members’ practice in hospitals.
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Administrations and vice deanships related to the college
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Vice Deans

A member of the Saudi faculty of distinguished scientific and administrative
competence. Appointed by a decision of her Excellency the President of the University
based on the nomination of the Dean of the College. The appointment is for a period of
two years, subject to renewal.
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Heads of administrations and units:

A member of the Saudi educational or administrative faculty, who are distinguished
with scientific and administrative competence. Appointed by a decision from the dean
of the college.
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Vice Dean for Academic Affairs
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Vice Dean of the College for Academic Affairs
A member of the Saudi female faculty distinguished by academic and administrative
competence. She is appointed by a decision of Her Excellency the President of the
University based on the nomination of the Dean of the College. The appointment
will be for a period of two years, subject to renewal. She supervises the academic

programs and their quality, and follows up on their implementation and continuous
development at the college level
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Organizational connection

The college vice dean for academic affairs is organizationally linked to the college
dean and is also a member of the college council
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Duties of the academic Vice Dean

e Supervise the preparation of the annual plan for Academic Affairs and follow up
the implementation after approval.

e Supervise the implementation and compliance of the regulations and rules
governing the study and examination regulations and ensure their application.

e Supervise the organizational structure units, build their plans, and follow up on
the progress of their work.

e Supervise academic programs at the college level.

e Supervise the academic process in the college.

e Supervise the follow-up of the implementation of the quality management
system in the college and adherence to academic accreditation standards.
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Administration and units affiliated with

The College’s Vice Deanship for academic affairs
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Administration of Educational Affairs

e Follow up the registration and schedules and submit their reports.

e Follow up the progress of the exams and submit their reports.

e Follow up the progress of the educational process and submit its reports.

e Prepare a plan for academic advisory in cooperation with academic departments
and following up on its implementation.

e Supervise freshmen (first year students) programs.

¢ Activate the work of the educational process committees (deprivation and

stumbling, equivalence, dean’s list ... etc).
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E-learning unit

e Follow up the inventory of electronic programs and courses within the college.

¢ Provide the communication information with faculty members and coordinators
of the electronic courses.

e Support the course coordinators in the event of technical problems.

e Increase the awareness of e-learning for all faculty members and students.

¢ Handle initial inquiries from members and students and direct them to the
technical support in the E-Learning Department.

e Communicate regularly with the representative of the E-Learning Department
and report any problems or difficulties in the college.

e Submit periodic reports on course development and activation to the E-Learning
Department.

e Coordinate to hold introductory and induction meetings for college students.
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Administration of Laboratories and Learning Resources

e Supervise the college laboratories, perform regular inventorying to their
contents, evaluate the state of the equipment and provide periodic maintenance.

e Supervise the application of safety procedures in laboratories

¢ Provide the laboratories’ needs of consumables

e Supervise the college library and provide and update references according to the
college’s needs.
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Administration of Teaching and Learning Quality Management

e Prepare the annual plan for teaching and learning quality management and
follow up the implementation after approval.

e Spread a culture of excellence in teaching and learning and build the capabilities
of the faculty members in coordination with the Center for Excellence in
Teaching and Learning

e Spread the culture of quality and academic accreditation and nominate faculty
for internal and external courses in the field of teaching and learning quality
in coordination with the Deanship of Quality Assurance and Academic
Accreditation.

e Verify the completeness of the requirements for quality assurance and academic
accreditation for all college programs and archive them electronically.

e Follow up on the continuous development and improvement of all college
programs.

e Follow up on quality measurement tools and questionnaires to evaluate

performance indicators.
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Admission and Registration Unit

Entere the programs study schedules into the banner system and coordinating
with the academic departments and other colleges in cooperation with the Dean-
ship of Admission and Registration and the Registration and Schedules Unit at
the college.

Facilitate the task of registering the students in academic courses

Provide assistance to students in postponing and apologizing for studying, as
well as deletion and addition process in accordance with the rules and regula-
tions.

Supervise the final exams schedules in coordination with the academic depart-
ments and the Deanship of Admission and Registration.

Supervise the application of admission and transfer from and to the college and
between academic departments.

Supervise the course equivalency process.

Connect academic advisors with the students in the system
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Academic Advising unit

e Receive the list of new students and distribute them to the faculty members in
the programs.

e Address academic advisors when distributing counseling lists in order to orga-
nize their counseling work

e Direct the academic advisors in the programs to hold periodic meetings for the
students and monitor the progress of the students and provide help and discover
cases that need assistance.

e Direct the academic advisors in the program to identify the distinguished stu-
dents, encourage and motivate them, and inform them of the advantages that
they will obtain according to the rules and regulations.

e Direct academic advisors to identify students who are academically stumbling
and those who suffer from social, health or psychological problems in order to
help them solve their problems and refer those who need a specialist to the col-
lege advisor.

e Direct academic advisors to allocate individual meetings to guide students who
struggle academically.
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College Vice Deanship for Research, Innovation and Entrepreneurship
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Vice Dean of the College for Research, Innovation and Business

A member of the Saudi female faculty distinguished by academic and administrative
competence. She is appointed by a decision of Her Excellency the President of the
University based on the nomination of the Dean of the College. The appointment will
be for a period of two years, subject to renewal. She is responsible for managing grad-
uate studies programs at the college, supervising research and innovation work, acti-
vating partnerships with the public and private sectors, and enhancing the role of so-
cial responsibility. In addition to managing the college’s projects and monitoring their
performance to achieve the college’s goals

";A.M a3l Ll )Y
A Gadas eliac | anl Leal LS 200 3arens Gapdati Jlac i) 80l 5 s SIS 5 Canl 300 A0S Jags 53




Organizational connection

The college vice dean for Research, Innovation and Entrepreneurship is
organizationally linked to the college dean and is also a member of the college council
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Duties of the Vice Dean

e Supervise the annual plan of scientific research for the college that is approved
by the Council of the Deanship of Scientific Research

e Supervise the college’s postgraduate programs, exams, and committees.

e Supervise the scientific societies and scientific journals in the college.

e Supervise the partnerships and college relations with external entities.

e Supervise the college’s investments and its developmental and specialized
works.

e Partnerships with the relevant community and service sectors on the social
responsibilities.

e Suggest new postgraduate programs in the college or develop existing programs
in coordination with academic departments and follow up on the implementation
after approval.

e Support scientific activities in the college, and develop the research capabilities
and skills of faculty members

e Supervise and implement scientific meetings, seminars and conferences

¢ Organize and provide continuing medical education courses, including

accredited hours from the Saudi Commission for Health Specialties.
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Administration and units affiliated with the College’s Vice Deanship for
Research, Innovation and Business
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Research and Innovation Center

e Prepare the annual plan for scientific research and the college’s research
priorities in collaboration with the academic departments and follow up the
implementation after approved by the Council of the Deanship of Scientific
Research.

¢ Develop a culture of innovation in the college and providing logistical and
technical support for innovations in coordination with the Innovation Center and
the Intellectual Property Department at the university.

e Follow-up on the progress of the research work of faculty members.

e Communicate and coordinate with other research centers inside and outside the
university in relation to the nature of research.
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Administration of Postgraduate Programs

Follow up the affairs of postgraduate studies and verify the fulfillment of the
conditions in all procedures and regulations for postgraduate studies in universities and
its executive rules.

Follow-up on postgraduate students, and commit to the implementation of academic
procedures within the periods specified in the regulations according to the university
academic calendar announced annually.

Coordination with academic departments in all matters relating to postgraduate studies.
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Administration of Partnerships and Social Responsibility

e Prepare the skills development and continuing education program, supervise the
preparation of its courses and follow up with faculty members.

e Activate partnerships with the public and private sectors and enhance
cooperation to achieve the college’s goals

e Invest in partnerships to serve the college’s plan and to enhance opportunities for
specialized community partnership for students and affiliates

e Create training opportunities for students through communication with external
parties, benefit from partnerships, and providing job opportunities
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Social Responsibility Unit

e Supervise social responsibility initiatives with academic departments

¢ Plann for the implementation of these initiatives and following up on their
implementation

e Supervise the establishment of training courses, workshops and knowledge
seminars.

¢ Prepare annual report on community service activities.
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Business and Project Management Office

e Follow up the performance of the college’s existing projects and ensure the
progress within the approved plan, and coordinate with the Project Management
Office.

e Develop self-resources, enhancing sources of income, and following up on
the college’s investment account through the Institute of Development and
Consulting Services.

e Benefit from the specialized expertise in the college and establish houses of
expertise (in coordination with the Institute of Development).

00 Aa) iy

College Administrations
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Director of the Administrative Efficiency

A member of the Saudi administrative faculty with outstanding scientific and
administrative competence. Nominated by the Dean of the College and appointed by a
decision from the Director of the General Administration of Human Resources for one
year subject to renewal.
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Organizational connection

The college Director of the Administrative Efficiency is organizationally linked to the
college dean
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Responsibilities and Duties

e Supervise the administrative and financial affairs, communication unit and
human resources.

e Supervise the application of all administrative and financial systems and
regulations and ensure their efficient and effective performance.

e Reviewe and update the administrative tasks and college forms in coordination

with the specialized authorities
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Administration and units affiliated with the Administrative Efficiency

Ay L) Baa g

a5 Lelima eyl JLaSius 5 53 sl Sl el Db

Wit s Lelinads el ) JueSial 5 5 olall Ul sl 23l o

bl it il s Lagh dum A5 BRI Y] e Joal 581 0

Doyl 58 pe U S pe (B Aatiall alail) o Ledada 5 Lgdyiat o A0SH Cilatiue (3855 @
Al aladinly dalal) vie eela i) 40lSa) 5 Gla¥) s 4yl

Lo CRlSS o Bas gl e daday adi 55 5 Al pea sl @

Communication Unit

e Receive incoming correspondence and completing the procedures for its
registration and transmission.

¢ Receive outgoing correspondence and completing the procedures for registering
and exporting them.

e Communicate with internal and external departments regarding the receipt and
export of transactions.

e Archive the college documents, classify them and keep them according to
the systems used in the Documents Center, while providing the conditions of
confidentiality and security and the possibility of retrieval when needed using
technology.

e Any other tasks related to the nature of the unit’s work or assigned to it.
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Administrative and Financial Affairs Unit

e Implement the approved policies, regulations and procedures in finance and
purchasing.

¢ Allocate financial resources in accordance with the approved budget of
the college and coordinating with the financial department and the budget
department.

¢ Provide the needs of all organizational units and academic departments in
the college in coordination with the central departments of the university
(purchasing, warehouses, inventory control).

e Maintain the integrity of the college’s assets and follow up the application of
systems and standards related to maintenance, services, security and safety in
coordination with the establishments.

e Any other tasks related to the nature of the unit’s work or assigned to it.
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Human Resources unit

e Follow up on all tasks related to human resources for the college employees,
including promotions, salaries, extension and contracting.

e Follow up on all tasks related to human resources and coordinate with the
relevant authorities, committees and councils.

e Apply the regulations and memos received from the General Administration of
Human Resources.

e Follow up on performance evaluation and contribute to raising productivity
through training and professional qualification and building job competencies
¢ Providing services and support to faculty members with regard to scholarships

and training.
e Any other tasks related to the nature of the unit’s work or assigned to it.
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Academic Departments
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Head of Academic Departments

A faculty member assigned by a decision of her Excellency the President of the
University based on the nomination of the Dean of the College. The assignment is for
two years and subject to renewable.
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Organizational connection

The college Head of Academic Department is organizationally linked to the college
dean and is also a member of the college council
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Responsibilities and Duties

e Serve as chairperson of the department Council , supervis the organization of
its affairs, inviting attendance at its sessions, implementing, implement and
following up on the Council decisions, and send the Council minutes to the
dean of the college.

e Supervis the preparation of the department’s operational plan and following up
on its implementation.

e Supervis the department’s affairs management and providing all its educational,
research, administrative and financial requirements.

e Supervis the recruitment of faculty members in the department.

e Supervis the progress of the educational process

e Implement and follow-up the decisions of the college Council .

e Implement and follow-up the decisions of the department Council .

¢ Evaluat and following up the performance of employees and develop their
performance.

e Carry out the duties and tasks delegated to her by the Dean of the College.
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Academic Department Council
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The authority responsible for consider scientific, financial, and administrative matters
related to the department, including determining the basic standards that must be

met It includes the scientific curricula taught in the department, and ensuring their
implementation and periodic review. The department council may form committees

from its members, or any one else
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Council formulation

e Chair of the Council: Chairperson of the academic department
e Secretary of the Council: A faculty member nominated by the Chairperson of the

academic department
e Members: faculty members in the academic department
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Council Organization

e The department Council meets at the invitation of its chairperson twice a month
in the academic year. The meeting is not valid unless two thirds of its members
are present. Its decisions are issued by the majority of votes of the attending
members at least. In case of equality, the side with which the chairwoman voted

shall prevail

e Decisions of the department Council are considered valid unless objection is
received from the dean of the college within fifteen days from the date of its
arrival to him. The College Council has the power to decide on it.
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Academic Department Council Duties

e Consider what is referred to it by the college Council , the dean, or the vice
deans for study and recommendations.

e Recommend approval or modification of study plans

e Recommend the approval of programs, curricula, prescribed books and
references in the department.

¢ Provide recommendations and proposals on academic affairs topics

e Recommend the appointment, assignment and promotion of faculty members,
teaching assistants, and lecturers.

¢ Provide recommendations and proposals on topics related to scholarship and
training affairs

e Suggest the necessary plans for postgraduate studies and the department’s
admission controls.

e Distribut lectures, exercises and training work to faculty members and teaching
assistants.

e Study scientific research projects.

e Consider the report submitted on the achievements of the faculty member during
the sabbatical.
e Form permanent or temporary committees among the faculty members.
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Secretary of The Academic Department Council

One of the faculty members in the department in charge of organizing the work of the
Council and nominated by the department chairperson.
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Responsibilities and Duties

e Schedule the department Council meetings periodically over the academic year,
in order to precede the college council sessions.

e Receive the topics to be presented to the Council .

e Supervise the preparation of the agenda of the department Council sessions and
circulating it in coordination with the department chairperson.

e Supervise the recording of the attendance of the faculty members for the
department Council and to attach the signature of the session’s attendance with
the session’s minutes, and to ensure that a quorum is complete before starting the
session.

¢ Ensure the validity of the documents supporting the recommendation for the
topics discussed.

e Supervise voting operations during department sessions.

e Edit the minutes of the department’s Council session upon completion and then
submit them to the department chairperson.
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Office of the Chairperson of the Academic Department

It consists of members of the administrative body, who organize and supervise all
office work, and administrative activities that facilitate the flow and functioning of the
office of the chairperson of the department in general.
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Responsibilities and Duties

e Receive and prepare all incoming and outgoing correspondence and
communications and present them to the chairperson of the department and
implement her directives regarding them.

e Prepare correspondence and invitations for the meetings that the chairperson
wants to hold and make all the arrangements required for them and follow-up.

¢ Organize and keep the department’s correspondence and papers in a way that
facilitates their retrieval and use.

e Follow up on all the transactions that the chairperson directs to follow up and
prepare the necessary reports.

e Supervise the beneficiaries’ care in the department and coordinate with the
Dean’s office.

e Carry out the administrative and financial tasks of the department and serve its
members.

e Archive the council’s minutes for reference when needed.

e Any other tasks related to the nature of the department’s work or assigned to it.
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The Program Director Job description:

The program director should be a staff member in the college of Health and
Rehabilitation

Tasks

* Holding the Academic Program Committee meetings (a minimum of 3 sessions
during the semester) to ensure the implementation of the Quality Management
System (QMS) and activities related to the process of program development and
improvement and closing the quality loop.

* Monitoring the implementation of the program quality assurance procedures that
are assigned to the Academic Program Committee.

*Supervising the implementation of the Program Advisory Committee
recommendations.

*Preparing the program development plans (Action Plans) in coordination with the
Academic Program Committee and monitoring the implementation.

*Ensuring the completeness of the program»s quality documents, and archiving them
electronically to be approved by the Department Head, and then submitted to the
Quality of Teaching and Learning Management in the College.




*Organizing the program mock visit and external review visit, in coordination with
the Academic Program Committee.

*Supervising the students’ nominations to be “Quality Friends”.

*Any other task assigned in the field of specialization.
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Faculty member duties (professor, associate professor, assistant professor)

1. Conducting lectures and supervising practical courses assigned by the
department head and is committed to attending and teaching on the dates
specified for these courses.

2. Conducting out all the work related to the exams of the theoretical and
practical courses (setting questions, monitoring, and correction, careful
review, and banner insertion)

3. Prepare the course portfolio according to the forms of the National center for
Academic Accreditation and Evaluation (NCAAA) latest version and submit
it on time

4. Contributing to the advancement of sciences by conducting innovative
research and studies

5. Participate in the work of the councils and committees of which they are
members.

6. Actively participate in the college and university in community service.

7.Contributing to the committees and councils that the university deems
necessary.

8.Submit a report on her scientific activity, the research it conducted and
published, and ongoing research to the head of the department for use in the
annual evaluation.

9.Participate in the college’s scientific conferences and work to participate in
internal and external scientific conferences
10.Submitting proposals to the department council that would help develop
the program in the educational and administrative fields and determine the
mechanisms for its implementation and ways to activate it
11.Providing support and advice to lecturers, teaching assistants, and
collaborators regarding courses according to their specialization.
12.Consolidating and strengthening direct contact with female students.
13.Maintaining order within classrooms, lectures, and laboratories and

submitting a report to the head of the department on every incident that might
disrupt order and the measures taken to maintain it.




14.Stick to tradition and university work and working to spread it in the hearts
of female students. The faculty member is responsible for everything she
presents to her students in terms of thought and behavior, and any offense to
a student, a colleague, or the university bears the consequences according to
the bylaws and regulations, as she must be characterized by honesty and good
morals, and must adhere to the regulations, instructions, rules of conduct, and
applicable etiquette. You refrain from anything that is dishonorable to your
job.

15. A faculty member may, after the approval of the competent authorities,

can provide consulting services to government agencies or regional or
international organizations with headquarters in the Kingdom as a part-time
consultant in accordance with the university’s controls and regulations,
provided that this does not affect her original work especially the teaching
load and being present in her office during his office hours.

16.Supervising doctoral and master’s theses according to regulations.
17.Develop personal capabilities and skills as needed by attending workshops
and seminars .
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Lecture duties

1. Participation in teaching lectures and practical courses assigned to her by the
department head and be committed to attending and teaching on the dates specified
for these courses also not to change the dates and locations of lectures or laboratories
or merge groups.

2. Training female students in practical training places, including laboratories in the
college, clinical simulation laboratories, hospitals, and health centers, as assigned to
them.

3. Organizing female students in practical training places, supervising them and
following them closely to ensure safe practices.

4. Participation in preparing for practical exams and evaluating female students in
laboratories in addition to contributing to the preparation of theoretical exams and all
work related to exams, including: (monitoring Correction, careful review, and banner

insertion)

5. Preparing the course portfolio according to the forms of the National center for
Academic Accreditation and Evaluation and submitting it on time

6. Participate in the work of the committees of which they are members.

7. Participate effectively in the college and university in community service and

recommend what is necessary to head department .




8. Adhering to authentic university traditions and values and working to instill them
in the hearts of female students. The faculty member is responsible for everything she
presents to her students in terms of thought and behavior, and any insult to a student,
a colleague, or the university, she bears responsibility according to the regulations she
be charmust acterized by honesty and good morals and must adhere to regulations,
instructions, and rules of conduct and etiquette Caregiver and abstain from everything

that is dishonorable to the job
9. Establishing and strengthening direct contact with female students

10. Submitting a report on her scientific activity, the research she conducted, and the
progress in matters of scholarship for a doctoral degree to the head of the department

for presentation to the College Council.
11. Participation in the college’s conferences and scientific days.
12. Work to develop personal capabilities and skills as needed.

13. Contributing to administrative work in the college as assigned by the department
head
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Demonstrator duties

1. Participation in teaching lectures and practical courses assigned to her by the
department head and be committed to attending and teaching on the dates specified
for these courses also not to change the dates and locations of lectures or laboratories
or merge groups.

2. Training female students in practical training places, including laboratories in the
college, clinical simulation laboratories, hospitals, and health centers, as assigned to
them.

3. Organizing female students in practical training places, supervising them and
following them closely to ensure safe practices.

4. Participation in preparing for practical exams and evaluating female students in
laboratories in addition to contributing to the preparation of theoretical exams and all
work related to exams, including: (monitoring Correction, careful review, and banner
insertion)

5. Preparing the course portfolio according to the forms of the National center for
Academic Accreditation and Evaluation and submitting it on time

6. Participate in the work of the committees of which they are members.

7. Participate effectively in the college and university in community service and
recommend what is necessary to head department.




8. Adhering to authentic university traditions and values and working to instill them
in the hearts of female students. The faculty member is responsible for everything she
presents to her students in terms of thought and behavior, and any insult to a student,
a colleague, or the university, she bears responsibility according to the regulations she
be charmust acterized by honesty and good morals and must adhere to regulations,
instructions, and rules of conduct and etiquette Caregiver and abstain from everything
that is dishonorable to the job

9. Establishing and strengthening direct contact with female students

10. Submitting a report on her scientific activity, the research she conducted, and the
progress in matters of scholarship for a doctoral degree to the head of the department
for presentation to the College Council.

11. Participation in the college’s conferences and scientific days.

12. Work to develop personal capabilities and skills as needed.

13. Contributing to administrative work in the college as assigned by the department
head
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Laboratory technician tasks

1. Determine the laboratory needs, including equipment, materials, and tools, and
follow up on providing the laboratories with them.

2. Operating equipment in laboratories and ensuring their safety.
3. Preparing the tools and materials used for the courses once the training begins

4. Submitting recommendations for maintenance work on equipment and
laboratories, with continuous follow-up until maintenance work is completed.

5. Apply and maintain occupational safety principles and rules, such as ensuring
the validity of fire extinguishers and disconnecting the devices from Electricity and
storing chemicals in the appropriate manner.

6. Participation of the technician supervising the laboratories in receiving the
materials, equipment and tools from the custody officer and issuing the receipt
document.

7. Maintain the cleanliness of the laboratory.
8. Adherence to the rules of borrowing in laboratories and continuous follow-up

9. Continuous supervision while female students are present and dealing with
devices, tools, and laboratory assets.

10.Participate and assist in any extracurricular activities carried out by the college
and in conducting tests such as practical tests and workshops.

11.Working in laboratories and being constantly present to ensure the readiness of
tools and providing deficiencies, if any

12.Immediately report any work injury resulting from the use of laboratory
equipment and tools.

13.Arranging and indexing materials, tools, chemicals and devices according to
scientific and technical principles and taking care of them.

14.Commitment to career promotion
15.Documenting laboratory transactions electronically.

.Carrying out any other tasks assigned to her by her boss in her field of work.



(A1) Ai) i) Ailady) alga

o delaia) o A A AUl Adleial) AICED Ja e Uiy Lgfiag aay Allal) e <UD
AU il 13 Lol dse Laia) A @il 13 e laa ) clibadV) gas) J) Al Jlas Y
Sl A4 8 il cileadl) S e b daall e ) S o ) AUl Jlas Al
mil) L )Y Bas g A Jlas dga A cilga (e Ja zliad OIS dgal sa Ja

AN el a1 Ay elaall

Gl gl | dmoall il gal) | dpadil) il gl AN il gl Jals JalSiia sy 55 dlae ) Y
Al s YIS e dudil) el ) Gt dpad il il gl Ay jul)

Adall das al dpdil) ludad) VA (e o e 5 (S sl il 2Okl QLA ¢

g sl an okl 2 ) lias Gl VA Gy A lidiua) ae g sladll 0
Bilaall & eladia¥ly il ald )Y 3aa

e AMA) Sl m0le )zl il 5 VA g 8 s A Clgall aa el T
Balaall & eldial¥l g g padill sl )Y Baa g M e sa )l

iy | Jia L acall apaii g IS0 Jaly el slall ddas S dilanall Y sall (e a2z oLl Y
Al

A Ja0 Gaadill cild 8 Jlee ) (e Apbad D JS 5 Le JS s A




S Juadl)
Al 8 Glall alga
Chapter Three: Duties of committees in the college
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Strategic Plan Committee
Tasks
1. Preparing the strategic plan for the college.
2. Working to align the strategic plan with the university’s strategic plan.
3. Follow up on the implementation of the strategic plan.
4. Review and approve strategic plan reports.
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Operational plan committee
Tasks

1. Preparing the college’s annual operational plan and following up on its
implementation after its approval.

2. Working to align the operational plan with the college’s strategic plan.

3. Preparing the annual report of the operational plan
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Policies and Procedures Committee
Tasks

1. Preparing the college’s policies and procedures manual.

2. Follow up on updates to policies and amend or add them.
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Quality assurance committee
Tasks

1. Implement clear policies and procedures to periodically verify the quality
assurance of academic programs.

2. Review the performance and achievement reports of academic programs,
their indicators, and relevant committees, and provide feedback on them.

3. Adopting and following up on recommendations for evaluation and
improvement of programs and courses at all levels.

4. Supervising the application of mechanisms and tools for measuring learning
outcomes and verifying their fulfillment.

5. Veritying the consistency of learning outcomes with the characteristics of the
graduate.

6. Review questionnaire reports and performance indicators and follow up on
the implementation of their development plans.

7. Review teaching and learning strategy reports and verify the implementation
of the strategy approved by the University Vice Presidency for Academic
Affairs.

8. Providing feedback on reports submitted for the teaching and learning
strategy, writing improvement recommendations, and following up on their
implementation.

9. Verifying the fulfillment of academic accreditation requirements to apply
for accreditation and reviewing the application of accreditation reports at all
stages
10. Submitting a periodic report on the committee’s achievements to the Dean
of the College.

11. Submitting a comprehensive quality assurance report at the college level

to the College Council.
12. Any new tasks
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Rights Protection Committee at the College of Health and Rehabilitation
Sciences

Tasks

1.Considering grievances and complaints submitted by college employees

2.Verifying the reasons for complaints and grievances in a neutral and objective
manner.

3.Maintaining the confidentiality of information to ensure the proper conduct of
complaint procedures and maintaining the safety of committee members.

4.Documenting complaints and grievances received by the committee according
to their topics

5.Preparing meeting minutes and a detailed report that includes appropriate
recommendations for addressing complaints and grievances

6.Submitting the minutes of the committee’s meetings, including the

recommendations they contain, to the dean
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Discipline Subcommittee
Tasks

1.

Investigating the violation referred to the committee and what is related to it, and
preparing a report that includes the information of the referred student, a summary
of the facts, and a description of the violation attributed to the student and the
extent of its proof, along with evidence, if any.

. Submitting the committee’s minutes containing the recommendation of the

appropriate punishment to the Deanship of Student Affairs, along with attaching a
copy of the investigation records to take the appropriate decision.

. The recommendations submitted by the committee are considered effective after

the Dean of Student Affairs approves them, and she has the right to give direction
in reconsidering the punishment or determining another punishment that she deems
appropriate.

. If the violation committed by the student requires the imposition of a penalty within

the powers of the Dean of the College/Deanship from Article Five in the discipline
regulations for students at Princess Nourah University, then she has the right to
issue the decision.

. If the violation committed by the student requires the imposition of a penalty that
is beyond the powers of the Dean of the College/Deanship, then the Dean will refer
the entire investigation file to the Dean of Student Affairs to take the necessary
action.
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Subcommittee of the Unit for the Protection of Students’ Rights

The committee assumes the tasks assigned to it by law - Article Nine - of the rules
regulating the unit for protecting the rights of female students at Princess Noura bint
Abdulrahman University, in light of the relevant regulations and instructions
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Reference:

1-Unifde organizational guide for colleges, first edition, Organizational Excellence
Department, Princes Noura Bint Abdulrahman University, 1443 H.

2-Regulations Governing the Affairs of Saudi University Members, Including Faculty
Members and Those in Similar Positions.

Approved by: College Council College Council meeting number: 26.1445H

Date 29 April 2024

Dr.Hadeel Alsalih
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