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Message from theExecutive Director of Financeand Administration

Dear Employee,
We are pleased to welcome yimutheDar Al-Hekma Universityfamily.

The Finance and AdministratioBivision is a collaborative partner to the university that
provides valueadded expertise, strategic guidance, and -bigdity services which are
designed to support educational programs through managing finass&tk, information
technology optimizing physical resources, and investing in human capital

The Division is committed toproviding outstanding servigethat meet the needs and
requirements of students and employees.

The Division is composed dive departmentsnamely, Human Resourc&epartment
Finance Departmentnformation Technologyepartment Support Service®epartment
andProcurement, Contract Administration and Warehouse Department

This employedandbook covers kgyolicies and proceduresakingit aready reference for
empl oyeesd c on c dordustheraenqdiriesy yoe maegeestly contact the

concerned epartment.

We look forward to your contribution and hope that we all join hands to realize the

Univers t y6s vision and achieve its objectives.

The Executive Directonf Finance and Administration
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Introduction

The Dar AlHekma University Employee Handbook has been created to serve as a source of
reference for all DAH staff and faculty. The Employee Handbook provides information
about a range of policies, procedures and guidelines that employees need to krdingrega

the Human Resources, Finance, Support Services and Information Technology Departments.
For instance, this handbook contains brief descriptions on policies relategblmyment

carees, training and development, working hours, authed and unauthi@ed absences
conductand so on.

For detailed information, staff and faculty are advised to refer to the full versions of these
policies that are accessible through the shared drive.
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ENSURE HIGH QUALITY PROGRAMS, ACHIEVE FINANCIAL EXPAND ACADEMIC PROGRAMS AND
SERVICES AND TEACHING SUSTAINABILITY STRATEGIC RESEARCH CONTRIBUTIONS

UPSKILL AND PREPARE GRADUATES TO TRANSITION EXPAND REACH & IMPACT OF

NTO PROFESSIONAL CAREERS & LEADERSHIP DAR AL-HEKMA
ROLES THAT FULFILL JOB MARKET NEEDS

OUR VISION

A university that takes the lead in education,
development, and creativity to positively
impact the society

OUR MISSION

Graduating leaders and entrepreneurs who
embody the values of the university by
providing an educational environment that
encourages development, creativity,
scientific research and community service

CORE VALUES

« Quest for Excellence

« Appreciation for Knowledge
« Service to Our Community

« Creativity and Innovation

o Vision for the Future
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HUMAN RESOURCES DEPARTMENT

HUMAN RESOURCES DEPARTMENT (HRD) MISSION
The HR mission isd recruit, develop, and retain the best possénigloyees and create a

culture built on commitment to DAH values, competencies, creativity, and diversity.

Recruitment Office

1. Staffing Plan

a. Each academic Department/ Program has to submit-gdiaes Faculty Staffing Plan.
The Faculty Staffing Plan has be reviewed and approved by the School Dean,
Provost, and Head of the Central Academic Advisor Unit.

b. The Staffing Plan shows the required number of faculty members in each Program for
each Academic Year. The staffing plan is based on the expectedmuwhbtidents,
new tracks, new programs, and increasing faculty with the Associate and Full
Professor ranks.

c. Nonacademic departments have to submit an annual staffing plan that shows the
required number of staff with the needed qualifications for thewong year.

d. The HR Director/ Recruitment Officer meets with the Finance Director during the
budget preparation process to confirm the final list of required faculty and staff for
each department with the associated costs.

2. Recruitment Process for fulttime employees

a. In order to obtain authorization to fill a vacant position, the head of the
department/division checks whether or nibe position already exists in the
organizational structure of thiBvision in whichthe position is located

i. If it does notalready existthedivisionalheadinitiates the process of creating a
new position for the following academic year.

ii. If it already existsthedepartmenheadstars the recruitment process.

b. The Recruitment Unit is responsible for reviewing and screealinGVs received
from both internal and external sources

c. ltis advisable that the HR and the hiring department review the job description for the
vacant position before starting the recruitment process.

d. The recruitment process is based on the availalfityualified candidates. In case
there are suitable candidates avail abl
employee based on the HR database, the Recruitment Unit will recommend them
directly to the hiring department.

Human Resources, DartAékma University Employee Handbook

e



e. In case there are no availabl candi dates internally with
employee, the Recruitment Unit will post the vacapnyappropriate social media
platforms, headhunters, and through the University website.

f. Once a candidate passes the interview, Human Resourcesamysbut a reference
check with the HR department and the immediate previous manager.

g. Once a candidate passes all the requirements, the Recruitment Unit is responsible for
preparing, sending, and following up on the job offer. If the job offer is aeddyt
the candidate, the search ends. If the job offer is rejected, the process restarts again.

h. All employees must complete the FEeployment forms which include two sections,
the Health Declaration and Degree Verification.

i. The Recruitment Unit must chetthe following for faculty positions:
I. The availability of budget.

ii. The university from which the applicant's final degree was earned. The
university must appear on the Ministry of Education's list of approved
universities or be accredited in its country.

iii. The mode of study (on campus, ftithe, parttime, etc.). Applicants with
online or distance learning degrees are to be excluded.

iv. The proof of current rank for faculty.

v. Approval of the University Scientific Council from a government University
before hirhg the candidate.

vi. Approval of the University Council before sending the letter to Ministry of
Education (MOE) to confirm the appointment.

j.  The Recruitment Unit must check the following for N&audi facultycandidates, in
addition to the above criteria:

vii. Having proof of 2 years of teaching experience
viii. The availability of an employment visa for international hiring.

k. The Recruitment Unit must conduct the following4eraployment assessmerfiits
administrative positions:

I. English Business Writindssessment as per the required level identified in the
job description.

ii. Typing Assessment.

ili. Computer Skills Assessment as per the required skills identified in the job
description.

iv. Technical assessment, if needed, by the hiring department.
v. Personality Assesnent.
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vi. Initial interview with the HR Director/Recruitment Officer.

vii. For workers and maintenance, passing the Professional Accreditation Test as
per the Labor Office regulations.

3. Recruitment Process for parttime faculty
a. Parttime faculty employment ipossible as per the below cases:

i. when there are specific courses that need a specialized candidate to teach the
course

ii. when there are budget limitations for hiring ftithe faculty
iii. when the candidate not available for fultime employment.

b. Non-citizen qualified paritime faculty candidates may be hired through the Ajeer
portal to have work permits under DAH University. This system is governed by
Ministry of Human Resources and Social Development.

c. As per Ministry of Education (MOE) policy, the maximunorkload to be assigned
for parttime faculty are 6 credit hours.

d. The interview and selection process for game faculty follows the same process as
full-time faculty members.

e. There is a salary scale for péirhe faculty teaching under thdergraduate programs
developed based on academic rank and the years of experience.

4. Government Relation Office and International Employees
a. Upon the applicants' acceptance of the job offer, the Government Relation Office starts
the process of issuing theemployment visa at least three (3) months before the
expected date of reporting date.
b. Government Relation Office facilitatand guidethe new employee through the visa
process.

c. Upon receiving a copy of the stamped visa, the Government Relation bifiks a
flight for the employees at least a week before their reporting date so they have enough
time to settle and accommodate.

d. Upon Arrival:

i. Appropriate arrangements are usually
reception at the airport.

ii. The assigne@ccommodation is usually ready before the arrival of the faculty
member.

e. After Arrival:
I. Once the new employees arrive at the University, the Government Relation
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Office will start processing their lgama (residence permit).

ii. Once the employees' Igama isued, the Government Relation Office will
facilitate the process of opening a bank account with any local bank of the
employees' choice.

iii. The Government Relation Office is responsible for orienting the new
international faculty with accessing and using all the government portals to issue
their family exit reentry visa and to activate their bank account through Absher
portal. Also, to applyor visit visas througtheMinistry of Foreign Affairs portal.

5. Faculty Credentials

a. As per the regulations of the Saudi Ministry of Education (MOE), the University
accepts graduate degrees (Masters and PhDs) provided they fulfill the following
conditions:

. They must be from recognized universit.i
universities.

ii. They must be earned through ftithe, on-campusstudy. Distance learning
and/or online academic degrees are not accepted.

b. At the time of recruitrant, new faculty members must provide the Human Resources
Department (HRD) with the documentation necessary for verification of their
credentials. This includes, but is not limited to, original certificates, official transcripts,
proof of rank, a curriculm vitae, and relevant licenses or diplomas.

c. New non Saudi faculty should submit an official degree certificate verified and
stamped by the Saudi Cultural Mission and the Saudi Embassy in the country they
earned it.

d. New Saudi faculty should submit equigaties  FOpof alll degrees earned abroad.

e. An official transcript should berinted onthe University letterheadndinclude the
following elements:

I. The official seal of the issuing academic institution.
ii. Signature of the appropriate authorizing agemfgrably the university registrar.

f. Obtaining official transcripts (including, if necessary, translation into English or
Arabic) is at the expense of the prospective faculty member.

g. Obtaining an evaluation of the transcripts is at the expense of the University.

h. If a faculty member is teaching in a discipline which requires licensure and/or
certification, heghe is responsible for providing the University with documentation of
licensue and certification issued by the appropriate authorities and for ensuring that
credentials are renewed or updated as required. The University has the right to
periodically request updated documents from faculty members to maintain their
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credential foldes.

i. If the new recruited faculty members delay or fail to submit their credentials to the
Human Resources Department after they are hired and before the end of the
probationary period, the University will considieir contract null and void.

j.  The Universiy reserves the right to terminate immediately a faculty member from
his/herassignment in case of academic fraud or if the verification process reveals that
the mode of study was distance or online learning.

6. Hiring Volunteers

a. Dar Al-Hekma University hirge volunteers for clerical positions to carry out projects
different from the tasks assigned to regular employees.

b. Only Saudi candidates can be nominated and hired as volunteers.

c. There is no contract of employment or services between the Universitysdriced
volunteers.

d. Volunteers must complete and sign a Volunteer Work Agreement and submit it to the
Department of Human Resources.

e. Volunteers do not have to commit to a set number of hours. Working hours are decided
through mutual agreement betweentb&inteer and the immediate supervisor.

f. The University does not have the obligation of offering a job opportunity to any
volunteer.

g. Either the University or the volunteer can end the volunteering period at any time and
without any prior notice. Howevemynless there is an obligation to do so or a
mi sconduct case, it is preferable that e:

h. Volunteers are entitled to request a reference letter from their supervisors, either
during their service at the University after leaving, detailing the skills and
knowledge they acquired through their volunteer work as well as personal qualities
observed by their supervisors.

i. Volunteers are not entitled to have any DAH University items such as office keys,
stamps, nor any damentation belonging to the department where they are offering
their services.
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Orientation and guidance services

1. New Employee Orientation

The University holds an orientation program for new emplsge¢he beginning of each
semester, wieHeads of Divisions and Departments i
main systems and policies.

2. University Identification Card
a. The University provides all new employees with a University Identification Card (ID)
bearing their photograph, name, enyphent number, job title, department/division
and date of hire.

b. Loss of the University ID Card:

I. If an employee loseddiher ID card, heghe must inform the Information Desk
staff.

ii. The employee bears the cost replacing a lost ID card through the accounting
department.

c. Employees are required to return their ID cards to the Information Desk upon
resignation, termination, or neenewal of their employment contracts.

d. Employees must carry their ID cards with them when assigned on a business task
inside/outsidehe University.

3. Probationary Period
a. As per labor law, all new fullime employees are subject to a probationary period of
90 days, which can be extended, upon a mutual written agreement, to a maximum of
180 days.

b. In order to support the new employteesuccessfully pass the probationary period, the
depart ment head eval uat es t he new empl
evaluation is conducted six weeks after the start of the probationary period to give the
employee feedback aboutskner performanceand tips on how to imprové, if
needed. Two weeks before the end of the probationary period, the second evaluation
will be conductedThe department head reports the outcomes of both evaluations to
the employee and the Human Resources (HR) Department.

c. The department head must report cases of underperformance to the Director of the HR
and/or the Executive Director of Finance and Administration. The evaluating head,
the Director of Human Resources and theecutive Director ofFinance and
Administration pintly decide whether tocontinue the employmentof the
underperforming employes not.

d. The HR Department must inform the employee whether or ngtdnbAs successfully
passed the evaluation period, after receiving the joint decision of the peoplermednti
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in item c.

e. During the probationary period, either the employer or the employee can terminate the
employment contract without prior notice.

f. The employee who chooses to terminasgghier employment during the probationary
period will not be entitled tend of service benefits, air tickets, or travel expenses.

g. Part time employees are subject to a tiweek probationary period as stipulated in
their contracts.

h. Upon mutual written agreememt) employe¢ransferred to a different position is also
subjec to a probationary period of 90 days, which can be extendéala maximum
of 180 days.

4. Mentoring Program

a. To achieve an effective onboarding process, the Human Resources Department and
Academic Affairs Teaching & Learning Taskforce have establishétieatoring
Program for DAH employees.

b. The main goal of this program is to provide support and guidance to newsEz4fH
and facultymembers in order to enhance academic excellence and productivity in a
positive work environment.

c. This program strives to helpew/inexperienced employees to:

i. Learn about Dar AHekma University: its surrounding community, policies,
rules regulations and its supporting resources.

ii. Adjust to the new work environment and become an active member of the
university.

iii. Grow and developrofessionally in an environment that fosters teamwork,
creativity and innovative thinking through activities offered at the
department/school and university levels.

iv. Address questions and concerns in a confidential manner.

v. Retain new classified and academbnacademic staff by helping them
become more familiar with the organizational culture, how to accomplish their
jobs, and to be aware of university resources.

vi. Provide a constructive feedback system so that mentees can understand the
impact of theitbehavior on the university.

d. A mentor is a trusted and experienced advisor who has a direct interest in the
development and education of a younger or less experienced colleague at work. The
relationship between the mentor and the mentee is unique. Thernasstones
numerous roles while contributing to a sustaining relationship of shared interests and
goals. This role is totally voluntary and is carried out in addition to other work
responsibilities. A mentor makes a commitment to an assigned mentee hoélgr
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grow into t he organi zationods cul ture

organizatioal member. It is highly recommended that the mentor be selected from the
same department/ school that the mentee belongs to.

e. Mentor Responsibilities:

i
i.
iii.
iv.
V.

Meet regulay with the mentee preferably 23 times per month.
Maintain strict confidentiality.

Listen and give feedback/guidance.

Monitor, review, critique, and discuss potential actions.

Referthe mentee tdheappropriate office for specific informatipwhen
appropriate.

f. Benefits of participating in the program for a Mentor:

iv.
V.
Vi.

Vil.
Viii.

Increased communication about what is happening in other areas of the
university

Gain increased respect and recognition from others in the organization as
individuals who have the ability identify, encourage and promote other
employees

Extend their network to other mentors and mentees

Contribute to the development of employees

Use or develop additional skills not required in current position

Provides a window to "get by giving"

Enhancegour value to others

Encourageyou to set an example, thereby enhancing performance

g. All new academic faculty and neactademic staff will be part of the Mentoring

Program. The effectiveness of the Mentoring Program depends on the active

participation ofboth the mentee and the mentor.

h. MenteeResponsibilities:

i
ii.
iii.
V.

Meet regularly with the mentempreferably 23 times per month
Maintain strict confidentiality

Take responsibility for own growth and success

Accept constructive feedback

i. Benefits of Participating in the Mentoring Program for a Mentee:

i
ii.
iii.
iv.

expand their view of the university and its culture.

connect employees closer to the university and to each other

increase communication among university employees.

career benefits including professional advicenaggerial training, insight into
the organizational culture, networking opportunities, and career exploration
growth in their sense of competence, identity, and effectiveness as a
professional
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vi. provides an outlet to discuss fears and concerns
vii. settingof high performance standards and goals that stimulate personal
motivation
viii. learn to cope with the formal and informal structure of the university
IX. provide a successful and productive integration of new classified and academic
staff to the university.

J.  The Mentoring Program procedures and working sessions will be documented through
forms andchecklistsused and signed by both parties involved in the mentoring
program and submitted to the supervisorshefmentoring programPlease refer to
Mentoring Progam guideline for more information.

5. Recruitment and Onboarding Satisfaction Assessment

a. Dar Al-Hekma University seeks to ensure all employees are effectively and efficiently
introduced to their new positions and the relevant policies, systems and processes of
DAH in order to perform and develop in their roles.

b. The Hu man Re s 0 us Reeraitmebtegnd Ortboamingt Satisfaction
Assessment helps the university managemaintinsightandunderstanding about the
primaryhindrancesfacing the new employe@ orderto helpthe new hires adjust to
the social and performance aspects of their jobs so they can quickly become
productive, contributing members of the organization

c. After the employe@ acceptance of the positiothe Human Resources Development
will begin the onboarding process ensure a smooth and successful onboarding
experience.

d. The HR Department conducts the Recruitment and Onboarding Satisfaction
Assessment interview for new hires after dwmpletionof the probation period
throughthe HR Consultant.

e. The HRDepartmensend the EmployeeOnboarding Surveto the new hirgas the
last step of the Recruitment and Onboarding Satisfaction Assessment for improving
the onboarding process and ensuring the best possible performance, satisfaction and
employee retention rate.

6. Coaching Center

a. Employees at Dar AHekma enjoy the facility of the Coaching Center as it helps them
in more than one way to overcome hurdles, find their true selves, and be in control.

b. Coaching is a goadrientedprocess thahelps employees to be the best they can by
awakening their true power, unlocking their potential and living their true purpose
through promoting their seiwareness and responsibility. It is also key to maximize
personal effectiveness and increase imtliai performance. Coaching can help with a
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varietyof areas related to life and the business environment such adifedr&lance,
selfawarenesgroblemsolving, time management, team building, and staff
development.

c. Coaching can help with variety ofareas related to life and business environment
such as:

i. work-life balance
ii. selfawareness
iii. problem solving
Iv. time management
v. teambuilding, and
vi. staff development.

d. The main purpose of coaching is to empower the employees to take control of every
aspecbf their life along with the acceptance of their personal responsibility that is an
integral part of such a control. A coach primarily shows them how to do this and guides
them through every step of the way.

e. The Coaching Center, under the Human Resouregafmentis responsible for:

I. Arranging informative talks related to personal development in collaboration
with the Performance and Development Unit.
ii. Announcing for speciabffer services of external life coaches.
iii. Announcing internal free coaching session

f. For booking an appointment, employees contact the internal and external coach and
arrange for the coaching session.
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V. Employee Rightsand Duties

A. All Employee Code of Conduct

Dar Al Hekma DAH) is committed to promoting a culture of high professional and ethical
standards. DAH's mission of teaching, research and public service must be caried out
thebestway possible for thenaintenancand advanamentof those standards.

DAHO6s pr oahdeethigal standalds are based on the concepgliteousness
derived from the Islamic normative system, including:

Integrity: Selfaccountabilityy Quest for Excellence Working with Integrity
Knowledge:Appreciation for Knowledgé Lifelong Learningi Preserving
Heritage

Justice: Vision for the Futuré Promoting Harmony Service to the Community

DAH community members must adhere to the Code of Conduct and must bring any
suspected violations of applidla standards, policies, laws or regulations to the attention

of the appropriate officials. Raising such concerns is regarded as a service to the University
and will not jeopardize the community memb

DAH will take appropriate dciplinary action against community members who violate
the Code of Conduct, including termination of employment, service or other relationships
with the University. In some circumstances, civil and criminal charges and penalties can
be imposed.

1. Academic Freedom
DAH is committed to academic freedom and promotes activities that provide opportunities
to pursue the academic objectives of research, teaching, education and scholarship.
University members should be able to communicate informed views antgorgibased
on their learning and study without being censored and jeopardized (ré¥értd®-PP
Academic Freedom).

Academic freedonmplies academic responsibilityhich entails respect for the rights of
others to express their opinions, fairness in expag differing points of viewand
encouragement of critical thinking.

2. Discrimination
DAH provides equal opportunities and guarantees equal treatment to all its members and
applicants regardless of their gender, age, race, color, religion, national origin, social status,
marital status or disability.

3. Harassment
DAH prohibits harassmerand inappropriate behavior of all kinds based on gender, age,
race, color, religion, national origin, social status, marital status or disability.
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4. Integrity
Unethical practices will not be tolerated and initggwill never be compromisedpon
DAH membes must conduct themselves with academic honesty and respect the
intellectual property of others.

Misrepresentation of credentials is unegéhiand will not be tolerate®AH members must
not plagiarizeconduct unauthorized collaborations, fabricate dosots or violate DAH
rules.

DAH employees are obliged to conduct University business taasa with the utmost
honesty,accuracy and fairness. No employee should accept anything of value affered
return for performing higher duties, otherthan the compensation, benefits and
reimbursement of expenses duly authorized by the University.

5. Conflict of Interest
a. A conflict of interest situation arises when an individual is positioned to influence the
Universityobés rel at tymmwayhthapwowd leadh directhy todhet s i d e

A

individual 6s personal or financi al gai n.
b. The interests of DAH must be the first priority in all decisions and actions.

c. DAH administrators, faculty, staind ot hers acting on the |

obliged o:

i. Avoid ethical, legal, financiabr other conflicts of interest and ensure that their
activities and interests do not conflict with their obligationsai@sDAH or its
welfare.

ii. Refrain from unauthorized disclosweany confidential informatioaffectingthe
intentions of the University regarding investments, property acquisitions,
purchasing or contracting for supplies and services.

iii. Refrain from soliciting and accepting personal gifts from imtlials or entities
that provideor seek to provide, sengs or supplies to the University.

iv. Disclose outside activities and interests that have the potential of conflict of
interest.

v. Avoid discussions, decisions or activities, including those related to employment
of immediate family members that involveanflict of interest.

vi. Exercise utmoggood faith in all transactions thewrticipate in while in officand
refrainfrom using their positions or knowledge gained therefrom for their personal
benefit or financial gain.

d. DAH administrators, faculty anstaff are equired to complete and sign a Conflict of
Interest Agreement Form upon signing their contracts.
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6. Financial Reporting
All University accounts, financial reports, expense reimbursements, time sheets and other
documents, including thoselsuittedto government agenci@sust be accurate, clear and
complete and backeag by the necessargupporting documentation.

7. Dress Code
DAH employeesare required tamobserve adress code when appearing in public and
representing the Universitgmployeesvho donot adhere tthe dress code will be subject
to disciplinary action without prior notice.

Females entering the University must be dressed in abayshead scaesin accordance
with University directives. Failure to comply with these directives we#lult in denial of
entry.

Staff members are required to observe the dress code on the University premises during
and outside of working hourfRevealing, transparent, tight fitting and short clothes are

strictly prohibited At aminimum,femalestaff membe s 6 cl ot hi ng must ext
and cover the shoulders at all times

8. University Property
DAH community members are required to safegudrd University property and
equipment to which they have access. Individuals will be held respqresioleherefore
may be required to replace, repair or compensate for any damage of University property
caused by neglectful, witon or careless actionghis includes University property in all
University accommodations.

9. Health and Safetyin the Workplace
University members have a shared responsibility to ensure assaigre and healthy
environment for all University studés, faculty, staff, volunteerand visitorswho are
expected to:

a. Follow safe workplace practicasd report accidents, injuries amasafe conditions
b. Report suspicious activities

c. Protect the environment, including the handling of hazardous waste and other
potentally harmful agents, materials or conditions

d. Comply with the University safety instriigns, as pr the University Safety Manual

10.Fire and Safety in the Workplace
Employees have a responsibility to work and act in a manner which aedsguot only
their own welfare but also that of otlreemployees of the UniversitfEmployees are
responsible for familiarizing themselves \
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Regulations. Any employee found acting iniemesponsible manngor in contravention
of the Universitysafetyregulations will be subject @disciplinaryaction

11.Drugs, Intoxicant & Alcohol
Anyone who is found to be involved in the production, sales, consumption or distribution
of illegal drugs, intoxicants or alcohol wilelsubject to instant dismissal.

12.Smoking
Smokingis prohibitedin all area andgrounds othe University Employees must obsesv
the ANo SmokFamagbudereotcoeply with ANo Smo
will subject the employee @disciplinary action.

B. Faculty Code of Conduct

1. Academic Integrity
Faculty members mube honesttrustworthy, fair, respectfand responsible in their:
a. dealings with individuals within the University amthoever isassociated with .t
b. actions while at DAH anedvhenactinppn t he Uni ver sityods beh:
c. teaching, scholarshignd research
d. use d intellectual property

2. Professionalism

DAH members must:

a. adhere to University policies and procedures

be objective in their workelated actions
be timely in meeting deadlines
engage in professional development
work constantly to improve the qualitf their teaching and knowledge their
field.
maintain confidentiality
meet or exceed the standards of their profession
be positive role models
i. contribute to the advancement of the University

® oo o

Ta

3. Interpersonal Relationships
While interacting with students, staff, faculty, administrators and @éesongelated to
the University omparticipating inUniversity activities, faculty members should be:
a. cooperative
b. encouraging
C. courteous
d. compassionate
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sensitive

fair

openminded

respectful

aware of sociecultural obligations
supportive

k. tolerant

[. tactful

S@ ™o

— —

C. Employee Information

1. Personal Information
The University expects that employees will promptly notify the appropriate personnel
representative of any change in namenbaaddress, telephone number, marital status,
number of dependents or any other pertinent information that may have changed.

2. Privacy of Personal Information

a. The University collects, maintains and uses information about current and former
employees only for appropriate, necessary, and clearly defined purposes. These
include educational, research, institutional and-rglated purposes within the
parameters otie law.

b. The release of the employeesd sensitive
University upper management.

c. The Human Resources Department is responsible for providing safeguards to secure
and protect information from accidental/intentibnaisuse or improper disclosure
within or outside the University.

d. The University releases personal information, other than standard personnel
information, as stipulated in Nag)(only in the following cases:

i. Court orders
ii. Legal processes
iii. Situations suclas employment references or award nominations
iv. Other circumstances specified by the University upper management.

e. All records, containing personal information of current/ former/ prospective
employees established and stored at the University, are thetgropire University.

f. The University is authorized to publish and share directory information in order to
avoid disruptions of the University business operations.

g. The University has the right to share personal information amongst University
members thdbave a legitimate interest in such information.

h. The University reserves the right to shai
entities as required by institutions of higher education and in compliance with Saudi
Arabi ads gover nnolwasdolows:egul ati ons an
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i. Saudi Arabian Governmental bodies (GOSI, Ministry of Education (MOE),
Ministry of Labor (MOL), Ministry of Interior (MOI), Ministry of Foreign
Affairs (MOFA), HRDF, Jeddah Chamber of Commerce and Industry (JCC),
etc.)

ii. Local AccreditatiorBodies (National Center of Academic Assessment and
evaluation)

iii. International Accreditation Bodies

iv. Visa and Travel Agencies

v. Academic credential evaluation service providers, such as Taif University
and/or any other public university providing serviceshsag faculty certificates
verification, faculty appointment, and promotion processes.

vi. Third party service providers such as (HR System Provider, DAH Website,
Medical provider, Archive Provider, online training etc.), and other entities
based on reqgugstt suchase(Acbommodation, Banks, Hotel and
Translation Centers, etc.)

i. The HR releases employeesd information f
the following internal departments:

I. IT Department for system review/ implementation

ii. Accounting Department for Payroll purposes

iii. Quality Assurance for statistical reports for internal and external requests
). The HR stores DAH employeesd records and

copy records are entrusted and stored at a-garty archive provider, with whom HR

signs a confidential agreement that govert
k. Empl oyees aut horized to deal wi t h reco

information are responsible for ensuring confidentiality, emcyrand completeness

of the information.

3. Confidentiality
The University requires all employees to sign a confidentiality undertaking as a condition
of employment, in view of the possibility that they may be privy to information which is
confidential antbr intended for the use of the University only. All employees are required
to maintain such information in strict confidentiality.
Should an occasion arise in which you are unsure of your obligations under this policy, it
is your responsibility to confiuwith your supervisor. Failure to comply with this policy
could result in a disciplinary action, including termination of service.

4. Empl oyeeds Bank Account
a. DAH empl oyees are required to open bank
contracted bank awith another bank within the Kingdom of Saudi Arabia (KSA), for
the purpose of receiving their monthly salary deposits and other payments.
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b. Employees must have the following original documents when visiting the bank to
open a new account:

An Employment Lder including the following information:
@ Empl oyeebs full name
(b) Details of employment (job title and date of hire)
(c) lgama number (nenSaudi nationals), or National Identification number
(Saudi nationals)
Igama (for non Saudi nationals), or Sautdientification Card (for Saudi
nationals)
Passport (for norSaudi nationals)

c. Employees wishing to change their registered bank accounts should submit a clearance
letter from the previous bank to avoid any unexpected commitment. The new bank
accounts infanation must be updated through the Employee Self Service System
twentydays before the end of the month; otherwise, their salary will be deposited to
the previous bank account. In case university or public holidays fall during that month,
employees must wate tke informationthrough the Employee Self Service System
before the payroll is processed for that month.

5. Business Cards
a. The following University officials are eligible to use the University business cards:

i.
ii.
iii.
V.
V.
Vi.

Vii.
viii.
iX.
X.
Xi.
Xil.
Xiii.
Xiv.
XV.
XVi.

The President

Vice-President/Provost/Assistant Provost/Dean of Students/Executive Director
Deans of Schools

Department Chairs

Program Directors

Directors of (Library, University Academic Preparation Program and General
Education Departments)

Administrative Directors

Procurement Unit

Human Resources Department

Marketing and Communication Department

Quality Assurance and Strategic Planning Department

Alumni Relations Office

Admission Unit

Student Development and Community Services Unit

Continuing Education Sales Staff

Any other position, upon the approval of the divisional head of the concerned
department.

b. Eligible employees must complete their probation period before they request a
business card.

Human Resources, DartAékma University Employee Handbook



c. Faculty members can issue business cards at their own expense afietiogrtheir
probation period and upon the approval of the human resources department.

d. Employees who are not included in the abowentioned categories must obtain the
approval of theHuman Resources Departmeagarding the information printed on
the bwsiness card and shoulder the cost of printing those cards.

D. Government Relations
Please refer to Government Relations Maifoafurther details

1. lgama Renewal

The Government Relations Office renews the Igamas of the employees under the
Universityés sponsorship and their depende
responsible to renew it through hawn Absher account The university will cover the

fees.

Employees who have dependents must pay the imposed dependents fees before the
Government Relations Office can process the Igama renewal.

2. Exit/Re-Entry Visa

a. ToissueanExittRentry visa, employees under the
send an embwith their complete request (visa type and validity period) to the
Government Relations Office at least five (5) business days before the day of travel.

b. Employees are responsible for updating the Government Relations Office in case of
issuing a new pagport as the passport number mentioned in the visa has to match the
one in the passport used when exiting the country.

c. The employee should use the ex#ergry visa (single or multiple) within the validity
period (exit before and return before). If thmel oyee di dnodt use tt
he/sheshould email the Government Relations Office and request to cancel it at least
five (5) working days before the expiry date, otherwise, the concerned employee will
be responsible for paying a penaltySAR 1,000.

3. Family Visit Visa

Residents in Saudi Arabia can invite their immediate relatives (Mother, Father, Wife,
Children, Fathemn-Law and Mothetin-Law) on a family visit visaSingle-family visit

visas arevalid for three months, six months or a year and can be extended thheugh
Absher portal after processing the fees.

4. BusinessVisit Visa

Departments planning to invite visitors for a program or a short course should submit an
approved visa requisitioform to the Government Relations Office three months before
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the start date of the event along with a clear copy of the visitor's passport, highest degree,
work experiences and an updated CV.

E. Attendanceand Working Hours

1. Attendanceand Working Hours for Administrative Staff

a. The regular working hours for futlime administrative staff are 40 to 48 hours per
week, as per the employee contract.

b. The daily working hours are Bourdday for five working days from Sunday to
Thursdaywith a total of 40 to 48 hours weekly.

c. Working 6 hours or more on weekendfficial breaks, or during DAH major events,
if required by the Management, could be compensated by granting the administrative
staff lieu leave days or overtime as per the Shabdor Law.

d. Alllieu leave days should be utilized by the end of August of the same year they were
earned and will not be added to the annual leave balance or carried over to the
following academic year.

e. Administrative staff are entitled to 30 minutes day for rest, prayers and meals.

f. Administrative staff must record their working hours on a daily basis using the
employee ID card, fingerprint system, or any equivalent system that the management
puts in use

g. Each administrative staff is entitled 135nutes per day as a delay and up to 60 minutes
per month before any salary deduction is implemeritedger periods of tardiness
will be treated, on a monthly basis, as follows:

. Any accumul ation of 60 minutesoetardine
abovementioned 60 minutes, will result in a deduction from the salary worth
the accumulated minutes.
i. Any accumul ation of 60 minutesd tardine
120 minutes mentioned in itemgdndg.i) will result in a deduction od half
day rate.
iii. Any accumulation of tardiness in addition to the 180 minutes mentioned in
items @, g.i, g.ii) will result in a deduction of a oreay salary rate for every 60
minutes or part thereof.
h. When the University requires administrative stafiviark overtime, the management
will make arrangements to roster the administrative staff for digirttiities.
i. Overtime hours are paid at the rate of 150% of the basic hourly salary.
J.  Any administrative staff who fails to conform to the hours and pattemiodk as
required by the University without a prior approval of the immediate supervisor will
be subject to a disciplinary action as stipulated by the FA.HRRB.Bdministering
Disciplinary Action Policy.
k. The University complies with the Saudi Labor Latipslations regarding absence
from work.
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2. Full-Time Faculty Workloads and Working Hours

a. The regular fulitime working hours of DAH faculty members are 40 hours per week,

and the working days are from Sunday to Thursday.

b. The classes of postgraduate prograarsbe offered on weekdays or during weekends.
c. The teaching load of each faculty can be distributed between undergraduate and

postgraduate programs.

d. I n case a

faculty member i's requested
Fridays and Saturdays part of hs/herload, heghe can choose to take lieu leave or

to decrease the weekly attendance hours by 6 hours.

e.l n case a

faculty member who teaches
Saturdays has an overload, 3/ will be compensated foregloverload hours by the
end of the academic year.

f. Full-time faculty members are required to have the following teaching load as per the

University policy:

1) Instructor/TA

18 credit hours

2) Faculty (UAPP)

18-20 credit hours

3) Lecturer

15 credit hours

4) Assistant
Professor

T

12 credit hours in addition to working on research &
publishing at least one paper per year (one SCOPU
or ISI Index); or

15 credit hours per semester when not working on
research.

5) Associate
Professor

12 credit hours in addition to working on research &
publishing at least one paper per year (one SCOPU
or ISI Index); or

14 credit hours per semester when not working on
research.

6) Full Professor

9 credit hours in addition to working on research ar
publishing at least one paper per year (one SCOPU
or ISI Index); or

12 credit hours per semester when not working on

research.

g. Policy terms for additional appointments/assignments of faculty:

All the administrative assignments below follow the worklead the stipend as per

the DAH Stipend Structure Policy.

1) A faculty member who is temporarily assigned to an academic department

/office/center/clinic or consultancy center and teaching:

a. The Provost /Assistant Provost Nice President / Deans:
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i. The Provost, Assistant Provost, Vice President, Deatudents and
Alumni Relationsand SchooDeans are exempted from teaching unless
there is a need to do that. Each credit hour will be compensated on the
basis of the faculty overload scale after obtainthg Pr e si dent 0 s
approval.

ii. The working hours of thé&rovost, Assistant Provost, Vice President,
Dean of Students and Alumni Relations &uthoolDeansare as follows:

(a) A total of 35 working hours per week with a minimum of 6 working
hours per day over ferworking days from Sunday to Thursday
they have a teaching load.

(b) A total of 40 working hours per week with a minimum of 7 working
hours per day over five working days from Sunday to Thurgday
they do not have a teaching load

b. Department Chairs and Program Directors
I. DepartmentChairsare required to teach 6 credit hours per semester.
ii. ProgramDirectorsare required to teach 9 credit hours per semester.

iii. In case @epartment Chair or a Program Direcisrassigned to teach
more tlan the assigned teaching load per semesteshéheatill be
compensated for each credit hour on the basis of the policy of Overload
Remuneration Scale for Ftlime Faculty.

iv. The working hours obepartment ChairandProgram Directorsire as
follows:

(a) A total of 30 working hours per week6 working hours per day
over five working days from Sunday to Thursddythey have a
teaching load and research.

(b) A total of 35 working hours per week with a minimum of 6 working
hours per day over five working daysfin Sunday to Thursdaif
they have a teaching load only.

2) A faculty member who is originally hired as a director or a manager or who is
seconded or transferred to a raxademic and a neteaching position:

a. will not be entitled to a stipend.
b. will have 8working hours per day and will be exempted from teaching.

c. will be compensated for any assigned teaching as per the University
Administrative Staff Teaching as a Rditne scale.
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3) If a faculty member is assigned as a Legal Advisaas the official lawyer of the
University:

a. Hefhe will be entitled to a stipend as per the DAH Stipend Structure
Policy.

b. His/herteaching load will beeduced by threeredit hours.

c. The working hours of such a faculty member, in this case, will balbase
on his/heracademic rank.

4) For other cases, the teaching load, and the working hours will be suggested by the
HR department in consultation with tiReovost and the final decision will be
jointly made by theExecutive Directoof Financeand Administrationand the
President

5) Any Dean/Department Chair/Program Direcidro does not wish to be involved
during official breaks and isther annual leave with the
di vi sion6s/ department 6s/ progr amos oper
attending meetigs, and solving problems, should delegate the responsibility of
those tasks to another membettw division/department/ program. In this case,
the stipend that th®ean/Department Chair/Program Directeceives will be
reduced by 50%.

h. Faculty Underloaénd Overload:

i. A facultymember who is teaching more thais/herregular workload hours
during any semester, is entitled to an overload compensation by the end of the
academic year as per the policy of Overload Remuneration Scale fdrifrell
Faculty.

ii. A facultymember who is unddoaded during any semester must make up for
the number of unddoadedhours in the following semester.

iii. The maximum overload credits for any faculty member are 18 credits in total
each semester. Any faculty who exceeds 18 @édis to obtain the approval of
the Department Chajithe SchooDeanand theProvost

iv. The overload compensation is paid at the end of the Academic Year.

v. Prior approvals of the respectiiz@anand theProvostare required for any
exception to this policy.

vi. Any Department Chair/Program Directwho needs to assign a course to a
faculty member from another department or program should obtain the approval
of the concerne®epartment Chair/Program Direcfarior to agreeing with or
making an offer to the concerned faculty member.

vii. Any nonteaching academic assignment to a faculty member such as course
developmentgurriculum review, and/or work on accreditation, could be
considered as part of the load irsedhe faculty is unddoaded.

Human Resources, DartAékma University Employee Handbook



viii.

The concerne®eanand theProvostmust approve the number of credit hours

of such an assignment.

If the total workload exceeds the teaching load in the case mentioned in item F
above, the faculty member will be compensated as per the policy of Overload
Remuneration Scale for Fullime Faculty for course development, and/or
curriculum review, and anydecationalkconsultancy services.

i. Implementation of Workload and Working Hours

The University has the right to assign relevant tasks including teaching in other
departments to any faculty member who does not have a full teaching workload.
Table (1) below sbws the total working hours, distributed over main work
duties, of fultltime faculty members per rank.
Faculty members have the right to spend preparation, grading, and research
related working hours off campus at the discretion ofXepartment Chair,
SchoolDean and the Provagstho all have the right to revoke this privilege, if
needed.
Each faculty member who is a Ph.D. holder has to do research and publish at
least one paper per year (one SCOPUS or ISI Index).
(a) The research proposal forms have to biensitted at the beginning of the
academic year within the first month of the fall semester.
(b) The Research Centavill follow up with the faculty until heshe publishes
the paper.
(c) The paper has to be submitted by the end of April.
(d) Depending on the progressported by theResearch Centea faculty
member who fails to publish will be asked to teach 3 or 6 credit hours during
summer or the following semester.

Table (1) Faculty Professional Duties by Rank

: : Preparation .
Academic Rank Teaching | Office and Grading Adwsmg'and/or Research *| Total
Load Hours Committees
Hours
Instructor/TA 18 10 12 0 0 40
Lecturer (UAPP) 1820 8-6 12 2 0 40
Lecturer 15 10 10 5 0 40
Assistant Professor
/ Associate 12 9 10 5 4 40
Professor Doing
Research
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Assistant Professor
Not Doing
Research

15 10 10 5 0 40

Associate Professor
Not Doing
Research

14 11 10 5 0 40

Professor Doing
Research

9 10 10 5 6 40

Professor Not
Doing Research

12 13 10 5 0 40

* The research must be registered through the DAH research committee.

V.

Vi.

Vil.

viii.

Table (2) below shows the average number of hours per day thatientull

faculty member, as péis/herrank, must spend on campus. These hours cover
teaching, office hours, advising, and/or assignments on committees.

Full-time faculty members must coilepe the total fultime working hours as
stipulated in Table (1) over the five working days.

The program director, department chair, School dean, and/or praxgsthe

right to ask any faculty member to work beyond the stipulated weekly average
working hours indicated in table (2).

The stipulated working hours per day
the total of average hours on campus per week must be completed as indicated
in table (2).

In case of an approved leave(s), the total numberwkhequired per week will

be calculated on the basis of the number of worked days.

Table (2) Faculty Working Hours by Rank

Academic Rank + Office Hours (On Average) Per Day

Total Number of Teaching
hours

+ Advising and/or
Committees

Instructor 18+10+12= 40 hours/week | 40/5=8 hours/day

Lecturer (UAPP)

18+8+2=28 hours/week 28/5=5.6 hours/day = 5

20+6+2=28 hours/week hours and 30 minutes/day

Lecturer

15+10+5= 30 hours/week | 30/5=6 hours/day
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Assistant Professor/
Associate Professor Doing

12+9+5= 26 hours/week

26/5=5.2 hours/day=5
hours and 15 minutes/day

Research

Assistant Professor Not
Doing Research

15+10+5= 30 hours/week | 30/5=6 hours/day

Associate Professor Not
Doing Research

14+11+5= 30 hours/week | 30/5=6 hours/day

24/5 =4.8 hours/day =5

9+10+5= 24 hours/week
hours/day

ProfessorDoing Research

Professor Not Doing
Research

12+13+5= 30 hours/week | 30/5 =6 hours/day

X. Upon the recommendation of tReogram Director, Department Chaind the
preliminary approval of thBeanof the concerned School and the approval of
theProvost a faculty memberdés teaching
more of the following factors:

(a) Class size and other related classroom issues.
(b) Nature of the course.
(c) Level of advising or contaetith students.
(d) Involvement in approved projects.
(e) Studying for a doctorate degre@ maximum of 6 credits for the whole
period of study.
j.  Responsibility of Monitoring the Workloads:

|l oad

I. EveryDepartment Chaiis responsible for assigning and monitoring the

wor kl oads of the departmentds faculty
with the workload requirements. TRepartment Chaishould also make sure
that other academic duties are assigned equitably atherfgculty members in
the department.

ii. EveryDepartment Chaimust report all faculty workloads and under loads to
the Deanof the concerned School and seek the approval d?rineost who
must report these workloads to the Department of Human Resources.

iii. EveryDepartment Chaishould notify, in writing, théeanof the concerned
School of any under loaded faculty members clarifying the reason, the
justification, and the steps being taken to remedy the situatiorD&#eof the
concerned School should suib the notification to thérovostfor approval.
The Office of the Provost should send the approval to the Department of Human
Resources.

iv. TheHeadof theCentral Academic Advisor Unwill verify the workload of
each faculty against the plan of study, m@mof faculty, number of sections,
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and number of fultime/parttime faculty under the supervision of the provost.
k. Consultingservices and outside employment are treated as per the University Policy
FA.HR.23.0PP Outside Consultancy Services.
I. Failure to omply with the required hours of attendance will subject faculty members
to administrativeaction as per the DAH policies, FA.HR.1P® Administering
Disciplinary Action and FA.HR.12:@P Contract Termination.

m. Facultymembers who are fresh graduates iith st er 6 s Degrees coul
teaching assistants or |l ecturers based o]

F. Job Policies

1. Renewal of Contracts
Contracts may be renewed by mutual consent of the University and the employee as
stipulated in the employment contract.ciaise of contract renewal, the employee has to
sign and return the new signed contract to the HR Department within a period of maximum
two weeks from the issuance of the new contract. Failure to do so will render the contract
null and void.

2. Emp | o yRedsgnsitidn
a. Employees intending to terminate their contracts before the end of the contract period
must provide the University with a written notice within the following time limits:

i. Sixty days prior to the termination date of staff contracts;
ii. Four months prior to the termination date of faculty contracts.

b. Employees who do not respect the required notice period must pay the University an
amount equal to the employeebds salary di
entitled to air tickets.

c. Employees are entitled to emal-service benefits, as per Article 85, Part V of the
Labor Law of Saudi Arabia, as follows:

i. Onethird of the award if hahe served a period of not less than two consecutive
years and not more than five years;
ii. Two-thirds of tre award if heshe served a period of more than five consecutive
years but less than ten years;
iii. The full award if heshe served a period of ten or more years.

d. Employees must submit a letter of resignation addressed to the divisional Vice
President/ Provoddean of Students or Department Director/Chair and Dean of
School with the following information:

i. Name of the employee amas/hertitle;
ii. Date of resignation and the period of resignation notice being given to the
University;
iii. Date of the last day of work;
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iv. Reason for the resignation;
v. Address of the employee after termination of employment.

3. Non-Renewal of Contracts by the Employee
An employee who does not want to renleis/hercontract is required to give notice in
accordance with the terms bfs/herservice contract; this is threeonttsd0 n dofdri c e
faculty and two monthso6 notice for staff.

4. Non-Renewal of Contracts by the University
The University has the right not to renew the contract of an employee when the contract
expires by giving notice in accordance with the contract terms as duly stipulated in the
employment contract.

5. Contract Termination
1. The University has the righttotei nat e an empl oyeeds contr a
notice, depending on the circumstances of the termination.

2. The Department Chair/Director and the respective YAmsident/Provost/Dean of
Students must consult the Director of Human Resources when aimgian employee.
The Director of Human Resources is responsible for ensuring adherence to the proper
process and making sure that the action taken complies with the employee's contract of
employment and the Labor Law of the Kingdom of Saudi Arabia.

a. Terminating an employee with notice

I.  The notice period for terminating employees is two months for staff members
and three months for faculty members.

ii.  The University will pay a compensation/indemnity of 2 months basic salary for
terminati ng e mypperdhe ariécié@ 37 ottlwerLabor dawtin the
Kingdom of Saudi Arabia.

iii.  The University pays gratuities and end of service benefits to terminated
employees as per Articles 84, 85, 86, 87 and 88 of the Labor Law of the
Kingdom of Saudi Arabia. The Universitaps the employee an endl-service
indemnity of a half a monthds sal ary
mont hés salary for each of the subsequ
of the last salary.

b. Terminating an employee without notice

i. The University has the right to ter min
without notice, whereby the indemnity will be forfeited in cases of serious
misconduct or in case of committing serious errors.

ii.  The following cases are considered serious miscondu@ommission of
serious errors, as per Article 80 of the Labor Law:
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1. Assaulting the employer, the manager in charge or any superiors during
working hours.

2. Failing to perform essential obligations stipulated in the work contract,
or to obey orders, ateliberately failing, in spite of written warnings, to
observe instructions related to the safety of work and employees as clearly
and repetitively posted by the employer.

3. Committing any form of misconduct or an act infringing on honesty or
integrity.

4. Deliberately committing any act with the intent of causing material loss
to the employer, provided that the latter | reports the incident to the
appropriate authorities within twentgur hours from being informed of
such an occurrence.

5. Resorting to forgery inorder to get the job.

Being hired on probation.

7. Being absent without valid reason for more than thirty days in one year or
for more than fifteen consecutive days, provided that the dismissal be
preceded by a written warning from the employer to the erepl@jter
the latter has been absent for twenty days in the first case and for ten days
in the second.

o

8. Unl awfully taking advantage of oneds
9. Discloses work related confidential industrial or commercial
information.

iii.  Employees teninated without notice are given the chance to object to the
termination stating their reasons for objecting.

6. Handover and Clearance

a. When an employetansfers or leavesis/herjob for any reason, a proper handover
process must be carried out in order to ensure a smooth transition and avoid
administrative and or operational disruptions.

b. The Handover Form is the proof that the handover was officially and properly carried
out. Ths form must be signed by the employee leaving a position, the employee
assuming taposition,andthe departmeit and divisional heads concerned.

c. As part of the handover process, the employee who is either leaving the University or
has been transferréa another position, must hand over the following to the employee
assumindis/herposition:

i. Hard and soft copies of all documents, machines, tools, and keiggher
custody and softcopies of all correspondence.

ii. Endorsed lists of external contactssappliers.
iii. An explanation of all pending projects.
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d. The employees who should fill out a clearance are:

i. Departing fulttime (FT) employees.
ii. Departing partime (PT) employees at the end of their contract.
iii. Retuning FT faculty at the end of each academic.year

e. The departing employee has to submit the required Handover Form and clearance
request within two weeks maximum before the end of his/her contract.

f. The Department of Human Resources (HR) will process the clearance request of the
departing employee oncereceives the signed Handover Form.

7. Exit Interview

a. The Human Resources Department schedules exit interviews with employees leaving
the University during the last month of their employment.

b. The Human Resources Department ensures that employeggoaneed that their
participation is voluntary and has no negative consequences.

c. The exit interview consists of two parts: the first part is a questionnaire designed to
measure the employeeds satisfaction with
remuwneration, relationships, training and development, and management. The second
part is an interview with the HR consultant or the HR Director to look into the gathered
information, understand the employeebs ¢
reasongor leaving the University, and discuss the findings of the questionnaire.

d. The exit interview records are kept confidential and employees are assured that the
provided information is presented to the management in an anonymous aggregated
form.

e. The HR Cosultant generates a report summarizing the findings of the exit interview
including an analysis of the questionnaire.

f. The Human Resources Department and the HR Consultant are responsible for
generating the annual report of the exit interviews and devejapcommendations
in coordination with the Quality Assurance and Strategic Planning Department.

g. The Human Resources Department submits the final annual report to the University
Quiality Assurance Committee through the divisional head for review and slmtus

h. The Quality Assurance and Strategic Planning Department sends the agreed upon
recommendations to the concerned divisional heads to include in their Improvement
Plan (IP) for subsequent years.

i. The President provides the Chairman of the Board of Tesag®OT) with a report on
senior management members leaving the university, if requested.

8. Gift Policy and Disclosure Register

a. All University employees are prohibited from soliciting, accepting or receiving any
gi fts, from anyon e lyorindiractiyyaccoragng o thé tarms of vy , d
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the procedures prescribed in this policy.

b. Any employee, who is in a position or situation that does not allowhbr to refuse

a gift should report the acceptance of the gift within thirty (30) days.

c. Employeesnust mandatorily register, within 30 days, any gift that they receive whose
value is above SR 500 in the DAH Gift Register, usingrétevant form Types of
gifts include, but are not limited to, monetary gift/s; gift/s of appreciation; official
gift/s; token gift/s; prizes, and gift/s of hospitality, from any internal or external.party
d. Employees who do not comply with the above, will be referred to the Human

Resource®epartment and will be subjected to disciplinary consequences.
e. Employees must repatt their direct supervisor any incidence that they witnessed of
an employee accepting a monetary gift from another employee.
f. Employees must not accept any gift/s or benefits for their own personal interest or that
of their family members, so that theirrfigmance, the natural flow of their work,
and/or decisions regarding the University will not be affected.

g. Employees representing DAH University must not accept personal gift/s from service

providers throughout the contract agreement period.

h. Employees mustot ask any external parties for any personal gift/s; otherwise, they

will be cautioned and will receive verbal and/or written warning delinedtieg
consequence based on the nature and value of the gift received.

i. Employees who receive gif/smuste gi st er

the giftl/s

and submit it to different divisions according to the table below:

Type of Gift/s Received

Placement

Monetary Gift/s Accounting/ Gift Registry Account

Gift/s of Appreciation Respective Division

Official Gift/s holding DAH name | K¢ SPective Division
Office

Of ficial Glft/S'Employee(“)s Oof ficel H

name

Token Gift/s Respective Division

Prizes President Office/ Provost Office/Student
AffairsDeandés Of fi ce

Gift/s of Hospitality Empl oyeeds Officel/H

J. Offering Gifts:

i. Department Chairs, Program Directors, Division Vice Presidents, Dean of
Students, Dean of Schools and the President, who act as representatives of the

us

University, have the righo offer gift/s to external parties for a maximum value
of two-thousand Saudi Riyals (SR 2000) or its equivalent provided that such
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circumstances do not create a conflict of interest on behalf of the employee or
the University.

ii. The Department Chairs, Pmagn Directors, Division Vice Presidents, Dean of
Students, Dean of Schools, and the President may offer a gift whose value
exceeds twdahousand Saudi Riyals (SR 2000) or its equivalent only if funding
has been provided by a sponsor for such a purposedpdithat such
circumstances do not create a conflict of interest on behalf of the employee or
the University.

iii. The President must approve all gift/s that will be offered by any representative
of the University to any individual or organization.

9. Distribution of Employee Rights Upon Death

a. Upon joining the University, employees must provide the HR Department with the
names and contact information of immediate relatives (next of kin) to be contacted in
case of emergency including the empl oyee:

b. Il n case of any empl oyeebs death, the Uni
kin to submit the following:

.. an I nventory of Inheritance fACertificat
estaté that has all the names of the inheritors duly recaghand certified as
per the laws and regulations of the country of the deceased employee.
i.a Apower of attorneyo that authorizes
rights.
iii. abank statement and clearance in case the deceased employee had a loan.

c. In case of the death of a Saudi employee, the University, through its counsel,
distributes the final payment and rights of the deceased employee to the Labor Office
or to one of the employee's heirs who h
empl oybte 6s r

d. In case of the death of néBaudi employee, the University calculates and submits the
empl oyeeds final settlement rights, as p
his/herembassy in Saudi Arabia.

G. Benefits
1. Social Insurance

a. All full -time and partime Saudi employees of the University must be enrolled in the
General Organization for Social Insurance (GOSI) on commencement of their
employment with the University.

b. The contribution for the annuities branch for Saudis shall be fixezl at.¢dp di the
wages, of which (11.75%) shall be covered by the employer and (9.75%) to be
deducted from the employee's monthly sal@#gsic salary + housing allowance).
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All employees of the University must be enrolled in the occupational hazards social
insurarce system.

The contribution for the occupational hazards branch is fixed at two percent (2%) of
the wages of the insured, the payment of which is the responsibility of the employer.
The above contribution shall be calculated on the basis of the basicaad housing
allowance.

As per the regulation of the General Organization for Social Insurance, GOSI, monthly
payment should be discontinued during an unpaid leave.

2. Medical Insurance

a.

The University provides medical insurance coverage to altifok/ parttime, Saudi

and NonSaudi employees.

Saudi employees can get medical insurance coverage for their dependents if they are
not coveredy any insurance.

The NonSaudi dependents who are under any
coveredwith medicdinsurance.

The Council of Cooperative Health Insurance (CCHI) standards/regulations are the
reference that will determine the provisions of medical coverage and the
corresponding terms and conditions.

3. Housing

a.

d.

The University provides a housing allowanc e qui val ent t o three
for full-time Saudi employeesand non-Saudi employees who are married to Saudi
nationals, mother of Saudi nationals or daughter of Saudi mother.

The housing allowance for fulime norSaudi locally hired emplaes is fixed rate

as per job grade stipulated in the contract.

The University provides two options for ftlme internationally hired employees:

I. Housing Allowance: a fixed rate of SR 30,000 per year with an additional
benefit in the first contract only:
a. SR 20,000 as furniture allowance for the faculty accompanied by their family
b. SR 15,000 for the single faculty
ii. Housing Unit:
House Type Criteria
2 bedrooms Accommaodation faculty accompanied by their family
1 bedroom Accommodation Single/ small familymembers faculty
c. If an employee requests a larger housing unit, but is not entitled to it as per
the above criteria, h&le must cover the difference.
Locally hired norSaudi employees can opt to receive a housing unit instead of a
housing allowance based the following criteria:
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i. Ten years of work experience at the University.
ii. Associate Professor rank or higher (for faculty only).
iii. Having a current managerial position.
iv. Available budget.
v. Availability of a housing unit.

e. The University provides two optiorier employees who are living in the compound:
either to avail of Universityds transpor
transportation allowance as agreed with Human Resources Department at the time of
signing the contract.

f. For couples who afgoth employees at the University, the housing allowance/unit will
be granted to one of them.

g. The details of the housing allowance and method of payment are specified in the
empl oyeeds empl oyment contract.

h. In case of termination or resignation of an emypk, heshe must evacuate the housing
unit within maximum one month after the effective datehaf/hertermination or
resignation.

i. In case of nofrenewal of the Employment Contract, the employee must evacuate the
housing unitwithin maximum one month from the end of taeademic year's last
semester.

4. Education Allowance

a. The University will payeducation allowancap to atotal ofthe belowper year for
tuition fees for children (aged 1B).

I. Faculty: SR 30,00QThirty Thousand Saudi Riyals)

ii. Administrative Directors: SR 15,000 (Fifteen Thousand Saudi Riyals)
iii. Administrative Managers: SR 12,000 (Twelve Thousand Saudi Riyals)

b. These fees are payable only for those whouadetaking their education in Sdi
Arabia. Payment will be made upon submission of related documents (e.g. invoices).

5. Empl oyeesd6 Loans
a. Eligibility:
i. Only afull-time employee is eligible to apply for a personal loan after the
completion of one year.

ii. An eligible employee is entitled taish a loan if heshe is in dire financial
circumstances.

b. A full-time employee may request an inteffiese loan up to a maximum of 50% from
his/her End of Service (EOS) amount.
c. The employee has to papck the amount through monthly payroll deductiore,
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exceeding 50% of the monthly salary after signing a mutual loan agreement with the
accounting department stating the monthly deductible amoushtehleas to pay.

d. If the employee requests a loan more than 50% of his/her end of service amount,
approvalsfrom the Executive Director of Finance and Administration and the
University President are required.

e. Granting the loan is based on the availability of the University cash flow.

A loan must be redeemed in full before another one is considered.

g. A loan shouldbe redeemed over maximum period of one year from the date of
receiving the | oan. I n case of an empl c
repayment of the loan for more than one year, approval from the Executive Director
of Finance and Administratias required.

h. In the event of the death of the employee who has requested a loan, the accumulative
leave benefits and the rest of EOS will be used to redeem the remaining owed amount.

i. Employees requesting a loan for the first time will have a priority t@adean over
other employees.

.

6. Retirement and End-of-Service Award

a. Dar Al-Hekma University registers all employees, on the date of their hire, in the
system of the General Organization for Social Insurance (GOSI) in accordance with
the Saudi Government regulations.

b. GOSI was established to implement the provisions dkthen gd o més Soci al I
Law and complete the process of achieving the compulsory insurance coverage,
collecting contributions from employers, and paying benefits for the eligible
contributors or their family members.

c. The Annuity Branch is mandatory arid applied to Saudi employees with a
contribution rate amounting to 21.50% of the contributory wage, of which the
empl oyeebs share is 9.75%, and the Unive.l

d. TheHuman Resources Departmentist provide any documents required by GOSI
forr processing retired employeesd benefit:

e. Retirement pension as per the GOSI regulations
A Saudi employee is entitled to a retirement pension providehéishemeets the
following conditions:

I. Having attained the age of sixty or over.
ii. Having stoppedray engagement in any work subject to the scheme.
iii. Having completed a contribution period not less than (120) months.

f. Saudi employees must communicate directly with GOSI representatives regarding the
retirement regulations and benefits.

g. Gratuity and End-of-Service Benefits
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i. The University provides gratuities and eoidservice awards to all employees
in accordance with the Labor Law of the Kingdom of Saudi Arabia (articles 84,
85, 86, 87 and 88).
ii. Theendof-ser vi ce awar d c ogpayfos éash ofdhe firstvé f a n
years of employment and one montho6s pa)
iii. Theendof-ser vi ce award is calculated on the
before retirement.

H. LeavesTypesand Air Ticket Entitlement
1. Faculty Annual Leave

a. Full-time faculty members who join the University at the beginning of the Fall
Semester are entitled to 60 calendar days of paid leave per year, equivalent to 5 days
per calendar month.

b. Faculty leaves must be taken during the summer season. The leave schedule (start and
end dates) is determined by the University calendar for that year.

c. Faculty members are not permitted to take their annual leave while classes are in
session.

d. Faculty membrs who join the University during the Spring Semester are subject to
the following provisions:

i. Faculty members are entitled to an accrued annual leave calculated on the basis
of 5 paid leave days per month.
ii. Faculty members might be assigriedteaching ad/or administrative
assignment.
iii. Faculty members will be paid full salary for teaching regardless of the teaching
load.

e. Full-Time Faculty Teaching in Summer Semester:

Faculty members who teach more than 6 credit hours in the summer session are
remunerateas follows:

i. A four-week session will be paid 50% of the basic salary per three (3) credit
hour course.

ii. A six-week session will be paid 75% of the basic salary per three (3) credit hour
course.

2. Staff Annual Leave

a. Full-time administrative staff members are entitled to a paid annual leave as per the
following:

i. Grade (10 11): 36 calendar days
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ii. Grade (7-9): 33 calendar days
iii. Grade (1- 6): 30 calendar days

b. Employees must obtain the approval from their direct suparyrior to filling in the
electronic annual leave request. Employees must not take a leave before filling in the
electronic request for that leave. No leave claims will be accepted after resuming work.

c. The Department Director must organize the leavengaments and coverage
schedules in such a way to maintain the continued efficiency of departmental
operations.

d. Employees are not permitted to carry their unused leave into the next employment
year. Any unused leave will be forfeited if not used by theafreligust 31.

e. Weekend days that fall in the middle of an annual leave are deemed part of the
empl oyeedbs annual | eave bal ance.

3. Air Travel Tickets for Non-Saudi Employees:

a. The University provides return Annual Tickets to f®audi employees who are under
the University sponsorship for traveling
hire at the most economical fare structure available at the end of each academic year
to start booking from the month of April.

b. The empl oyeesd depe en aadntiledtosApmual Sicketsafn d ¢ h
they are under the empl oyeebds sponsor shipg
for a maximum of two children up to the age of 18 years.

c. Non-Saudi guards, drivers, maintenance, and nursery staff are entitee tiicket
every two years.

d. Non-Saudi employees who are married to Saudi nationals, mother of Saudi nationals
or daughter of Saudi mother are not entitled to annual tickets.

e. Faculty and Staff (exclude categes mentioned in item)cwho are under the
University sponsorshigreentitled for a round trip ticket and a single exit reentry visa
in the summer of every academic year. Moreover, no ticket encashment will be paid
in case the employee was unable to travel because of any unexpected circumstances.

f. The Government Relations Office will assign a specific travel agency to book all the
flights for the employees and their dependents.

g. Employees requesting a travel destination other than their point of hire will be required
to shoulder the difference price of the ticket, if any.

h. Employees who will go on a final exit visa in case of contract-reoewal or
resignation are entitled for a omay ticket along with their dependents to the point
of hire, unless they have used their entittement earlier gltinm academic year.

i. Employees who transfer to another sponsor within the Kingdom or resign before the
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end of their contract period, or resign without giving the notification period as per their
contracts are not entitled to Annual Tickets. In case theg hlready used their ticket
entittement during the academic year, the amount paid for the air ticket will be
deducted from their final settlement.

4. Delaysin Reporting Back to Work

a. An Employee (Faculty member or Administrative Staff) who is unablestome work
as scheduled must immediately notifig/herDepartment Director/Chair and request
a leave extension.

b. Employees must submit a formal written justification for the delay to Drepartment
Director/Chair.

c. If the Human Resources Department deiees that the delay was caused by
circumstances beyond the employee's control, the additional days are debited against
the employeeds current or future | eave b

d. The Human Resources Department has the right to treat the unaccepted reasons for an
ovestayed period as leave without pay and invoke disciplinary action including, but
not limited to, dismissal.

5. Sick Leave

a. The sick leave regulations at the University include Articles 82 and 117 of the Labor
Law of the Kingdom of Saudi Arabia.

b. A full-time employee who is absent due to certifiable health reasons qualify for the
following sick leave benefits during a single year, whether such leaves are continuous
or intermittent. A single year begins from the date of the first sick leave submitted:

i. Sick leawe with pay for the first 30 days;
ii. Sick leave with threguarters of the salary for the subsequent 60 days;
iii. Sick leave without pay for the following thirty days.

c. A sick |l eave up to five days can be take
immediate family: spouse, parents, ahddren.

d. An employee must submit a comprehensive and certified medical report for any sick
leave to the University.

e. Notification of Absence due to Sickness

I. An employee must notify the department head of hissitgness on the first
day of absence or earlier, if possible, and submit the leave request through the
Employee SelService System (ESS)Vith the exception of special
circumstances, this notification must be made before the duty hours of the day
commencen order to enable the department head to arrange for adequate staff

Human Resources, DartAékma University Employee Handbook



coverage in the department.
i. The Department of Human Resources ( HR)
absence as unauthorized which will lead to disciplinary action if the employee
fails to notify his/her department head in advance or does not submit a medical
certificate issued by a Universiguthorized specialist.
f. Absence during the Annual Leave

i. An employee who falls sick while dnis/herannual leaves must obtain the
approval of tle Director of HR to consider the period of sickness as a sick leave
and credit that period tois/herannual leave balance accordingly.

ii. An employee who falls sick at the endhié/herannual leave must immediately
notify the department head to obtain @pm@val for the extended period of
leave.

g. Absence Outside the Kingdom of Saudi Arabia

I. An employee who returns to his/her home country on a sick leave, or whose
annual leave or business leave is prolonged because of sickness for a period of
more than tenalys, must be medically examined and pronounced fit before
returning to Saudi Arabia.

ii. An employee must submit a full medical report certified by the Saudi Embassy
to theDirector of HR prior to returning to work. The University management
must be assureddhthe employee is medically fit to work befdre/shds
allowed to return to the Kingdom.

h. Sick Leave for Urgent Medical Treatment Outside the Kingdom

i. An employee who applies for a sick leave travel outside the Kingdom which is
granted for urgent medictieatment or for compassionate reasons in case the
employee needs to be at home when undergoing the treatment, must procure the
approval of the President in advance.

6. EmergencylLeave

a. Employees are entitled to five (5) days of emergency leaveqmdractual year, in
addition to an annual leave and customary holiday entitlements.

b. Emergency leaves are granted in the following cases:

i. Upon illness of an immediate relative (father, mother, brother, sister, spouse,
children, grandparents);
ii. In case of m@r accidents, such as fire at the place of residence or a similar
disaster;
iii. At the discretion and approval of the supervisor.

c. If an employee has no remaining emergency leave balance, or if he/she has an
emergency leave balance, but the superdees @t accept the empl oy
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for taking an emergency leave, the following applies:

. The | eave days wil/l be deducted from tl
subject to the approval of his/her respective supervisor. If the staff member does
not hawe any remaining annual leave balance, he/she has the right to apply for
an unpaid | eave after obtaining the apj
heads concerned.

ii. Since faculty members cannot apply for an annual leave other than the summer
vacation, they have the right to apply for an unpaid leave after obtaining the
approval of thédepartment Chaiand the SchodDean

d. Weekend (Fridays and Saturdays) that falltime middle of an emergency leave are
not considered part of the emergency leave.

7. Death in the Family Leave
a. In case of a death in the immediate family, employees are entitled tegajnMeave.

b. The immediate family includes the employee's spouse, gsagrandparents, siblings,
children, and grandchildren.

c. In case of the death of the husband, the following applies:
i. Muslim employees are entitled to a paid leave for four months and ten days.

ii. Non-Muslim employees are entitled to a paid leave of 15 days.

d. The employee must submit the leave request along with a document proving the death
of the family member through the Employee S&dirvice System (ESS).

e. Weekemnls (Fridays and Saturdays) that fall in the middle of the death in the family
leave are not cordered part of the deaih-the-family leave.

f. In case of the death of a relative who is not an immediate family member, employees
are permitted to take time off from their annual leave balance or to take an unpaid
leave.

8. Business Leave

a. Employees who are on a business leave for an official assignment or mission for the
University need the approval of tiepartment Chair/Directcaind Dean of School
/Divisional head.

b. Employees must submit a leave request through the system prior to taking a business
| eave. Failure to do so wil/l result i n coc
absence, which will elicit a disciplinary action.

c. Back to Office Report
An employeenho travels on a business leave to carry out a University assignment or
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mission must submit the Return from Leave notification through the ESS and attach

the Back to Office Report Form no later than two weeks after returning from the trip

and resuming dids. Failure to submit the repontay result irthe cost of the business

trip beingdeducted from the employeeds salary.
includes the following:

I. Objective of the trip
ii. Duration
iii. Outcome of the activity
Iv. Issues or points for fute follow up.

d. Business Leave Tickets

I. For all approved business trips, employees are entitled to air tickets in the
following classes:
a. President First Class
b. Vice Presidents, Provost & Dean of Studérsisiness Class
c. Associate and Full Professar8usiness Class
d. All other employee$ Economy Class
ii. If employees with different rankings travel together on a business trip, air
tickets will be issued to the whole delegation according to the higher rank.

e. Per Diem Allowance

I. The University pays employeesweling on a business trip a per diem
allowance as follows:
a. The President: T he University arranges f
accommodation and transportation and pays the per diem allowance.
b. All other employeeshave the choice to select one of the following
options:
- Getting the full per diem allowance if they arrange for their own
accommodation, or
- Getting half of the per diem allowance if they are sponsored by the
host organization, or if the University arranges for the accommodation.
ii. The per diem allowance cagethe actual number of business days and an
additional two days for travel if the actual travel time is four hours or more. It
will also cover four additional days if the trip is to the US, Canada, or Australia.
The President will be granted more paidraxtays for networking and
promoting the University.
ili. The per diem allowance covers the cost of:
a. Accommodation
b. Meals
c. Airport taxes and charges
d. Transportation to and from the airport
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e. Transportation to and from the place of business

iv. If an employee is assigned on a business trip during an official break or
weekend, the University credits the emy
days of the business meeting and travel days.

v. When Laborers (messengers, guards, and maintenarmiyexstadssigned on a
business trip, their per diem allowance covers the cost of the trip as specified in
provisionse.i - e.iv above. The Management decides on the total amount of the
per diem to be granted.

9. Exam Leave

a. After obtaining the approval of the University Management to studystifoé
employees have the right to apply for a paid exam leave for the purpose of sitting for
final or semifinal exams relevant to their field of specialization.

b. Anexamleaverequise t he approval of the empl oyeeods
heads.

c. The Exam leave period is equal to the actual exam days.

d. Employees must submit a Leave Request through the EmployeSeseife System
(ESS) at least 15 days before the starting dhtBeoexam. They must also provide
evidence of being enrolled in an academic institution as well as a copy of the exam
schedule. The system does not accept the submission of-ddtackrequest.

e. Employees are not entitled to a paid leave for the purdasesiting an exam. They
must use their annual leave entitlement or obtain an unpaid leave of absence for this
purpose.

f.  An exam leave is also granted for the following purposes:
i. PhD viva/Thesis defense.

i. Certification exams roédtudytoresdecidlizaton.he e mpl

g. Employees must obtain an approval from their department head to leave during
working hours to take certification exams such as IELTS and TOEFL, or similar exam.

10.Wedding Leave
a. Employees are entitled to a frday wedding leave once per contractual year.

b. Employees must submit the Wedding Leave Request through the Employee Self
Service System (ESS) along with documentation proving the wedding and obtain
approval from their departent head and the respective divisional head prior to taking
the leave.

c. If an employee does not submit the Wedding Leave Request through the ESS with the
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necessary approvals, the Department of Human Resources has the right to consider
his/herabsence asiaabsence without permission.

11.Maternity Leave

a. Married female employees are granted a paid leave for childbirth to enable them to
have a period of rest before and after delivery.

b. A maternity leave is ten weeks distributed as follows: a maximum of folsvyer
to the expected date of delivery and a minimum of six weeks following the delivery
date.

c. Afemale employee is prohibited to report to work during the six weeks following the
delivery, and she has the right to extend her leave for one addition#h mighout
pay.

d. If the delivery takes place earlier or later than the date estimated and certified by the
doctor, the total period of maternity leave remains ten weeks.

e. The maternity leave begins on the delivery date regardless of whether the delivery
takes place during an official break, weekend, or the faculty annual leave period.

f. A faculty member, who delivers during her annual leave, should count her maternity
leave starting from the delivery date after which she can make use of her remaining
annual lave balance.

g. An expecting staff member, who wishes to take her annual leave consecutively with
her maternity leave, must obtain an approval from the department head.

h. An employee who delivers a baby with special needs, thus requiring additional care,
is entitled for one month leave with pay after the end of her maternity leave, and she
has the right to apply for an additional unpaid month, if need be.

i. Upon returning to work following a maternity leave, an employee is entitled to take
rest periods of one hour a day for brefastding her newborn child. She will be granted
this rest period, in addition to the regular rest periods, during the two ydavgirigl
the childds birth.

j.  An employee who chooses not to register her newborn child at the University Nursery
has the right to the breastfeeding hour, either at the beginning or at the end of her
working hours, in a way that does not disrupt the norroat &f work.

i. An employee who chooses to register her newborn child at the University
Nursery is entitled to one or two breaks for a total duration of one hour for
breastfeedingn a way that does not disrupt the normal flow of work.

ii. An expecting employemust notify her department head and Eheector Of
Human Resoues five months approximately before the expected start date of
the maternity leave.
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k. An expecting employee must submit a leave request through the Employee Self
Services System (ESS) one moh#ifore the expected date of delivery specifying the
expected start date of her maternity leave.

Male employees are granted a thdeg leave with full pay upon the birth of a child.
They must submit a leave request through the (ESS) supported by documents
confirming the birth of their child.

12.Holidays

All employees are entitled to avail the official holidays of Eid%f and Eid AtAdha as
stipulated for academic institutions by the Saudi Government. Any employee who is
assigned to work during an offaiholiday is entitled to receive time off subsequently in
lieu of work performed during that official holiday.

13.Unpaid Leave

a.
b.

An

unpaid |l eave is a privilege and not

DAH employees are eligible to take an unpaid leave only once dinangtérm of
service.
The University grants unpaid leave to employees in the following cases:

Personal or critical family issues

Academic and Professional Reason$ike taking up or pursuing studies or
training, or obtaining an academic or professional degree, provided that this will
serve the interests of the University and fall within the employee's career plan.

Grantlng an unpaid leave is subject to the follaponditions:

The employee requesting an unpaid leave must have had a minimum of five
consecutive years of service at DartA¢kma.

The absence of the employee during the unpaid leave must not disrupt the
operations of the University or adversely affestdperational efficiency.

The employee requesting an unpaid leave for one year and more must submit a
written request for an unpaid leave to the concerned Department Chair/Director
and the Dean of the School three months prior to the required dateunipiziel

leave.

Unpaid Leave requests must be recommended by the Department Chair/Director and
Dean of the School, approved by the concerned-Fresident/ Dean of Students/
Provost and submitted to the President for final approval.

The duration of the Unpé Leave is as shown below:

Personal or Family Reasons/Issuegt maxi mum of si x mont hs

Academic and Professional ReasonsGranting an employee an unpaid leave
for academic and professional reasons depends on the employee's length of
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service as pehe following:

(a) 1-6 months or one academic seme$beremployeesvho have served for
five consecutive years.

(b) 7-12 months or one academic yéar employeesvho have served for six
to seven consecutive years.

(c) 13-18 months or three academic semedtarenployees who have served
eight to nine consecutive years.

(d) 1824 months or two academic yedos employees who have served for
ten or more consecutive years.

(e) An employeeis exempted from the above requirements if the hedshe
intends to pursue fallsinlne wi th the Universityos
empl oyeebs career plan.

All employment benefits will be removed during an unpaid leave.

Time spent on an unpaid leave for academic and professional reasons might be

considered for promotion if the employeegares new knowledge, skills and

qualifications required by the job.

i. Any research work during the unpaid | eave
name.

j.  Time spent on an unpaid leave will not be counted towards the qualifying number of
years ofexperience required for after service benefits.

k. An employee who is granted an unpaid leave must sign an agreement that upon the
successful completion dfis/herstudies,he/fe will work for the University for a
period equal at least to the period of theaid leave. This agreement could be revised
as per the managementods deci sion.

[.  An employee who is granted an unpaid leave is not allowed to return to work before
the agreed leave period is completed.

= Q

14.Unauthorized Leave/ Absence

a. Employees must submit a leave request through the Employe&edeite (ESS)
System approved by their department head and the dean of their respective Schools or
divisional heads before going on leave.

b. The system does not accept a bdaked request fall types of leaves except for the
emergency, sick, maternity and deatkthefamily leaves. For those leaves, the
system accepts a badited request of three (3) working days for an emergency leave,
five (5) working days for a sick leave, and 10 workttays for the maternity and the
deathin-the-family leaves.

c. When an employee needs to take an emergency leave, he/she must inform his/her
department head on the first day of absence specifying the expected days of absence.
Please refer to FA.HR.19PP Energency Leave.

d. Failure to follow either of the above protocols will result in the leave being considered
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an unauthorized absence.
e. The table bel

unauthorized absences.

ow i

ndi

cat

e s t

he

vi ol

Penalty
P (Deducted ratio is a ratio deducted from the
Type of violation daily pay)
First Second Third Fourth
time
1. A oneday absence, within one g\e?)?iiz'[inoen
co.ntractual yeawlthout having a (;I’v;/lo ] Three Four of
written permission or an acceptable : YS 4a ys o pay promotion or
reason. Pay an increase ir
salary.
. Consecutive absences between-svo Qeorr]iiz?oen
(2-6) days within one contractual yez ;—WO Eh;ee , Four pof .
. . : . ays y
without having a written permission (¢ pay pay pay promotion or
an acceptable reason. an increase ir
salary.
Pl us, a deduction of
. Consecutiveabsences betweaeven zfm'ssal q
ten (#10) days within one contractua A onetime W'f €en
yearwithout having a written deprivation .0 Ser\{'cef
permission or an acceptable reason. Four of a indemnity if
Five . the total
days promotion
pay pay or an number of
increase in absences
salary does not
' exceed 30
days.
Pl us, a deduction of
. Consecutive absences between 11 t A one t'r.ne D'S.mlssal
oy deprivation | without
14 days within one contractual year ,
. ) . 7. Five ofa end of
without having a written permission ¢ day s promotion service
an acceptable reason pay or an indemnity
increase in as per
salary and| Article
a dismissal | (80) of the
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warning as Labor
per Article Law.
(80) of the
Labor Law.
Pl us, a deduction of

Dismissal without the end of service indemnit

5. Cessation of work, without a valid i - .
reason, for a period exceeding fifteel .prowded 'Fhat the dismissal is preceded by &
(15) consecutive days withime written warning after an absence of ten 10 day
contractual year. conformity with the provisions of Article (80) o
the Labor Law.
6. Intermittent absence.ithout a valid Dismissal without the end of service indemnit

reason, for periods exceeding a total
thirty (30) days within one contractue
year.

provided that the dismissal is preceded by ¢

written warning after an absence of twenty 2

days in confornty with the provisions of Article
(80) of the Labor Law.

Training and Development

1. Eligibility and Entitlement

a.

Employees are encouraged to take professional development days off to attend
training courses and programs that are aligned withstitategic objectives of the
University and their job requirements.

Employees are responsible for their own professional development and should seek
all opportunities to participate in activities and experiences that enhance their self and
professional devepment.

Full-time employees who successfully pass the probation period are entitled to training
and development opportunities.

Any employee, whether on a succession plan or not, who avails of an approved amount
of money beyond the allocated training budgeit must sign a consent form to work

for the University for an agreed period in return for the extra amount granted to
him/her. In case the employee decides to leave the University before the agreed upon
period ends, the funds spent will be deductedfhis/herlast salary payment or end

of service benefits.

The employee antis/herDepartment head jointly identify the employee's training
and development needs, based on relevance to the technical demands of the job, results
of the employee's performea appraisal, the required competencies of the position,
and the strategic development of the department.
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f. Department heads have to confirm the specialized training plan of the department and
estimate the cost of the training, if any, to be included inftlewing year's
departmental budget.

g. Upon the availability and the approval of the budget, the eligible employees are
entitled to attend the specialized traini

h. The University contributes towards the total cost of the mgimrogram as per the
approved budget. The employee is responsible for covering any difference in cost.

i. In addition to the irhouse and the specialized training recommended by the
departments, employees must arrange to complete one free training femroaline
platform based on their training needs and in coordination with their department head.

. Typesdé6 of employee trainings:
I. Specialized certification.
ii. Conferences / exhibitions.
iii. Onthejob training with a senior/ specialized employee within DAH.
iv. Committee member or a task force project assignment.
k. Modes of employee trainings are:
I.  Online training.
ii. Faceto-face training inside or outside the University.

I. Employees who wish to take additional training programs in addition to their
depar t iheated budget aré entitled to do so at their own expense, provided they
obtain the approval of the Department and Divisional heads.

m. Time spent at approved training programs during normal working hours is considered
as part of the employee's normal workihgurs and is not counted towards an
accumulated leave ngg it considered a leave without pay.

n. The total number of professional development leave days granted to an employee
during the Academic Year is subject to the approval of the Department hedteand
School Dean or Divisional head. The Department Director/Chair must ensure that the
number of days of the | eave doeshishant af f e
assigned tasks. The professional development leave available to employeesas for t
weeks per year.

0. The permitted number of professional development leave days for training programs
taking place outside Saudi Arabia, is equal to the number of days of the training
program plus two days for travel (One day before the training and oradtday. For
training programs taking place in the US, Canada, or Australia, four days are granted
for travel (Two days before the training and two days after.).

p. Employees who choose to undertake training not related to the responsibilities of their
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postion, must pay the training fees, make up for the missed working hours, or request
an annual or emergency leave.

g. Each School Dean, in collaboration with Department Chairs, specifies one (1) faculty
from each program every academic year who is eligibfgatticipate in conferences
or exhibitions.

r. Faculty application to attend conferences or exhibitions should meet the criteria stated
in Appendix llin Policy FAHR80OPP AEmMpl|l oyee Training and

s. Faculty application to present a paper in a eogrice should meet the criteria stated
in Appendix Ilin Policy FAHRB80OPP AEmMpl oyee Trainandg and
obtainapproval from the Vice President for Graduate Studies, Research and Business
after obtaining the approval of the Department Chairthe School Dean. The budget
for presenting a paper in a conference will be assigned by the Scientific Research
Center in collaboration with the School 6

2. Training Records

a. Upon returning from the training, the employee must submit a RepBerticipation
in ProfessionaActivity within one week to s/ herimmediatesupervisor The report
must include the following:

I. Name of activity and duration
ii. Objectives of participations
iii. Main outcomes and/or topics
iv. Recommendation for improvement.

b. Theemployee must also make a presentation to colleaghesherdepartment about
the experience and the knowledggdsheacquired through the training funded by the
university.

c. Any employee who fails to submit evidence of attending the training sporisptied
University must refund the University either in cash or by instructing the Accounting
Department to deduct the amount frbis/hersalary.

d. Employees are strongly encouraged to maintain records of their training and
development activities and to dgte their CVs accordingly

3. In-HouseTraining:

a. The HR Department is responsible for developing the Employee Development
Framework that describes the sources of the training topics and reviewing it when
needed. The Employee Development Framework will gindd4R to plan the annual
in-house training calendar.
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b. The HR Department is responsible for organizing and offering general courses (related
to competencypased skills and setfevelopment) for all staff and faculty and for
preparing their budget.

c. The Unversity plans for ifhouse training courses within reasonable resources. These
courses include but are not limited to:

Department Topics

The Human Resources | General competendyased and selfevelopment topics

Department based on the Employé&evelopment Framework and
technical courses related to information technology and
programs.

The Excellence in General academic and program accreditation related toj

Teaching and Learning | and training for faculty members based on the redumst

Unit the program director and the results of faculty surveys.

The Quality Assurance | Technical training related to quality and institutional
and Strategic Planning | accreditation.

Department

The Continuing Educatiol Programs of general natuaeming to develop competencieg
Department that will support the emp
All Departments Lectures/conferences/exhibitions arranged by departme

4. Talent Management

a. The President is responsible for overseeing the execution of talent management in
senior administrative positions, and the Human Resources Department Director is
responsible for overseeirthe execution otalent management in middle position
administrative positions.

b. Talent management does not entitle individuals to positions, pramsatiotransfers.
Employees must compete for vacant positions once announced in accordance with the
HR policies and procedures.

c. The TalenManagement Bn must be in alignment with the strategic and growth plans
of the University.

d. Only Saudi nationals aedigible for succession to senior management positions. Saudi
nationals, nofBaudis married to Saudi nationals, and employees whose mothers are
Saudis are eligible for succession to middle management positions.

e. Saudi candidates are given priority in stgsten to middle management positions only
if their profile delineates better competency and qualifications than those-Skuain
candidates.
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f. The candidat@ draining and development is a combination of both professional
advancement and salevelopment. While candidates are responsible for their career
development, the University usually provides the necessary training if budget
availability permits funding.

g. The implementation ahe talent managemeRtanwill be through two committees:
i. The Top Management Committee consists of:

1 The University President (Chair)
i The Executive Director of Finance and Administration
1 The Director of Human Resources Department.
1 The Advisor to the President for Human Resources
1 One external expert at least assigned by the President (if needed for a
maximum of 2 meetings).
ii. The Middle Management Committee consists of:

The Executive Director of Finance and Administration (Chair)

TheDirector of Human Resources Department.

The Advisor to the President for Human Resources/Career Counselor

A Human Resources Officer

An experienced staff member assigned by the President

h. The Director of Human Resources is responsible for submittingeaéertd of the
Spring Semester of every academic year a list of eligible candidates per position to the
Chair of the Talent Management Committee (The candidates should have no less than
85% on the Performance Management System (PMS) and a minimum of ®fyears
experience at DAH).

= =4 4 -4

i. The Director of Human Resources and the Advisor to the President for Human
Resources /Career Counselor are responsible for keeping the Talent Management
Tracking Sheet.

j.  The Talent Management Committee is responsible for:
i. ldentifying critical positions.
ii. Prioritizing employees and preparing them for targeted position.

iii.h. Assessing the employeesd readiness for
unit/department/program or to take a similar or higher position in another
unit/departmerprogram.

iv. Specifying and implementing the career development plan that shows training
and other actions that DAH will take to manage this development, track its
progress, and plan for the budget.

v. Meeting annually in the middle of the Spring Semestertod¢he t he candi da
progress after having had the necessary training amhgecommendations
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for changes, if required.

k. The Talent Management Committee assesses
following criteria:

I. Qualification and skills requirefdr the targeted position.

ii. Points collected over the previous years through the Performance Management
System (PMS).

iii. Number of competencies in the targeted position (The employee should meet
the required level of competencies for the new position iraat &
competencies)

iv. Duration during which the concerned employee was an Acting Chair/Program
Director, if applicable.

v. Assessment results and achievement reports, if any.
vi. Course evaluation, if applicable.
vii. Employee evaluation of the eligible immediate su®r, if applicable.
I. Readiness is identified at three levels:
I. Ready I: Ready Now.
ii. Ready Il: Ready Soonin 1 or 2 years.
iii. Ready lll: Ready in 3 years.
m. The following actions will be implemented based on the results of the assessment:

I. Employees with higlperformance and high potential are placed on an
accelerated development plan.

ii. Employees with high performance and low potential will be provided with
resources to ensure maintaining their high performance.

J. Annual Award for Outstanding Performance

DAH University offers13 awards per year for outstanding performance. One award
recipient will be drawn from each of the following categories:

[ERN

. Department Chairs and Program Directors
. Faculty Research

. Faculty Teaching

. Administrative Directors

. Continuing Educatio Instructors

. Teaching Assistants

. Community Services

. Managers

. Senior Administrative Staff

O 0O ~NO O WDN
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10. Junior Administrative Staff
11. SSD Category |

12. SSD Category Il

13. SSD Category lli

K. Faculty Community Service
a. DAH encourages and supports community service (CS) activities that involve a wide
range of cultural, economic, environmental, scientific, social and other activities that
are voluntary and not directly related to the formal duties of the jobs carrie¢ out b
members of DAH.

b. Faculty participation in CS activities is mandatory. Each DAH member must fulfill a
minimum of 10 hours of community service each Academic Year.

CS can be performed oar off-campus, locally, regionally or internationally.

d. DAH Staff ard Faculty members must not receive any monetary reward in exchange
for their community service undertaking.

e. Empl oyeesd® engagement i n community resea
considered as CS activities.

ff. Empl oyees©d e n g ag e mdoast noticreate By olligationsvand i e s
responsibilities on the University.

g. Family members cannot be the recipients, beneficiaries or supervisors of the
community service activity.

h. The employee who accrues the highest number of community service hours will be
acknowledged at the Convocation Ceremony of each year.

L. Performance Management System (PMS)

The Performance Management System (PMS) is an operational process that aims at
enhancing employee performance and effectiwv
and objectives. It involves planning, monitoring, rating, constructive feedback, and
accountability. Please refer to Performance Management System Guiddétindarther

details

M. Councils and Committees

DAH has several councils and committe@s$ the leves of department, division and
institution Please refer to Councils and CommitteemBetfor further details
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N. Appointment and Promotions
1. Appointment of Academic Department Chairs and Program Directors

a. A Department Chaior aProgram Directonormally holds office for a&newabldéerm
of two years.

b. Appointment of an AcademicDepartment Chair:

i. The concerne®ean of school initiates the appointment process three months
prior to the start of the new term by submitting a recruitment request to the
Office of the Vice President for Academic Affairs for filling the vacant position.

ii. TheDean of the concerned school may reviewDiepartment Chair pb
description and suggest amendments that should be reviewed by the Academic
Quality Assurance Committee (AQAC) and approved byilce President for
Academic Affairs.

b.1 Internal Appoi ntment:

I. In case th&chool Deamecommends the appointment of one of the existing
faculty members to the position DEpartment Chajhe/sheshould submit a
request to the Office of the Vice President for Academic Affairs including the
gualifications of the recommended faculty member with evidence of
achievement.

ii. Faculty members on the DAH succession plan should be added to the pool of
candidaes for such positions and given priority.

iii. If the Vice President for Academic Affaiepproves the suggestidme/sheshall
recommend the appointment to the President for final approval.

iv. The President forwards an administrative resolution regarding tioenagqb
chair to the Board of Trustees (BOT) to endorse the appointment.

v. Once the appointment is endorsed by the BOT, the President announces the new
appointment to the University Council (UC) members.

b.2 External Appointment:
I. In case of an unavailabilityf internal or local candidates, the Office of the Vice
President for Academic Affairs requests the HR department to initiate an
external recruitment process.

ii. The HR department searches and prepares a shortlist of suitable candidates.

iii. The candidates shalkatisfy the approved criteria/job requirements as
described in the job description of the position.

iv. The HR department must check candidates' references and verify the
gualifications of each.

v. The interview panel, which consists of tiee President foAcademic Affairs
(Chair), the concernesfichool Deanand theExecutive Director of Financand
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Administrationor the HR director, interviews the shortlisted candidates.

vi. The HR consultant conducts a personality assessment for the shortlisted
candidates gmrately or with the interview panel.

vii The chair of the interview panel submi!
scoring to the HR department.

viii. TheVice President for Academic Affaisibmits the applications of the best
three candidates to the Presideithwhe recommendation for the selected one.

ix. If approved, the President selects the final candidate from the top three
shortlisted ones. In case the President does not approve the three recommended
candidates, the Office of the Vice President for AcadeXffairs restarts the
search process for other candidates through the HR department.

X. The President forwards an administrative resolution regarding the appointed
chair to the Board of Trustees (BOT) to endorse the appointment.

xi. Once the appointment is endedsby the BOT, the President announces the new
appointment to the University Council (UC) members.

c. Appointment of Program Director

i. TheDepartment Chaiinitiates the recruitment of a nétrogram Directoby
submitting a request to tli@eanof the school ancerned.

ii. TheDepartment Chainominates the best candidates from the existing faculty
of the concerned program.

iii. TheDepartment Chaicoordinates an interview with ttizean of the school
concerned, th¥ice President for Academic Affaiend the HR direat.

iv. The interview panel members score the candidates based on the job criteria.

v. The selected candidate with the highest scores will be appointed for two years
renewable based on the achieved objectives of the job.

vi. TheVice Presidentor Academic Affairanforms the University Council (UC)
members of the appointment of the nemgram Directar

d. Renewal of the appointment:

After a Department Chaior a Program Directorcompleteshis/her first term of
appointment, th&chool Dearcan recommend the renewal of their appointment and
request the approval of théce President for Academic Affaiend the President. In
such a case, thBean should justifyhis/her recommendation by submitting the
achievements of thBepartment Chaior Program Directorconcerned throughout
their first twoyear term appointment.

e. The Grade-level System:
Depending on the academic rank, hepartment Chaiand theProgram Director
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could be under either Grade F4 assistant professor, F5 associate profes$or, o
professor and will be paid a monthly stipend as per the University stipend structure

policy.

2. Appointment for Senior Management Positions

a. The term of appointment of the Vid&esidents and Deans is for three renewable
years.

b. The President initiatefi¢ appointment process for the positions of Weesidents
and Deans six months prior to the start of the new term.

c. The President directs the Searching Committee members to start the search for
gualified candidates based on the approved criteria anmégplirements stated in the
job description.

d. The President and the head of the division concerned should agree on any additional
criteria or qualifications and adjust the job description accordingly.

e. The Searching Committee, whose secretgyeral is thédiR Director is composed
of:

i. The President.
ii. The head of the division concerned.
iii. The HR consultant.
iv. TheExecutive Directoof Financeand Administration
v. Other internal or external members assigned by the President (optional).
f. The Searching Committee shptbceed as follows:

I. The Human Resources Department (HR) prepares a shortlist of qualified
candidates including faculty members on the University succession plan.

ii. All candidates must go through an initial personality assessment.

iii. In case of unavailabilitpf internal or local candidates, the Searching
Committee requests the HR to initiate an external recruitment process.

iv. The HR department must check the candidates' references and verify the
gualifications before the interview is conducted.

v. The Searching Comittee interviews the shortlisted candidates and scores them
based on the approved criteria.

vi. The President recommends the names of the qualified candidates to the Chair of
the Board of the Academic Development Committee.

vii. In agreement with the Presidente tAcademic Development Committee
interviews all qualified candidates and selects the top three candidates.
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viii. The President selects the final candidate from the top three shortlisted ones.

ix. The President or the HRirector negotiates the compensation and megnation
package with the chosen candidate.

X. The President informs the University Council of the appointment.
xi. The new appointee will be under probation for 90 days.

xii. By the end of the probation period, the President submits the probation period
evaluation ® the Chairman of the Board of Trustees (BOT) through the
Chairman of the Academic Development Committee.

xiii. If the new appointee passes the probation period successfully, the Chairman of
the BOT forwardsis/herappointment to the Ministry of Education fomdl
approval.

xiv. After completion of the first term, the President can recommend the renewal of
the appointment of a senior management member by submitting an approval
request to the Chairman of the BOT through the Chairman of the Academic
Development Comnti¢e. This request should be justified by submitting the
seni or management memberds achievement :
appointment.

Xxv. The senior management member may be asked to phesémrachievements
to the BOT members for a final approvaltbé renewal of the appointment for
a second or third term.

g. Renewal of the appointment:

The renewal of the appointment of a senior management position can be extended for a
maximum of three terms.

h. The Gradelevel System:

i. If the Vice Presidenis hired ina managerial positiome/shewill be enlisted
under Grade 13 and will not be entitled for a monthly stipend. However, if the
candidate is initially hired as a faculty member ranked assarstant Professor
or aboveand then recruited in one of the sendnagerial positionse/shewill
be paid a monthly stipend, as per the University stipend structure policy.

ii. If the Dean is hired aBean,he/shewill be enlisted under Grade 12 and will not
be entitled for a monthly stipend. On the other hand, iDibs&n is initially
hired as a faculty member ranked asA\aBistant Professar above and then
assigned the position oflzean,he/shewill be paid a monthly stipend, as per
the University stipend structure policy.

3. Faculty Appointment and Promotion

a. The apointment of Assistant Professors and promotion to the ranks of Associate and
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Full Professor is done through a recognized public University in Saudi Arabia
(hereafter referred to as the OPromoting

b. DAH University reviews the applications ofadulty members and makes
recommendations to the Promoting Univers
promotion.

c. Newly appointed PhD holders without a proof of rank will be employed as Assistant
Professors but must go through the Promoting Universiocges. The Human
Resources Department (HRD) instsicew members to complete the application
form and submit it to is/herdesignated academic department to proceed with the
appointment process.

d. Newly appointed Assistant ProfessoAssociate Professeiand Professa with a
proof of rank issued from a credible university will not go through the process of the
Promoting University unless the candidate is applying for promotion.

e. Newly appointed AssociatProfessorsor Professa without a proof of rank wil
receive an Assistant Professor rank and title and should go through the promotion
process for the higher rank after a set period as statesin gbelow.

f. A Faculty member with a Masteroés degree
his/herfield who cannotprovide proof of the rank of an Assistant Professor or hjgher
will be given the title of Lecturer.

g. Faculty members are eligible to apply for promotion after spending at least one year
at Dar AlHekma University.

h. Any faculty member seeking promotion is responsible for prepahis¢her
promotion application, which includes completing the DAH Faculty Promotion
Application Form and attaching all supporting documents, as well as submitting the
additional required decment s speci fied in the Promot.i
l'ist (Appendix IV in Policy AFaculty App:

i. Any faculty member seeking promotion must meet the minimum research
publications requirements ©Reqweemerdsfarn App
Promoti on t hrough Publ ic Universities i
Appoint ment and Promotiono.

j. Faculty members must submit their promotion applications in the first month of the
Fall Semester to ensure processing within the saademic year.

k. Faculty members serving under one of the University Schools submit their
applications to the School Faculty Appointment and Promotion Committee (SFAPC
see Appendix | in Policy AFaculty Appoint
Chair. The SFAPC is responsible for verifying the eligibility of the faculty member
and forwarding the application to the School Council.

I. Faculty members serving under the General Education Program or University
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Academic Preparation Program (UAPP) submit theipliaations to the General

Education Program Faculty Appointment & Promotion Committee (PFAREe
Appendi x I i n Policy fAFaculty Appointnm
responsible for verifying the eligibility of the faculty member and forwarding the
application to the Scientific Council via the Program Council.

m. The Scientific Council reviews all applications before submitting them to the
Promoting University and decides whether an application establishes a prima facie
case.

n. Proceedings of the Sciefiti Council are confidential.

0. The Scientific Council sends applications that have established prima facie case with
al |l required documents to the Promoting |

p. The President informs the Provost and Chair of the Scier@ifiuncil of the final
decision after receiving a decision from the Promoting University.

g. The Board of Trustees (BOT) confirms and issues resolutions of approved promotion.

The Scientific Council communicates the Promoting University decision to the
applicants.

4. Staff Transfer and Promotion

a. DAH University ensures maximum opportunity for transfer and promotion, to meet
its commitment to institutional needs and institutional excellence.

b. When considering candidates for transfer or promotion, directoss mmake sure that
the employee in question has the needed qualifications and required skills and
knowledge specified in the job description of the target position.

c. Transfer and promotion opportunities emerge when an employee is given expanded
duties, respnsibilities and authority, or moves to a different position, which has been
vacated by another employee as a result of another incumbent having been promoted,
transferred, or having retired. Other opportunities may arise when a new position is
created.

d. The criteria for the selection of the best qualified applicant for each open position are
job-related factors which include, but are not limited to:

i. Applicable education and/or training;
ii. Relevant work experience;
iii. Performance history;
iv. Required skills, knowlege and abilities.

e. The HR Department is responsible for ensuring that all conditions and procedures for
a transfer and promotion have been satisfied.
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f. If after a departmental or Universityide posting of a vacancy, the position is not
filled with any DAH enployee, who are usually given the priority in such cases, the
HR Department advertises the position and opens it to external applicants.

g. Transfer Eligibility:

i. Employees who have completed one year at DAH are eligible to apply for
internally announced joacancies.

i. The approval of the employeeds I mmedi a
for an internal transfer opportunity.

iii. If a Department Chair/ Director rejects the transfer of a qualified applicant, the
HR Department discusses the reasons for rejection with the Chair/Director and
submits its recommendations to thexecutive Directorof Finance and
Administration who makese final decision.

h. Promotion Eligibility:

I. Promotion opportunities depend on the approved organization chart, the need,
and the availability of budget.

ii. If an employee earns a new higher deghe¢shecan be promoted if the earned
degree is required forehposition as one of the criteria of promotion.

iii. The decision for promotion is based on several factors, including qualifications,
work experience, professional development activities, and the achieved
Performance Management System (PMS) score.

iv. The simplepointing system based on the employee performance appraisal score
is as follow:

(a) Collecting 180 performance appraisal points over a period of two years,
or,
(b) Collecting 250 performance appraisal points over a period of three years
AHIi ghest schoieveldouhdthe adird year

(c) Collecting 280 performance appraisal points over a period of four years
AHIi ghest score should be achieved i1

v. When an employee meets the promotion criteria stated in &n the
Department Chair/ DirectoDean of School and the divisional head recommend
the promotion of the employee to the HR Department by submitting the
promotion form.

vi. If an employee is not eligible for promotion during a fgear periodhe/shewill
not be promoted ihis/hercurrent jol but can start collecting points anew.

vii. If an employee is eligible for promotion, but there is no vacant positiorirfgr h
herto be promoted tdye/shewill be promoted in the grade only. This can happen
only for maximum two grades above.
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viii. If an employeas eligible for promotion and has beenhis/hercurrent position
for more than 4 years without having had the opportunity for promdi®she
will be considered for rotation.

ix. If an employee, whose classification is grade 9 and above is eligible for
promotion,he/sheshould go through a career assessment, which declug/slife
can be promoted to a higher grade or not. If the assessment proves that the
employee is not eligible for promotiorhe/shecan go through the same
assessment in the following yean casehe/shefulfils the criteria for the
promotion.

X. The salary increment will be decided based on the budget availability. In case
there is not a possibility of a salary increment, the employee can be classified in
the next higher grade of the scale.

xi. For exceptional cases, the management has the right to waive one or more of the
promotion eligibility conditions. The President, in consultation with the
Executive Director of Finance and Administration, must approve these cases.
Factors, including but rolimited to the following, are those taken into
consideration in the promotion of exceptional cases.

(a) Proved outstanding contribution;
(b) Exceptional personality attributes;
(c) Continued professional development.

xii. If more than one employee is eligible fmomotion for the same position in the
same department, a selection process by a committee consisting of the department
director of the promoting department, the divisional head and the HR director
takes place on the basis of the following criteria:

(a) Recomnendation of the director of the department;
(b) Seniority of the employee;
(c) A higher PMS score;
(d) Score of the competencies related to the targeted position;
(e) Better qualifications and training;
() More relevant experience, preferably at DAH.
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V. Complaints and Grievances

1. Grievance

a. Dar Al-Hekma employees have the right to file a written grievance on matters arising
from policy violations concerning wages, working hours, and working conditions.

b. No employee will be penalized for exercising the right to file a grievance, or for
assisting another employee in the presentation of a grievance.

c. The grievance procedure applies to all employees and is the only channel for resolving
grievances. Any empi@e who attempts to circumvent the procedure will be subject
to disciplinary action.

d. The University President is the final arbiter and takes the final decision in all grievance
cases. There is no further avenue of appeal adasiberdecision.

e. TheDepartment head must inform the employee, who presented a grievance, of the
decision made with respect bis/herappeal within ten working days from the date
the appeal was submitted.

f. If the department head or any other administrative staff does not aedehision
regarding the appeal, submitted by an employee, within ten working days, the grievant
has the right to process the appeal to the next step within five working days after the
end of the terday period. Failure of the employee to process theamee to the next
level within five working days will be construed as a withdrawal of the grievance.

2. Harassment Prevention Policy
a. Definitions:

i. Harassment in General:Any behavior or comment that is inappropriate,
unwanted, condescending, or cruel in a Wat makes the target, feel
uncomfortable, threatened or humiliated is a form of harassment. Harassment is
sometimes a single act, but more often is composed of repeated acts performed
over time.

ii. Sexual HarassmentArticle 1 of the Saudi AntHarassmenitaw defines
harassment as follows: AEvery statement
coming from one person to another aff et
his/herhonor, or denigratinbis/herdemure by any possible means including
themean®f modern technology. o

ili. Bullying: The definition of bullying is when an individual or a group of people
with more power, repeatedly and intentionally causes physical or emotional
harm to another person or group of people who feel incapable of responding.

Bullying may be verbal, physical, social, sexual, gerrééated, or
cyber/technology based.
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iv. Cyberbullying: The use of any form of information technology, for example
emalils, instant messaging, chat rooms, and cell phones to harass, threaten, or
intimidatesomeone. Cyberbullying can include acts such as making threats,
sending provocative insults or racial or ethnic slurs, or attempting to infect the
victimdéds computer with a virus.

b. Any person who witnesses an act of harassment on campus, or in any olitiessfac
or on board of any of its transportation facilities has the right to take the initiative to
file, in writing, a complaint or a report about the incident. To be able to do so, the
witness needs to fill out the Harassment Report Form and submth# HR System
Support Officer, who will inform a specialized committee, whose members are
appointed by the University management and chaired by the Director of the Human
Resources Department. This said Committee must be in direct liaison with the
Presidet 6s Of fi ce.

c. Any person who has been a victim of harassment or a witness of such an act must not
reveal the identity of the harasser, the identity of the victim, and the details of the
incident except in front of the Committee designated for this purpdsgone
violating this stipulation shall be subject to one of the disciplinary sanctions stated in
the Administering Disciplinary Action Policy.

d. Any person who files a complaint shall not be subject to any harm when exercising
his/herright of filing a complaint or reporting an incident of harassment against the
perpetrator of a crime that has taken place on the campus of the University, in any of
its facilities, or on board of any means of transportation belonging to the University.

e. If any of the parties of the harassment incident were a Ddiekma student, a
committee, headed by the Dean of Students with the membership of the Director of
the Human Resources Department and other members assigned by the management of
the University vll be formed to investigate the incident and to apply the legal
sanctions regarding such cases.

f. The Committee is responsible for finding out and ensuring that the complaint or report
it received had not been maliciously reported after which it shakieithe statutory
procedures stated in this policy.

g. The Committee shall thoroughly examine the incident, take the necessary measures to
find out all the details, and conduct the necessary administrative investigation with the
parties concerned in accordaneith general ethical principles.

h. The disciplinary sanctions stated in the Administering Disciplinary Action Policy shall
be applied on the perpetrator of the harassment act. The incident will also be referred
to the legal authorities so that they deahwt in accordance with the procedures stated
in the Saudi AntiHarassment Law.
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3. Administering Disciplinary Action
a.ln the occurrence of an employeeds serioc
concerned is responsible for applying the disciplinamycess while observing the
rights and obligations of both the University and the employee.

b. The Human Resources Departmdrds the right to administer disciplinary actions
such as warnings, suspension without pay for up to five calendar days, or dismissal
after repeated offensive offenses as per the Table of Violations and Penalties for the
following minor offences:

I. Violation of the dress code.
ii. Violation of the smoking regulations.
iii. Poor punctuality.
iv. Poor attendance record and unauthorized absenteeism.
v. Unsatisfactory performance at work.
vi. Insubordination to a superior.
vii. Mi nor breaches of the Universityoés pold.

c. Employees must be given the opportunity to identify and rectify the perceived offense
in the case of minor offenses.

d. The University has the right to dismiss an employee who commits a minor offense
during the probationary period.

e. The Human Resources department has the right to administer disciplinary actions for
the serious offenses listed below. The disciplinary actiake the form of summary
dismissal as per Article# 80 of the Saudi Labor Law and as per the Contract
Termination Policy# 12.

I. Production, sale, and consumption or distribution of alcohol.
ii. Production, sale, and consumption or distribution of illegal drugs.

ii. Thetft.
iv. Major violations of Saudi laws and traditions.
v. Fraud.

vi. Breach of confidentiality.
vii. Acceptance of gifts from students or their relatives.
viii. Malicious damage.
ix. Verbal and/or physical assault.
x. Disregard for University policies by failing to perform theesggal obligations
as per the work contract, or to obey legitimate orders.

f. The employee is entitled to be accompanied by a persdms#ifer choice at all
disciplinary hearings after obtaining the approval of the University management.

g. The empl oryiseredd any atherpdesignated administrative staff member, is
responsible for investigating all incidents that could potentially incur disciplinary
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action. If the investigation produces evidence to conclude with reasonable certainty
t hat t he ehaniprireguresealidcplindry action, the supervisor follows the
predisciplinary hearing procedures before seeking approval for the proposed
disciplinary action.

h. Predisciplinary Hearing

i. The department concerned must inform the employee of any proposed
disciplinary action and give him/her every opportunity to respond before a final
decision is made to take that disciplinary action.

ii. If the misbehavior leading to a possibility of a disciplinary action threatens the
safety and welbeing of employees and/students, the employee is suspended
with pay until a final decision is made to take the appropriate disciplinary
action.

iii. The department head concerned is responsible for conducting the pre
disciplinary hearing. For serious offenses, the department head can request that
the divisional head and/or the director of Human Resources attend the meeting.
In case the person being he# a faculty member, the Dean of School
concerned attends the meeting.

i. The Universityobés disciplinary procedures
(72) of the Saudi Labor Law, as follows:

i. Article (68): The penalty shall not be made harshehe event of repeated
violation if one hundred eighty days have elapsed since the previous violation
was committed, calculated from the date the worker is informed of the penalty
for that violation.

ii. Article (69): A worker may not be accused of anyeoffe discovered after the
elapse of more than thirty days, nor shall he/she be subjected to a disciplinary
penalty after the elapse of more than thirty days from conclusion of the
investigation and establishment of the

iii. Article (70): A worke may not be subjected to disciplinary penalty for an act
committed outside the workplace unless such an act is related to the job, the
employer, or the manager-ainarge. Nor may a worker be fined for a single
violation an amount exceeding a fiday wageand no more than one penalty
shall be applied for the same violation. No more than adayewage shall be
deducted fronhis/herwages in one month in payment of fineshrher
suspension from work without pay may not exceed five days a month.

iv. Article (71): A disciplinary action may not be imposed on a worker except after
notifying him/her of the allegations in writing, interrogating him, hearing
his/herdefense, and recording the same in minutes to be ke/irerfile. The
interrogation may be vbal in minor violations the penalty for which does not
go beyond a warning or a deduction of a-dag salary. This shall be recorded
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in minutes.

v. Article (72): The worker shall be notified in writing of the decision of imposing
the penalty on him. If heefuses to receive the same or if he is absent, the notice
shall be sent to the address showhigiherfile by registered mail. The worker
may object to the decision of imposing the penalty upon him/her within fifteen
days, excluding official holidaystdm the date of notifying him/her of the final

decision.

J. Table of Violations and Penalties

The tables below indicate penalties for up to four occurrences of specific violations as
per the Saudi Labor Law. The University may also require employee cognselin
cases of repeated offenses. Repeated offenses may result in termination.

I. Working Hours -Related Violations

Penalty
Type of violation (Deducted ratio is a ratio deducted from the
daily pay)
First Second Third Fourth
time
. L A
. Leaving the work premi n(1
e_*a g the work p e. sdgteen (15) Written 10% 25% One Day
minutes before working hours are warning
over, without having permission or a
acceptable reason to do that. Plus, deduction of t
. Leaving the work premises more tha 10% 250 500 one b
fifteen (15) minutedefore working ° ° ° ne bay
hours are over, without having a
permission or an acceptable reason | Plus., deduction of t
do so.
. Remaining in office or returning to it A
after working hours are over withou .
. . . Written 10% 25% One Day
having obtained permission to do .
warning
that.
. A oneday absence, within one A onetime
. . deprivation
contractual year, without having a Two
. . Three days Four days of a
written permission or an acceptable days .
promotion
reason. or an
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. Consecutive absences between-svo

(2-6) days within one contractual yee
without having a written permission ¢
an acceptable reason.

. Consecutive absences between sev

ten (#10) days within one contractua
yearwithout having a written
permission or an acceptable reason.

. Consecutive absences between 11 t
14 days within one contractual year
without having a written permission ¢
an acceptable reason.

. Cessation of work, without a valid
reason, for a period exceeding fifteel
(15) consecutive days within one
contractual year.

Intermittent absence, without a valid
reason, for peods exceeding a total ¢

increase in
salary.
A onetime
deprivation
Two of a
Three days Four days | promotion
days
or an
increase in
salary
Plus, deductiom f t he absence
Dismissal
. with the end
A onetime .
L of service
deprivation | . o
indemnity if
of a
Four . : the total
Five days | promotion
days number of
or an
. . absences
increase in
salar does not
y: exceed 30
days.
Plus, deduction of t
A one time
deprivation | Dismissal
of a without
promaotion | theend of
oran service
Five increase in | indemnity
days salary and| as per
a dismissal| Article
warning as | (80) of the
per Article Labor
(80) of the Law.
Labor Law.

Plus, deduction of t
Dismissalwithout the end of service indemnity,
provided that the dismissal is preceded by a writi

warning after an absence of ten (10) days in
conformity with the provisions of Article (80) of th
Labor Law.
Dismissal without the end of service indemnity,
provided that the dismissal is preceded by a writi
warning after an absence of twenty (20) days ii
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thirty (30) days within one contractug conformity with the provisions of ricle (80) of the
year. Labor Law.

Il. Work Organization -related Violations:

Penalty
Type of violation (Deducted ratio is a ratio deducted from the

daily pay)
First time Second Third

1. Being in a place during working hours
other than the allocatesorkplace 10% 25% 50% One day
without justification.

2. Receiving visitors at the workplace, A Written
without obtaining permission from the warning 10% 15% 25%
Management.

3. Using machines, equipment, and tools A Witten
of the University for personal purpose warning 10% 25% 50%
without permission.

4. Unrightfully interfering in any job that
is neither within his/her duties nor 50% One day | Two days | Three days
assigned to him/her.

5. Exiting or entering from the unallocate A Written

) 10% 15% 25%
places. warning

6. Neglecting cleaning and maintaining
machines, or failing to report any 50% One day | Two days | Three days
defects in them.

7. Failing to put back repair and
maintenance tools and other supplies| A Written

where they belong after the completio warning 25% 50% One day
of work.

8. Tearing up or damaging notices, ads, Dlgmlssal
communication memos related to the Three _ with the
institutionds Man Two days days Five days | end of

service
indemnity
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