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1. Objective
Ensuring institutional integrity and maintaining the right of the administrative staff working

1-1 . .
at the University.

2. Scope:

21 All administrative members who were subject to a disciplinary administrative decision or
dismissal and the demand reconsideration of the decision.

3. Procedures: Responsibility
A disciplinary administrative decision or dismissal is issued - .

3-1 . . L . - Investigation Committee
against the employee by the investigation committee.
Submitting an official letter of grievance by the employee - .

3-2 8 . . & . Y ploy - Administrative Employee.
who was punished to his direct supervisor.
Submitting the grievance to the Vice-President for . .

3-3 ubmitting griev ! ! - Direct Supervisor.

consideration.
The Vice-President send recommendations to the Human | - University Vice-President.
34 Resources Department to reconsider or approve the | - Human Resources
decision as received. Department.

After the human resources department receives the vice
president decision to reconsider the decision, a
committee is formulated for this purpose (Note: the
committee consist of new members to conduct the | - Human Resources
investigation). The human resources department | Department Manager.
manager will address, through an official letter, the newly
formulated committee to inform them about the date and
time of the session.

3-5

The Committee will call through an official letter all
related parties of the problem to investigate them.

The committee will re-investigate all related party of the
problem each separately, and it will instruct for the

3-6 - Investigation Committee.

- Investigation Committee.
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1. The objective

11 Ensuring the application of institutional integrity and safeguarding the rights of University faculty
members.

2. Scope:

21 All faculty members who have been subject to a disciplinary administrative decision and ask for
reconsideration.

3. H Procedures: H Responsibility

First - Grievance of the penalty issued by the faculty

Any faculty member who was subject to a warning penalty by
3-1 the dean, has the right to appeal the decision to the university | - Faculty Member.
decision within 7 days of being informed of the decision.

The president may reject the appeal or mitigate the penalty or
3-2 cancel the penalty or to may transfer the case to the | - University President.
investigation committee or to the disciplinary council
3-3 The appellant will be informed of the decision - University President.
The decision will be forwarded to human resources

3-4 . i - Uni ity President.
department to be kept in the faculty member file. niversity Fresiaen

Second — Grievance against dismissal penalty issued by the disciplinary committee

Anyone who’s been subject to a penalty of job termination
issued by the preliminary disciplinary committee has the right
3-5 to appeal against the decision in front of the preliminary | - Faculty member.
disciplinary committee within 15 days of being informed of the
decision.

The appeal will be retained with legal affairs department at the
university, against a receipt from the department head or his
deputy, and the appeal list will be forwarded to the preliminary
disciplinary committee for investigation

- Legal department
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1. Objective

Preserving students' rights and giving them the chance to review the penalties imposed on
them as per the University in force rules, regulations and instructions.

1-1

2. Scope:
2-1 All students with violations who have been subject to disciplinary penalties.

3. Procedures: Responsibility
31 Submitting 'Fhe grievance application to the Dean of _Student.
Student Affairs.
3.2 Forming an investigation committee to discuss the - Dean of Student Affairs.

application.

Discussing the grievance application and sending
3-3 recommendations either to cancel or reduce the penalty | - Investigation committee.
or keeping the penalty situation as is.

34 Informing the student of the decision. - Deanship of Student Affairs.

3-5 Informing the Faculty Dean concerned of the decision. - Deanship of Student Affairs.

3.6 Infqrmmg the concerned academic department of the | Concerned Faculty Dean.
decision.

3.7 Informlhg the Admission and Registration Department of | Deanship of Student Affairs.
the decision.

4, Related Procedures:

4-1 Student Disciplinary Penalties OP (12 UF) 05.
4-2 Investigation and Disciplinary Committee QP (02 DSA) 07.

5. Documentation and Used Documents (soft and / or hard copies):
5-1 Grievance application.
5-2 Investigation Committee's decision.
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