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professional advisory committee

digal) 4 jLinady) 4ol

[=] I?I3 330 5 il giusal) g algally a 3l g AulS)) drae ais
(=R Sashil) Bales e obial) duagalsy) ¢ gisdll el Sl
Cfdlas g ﬁmqﬁﬁﬁ”‘éﬁ,ﬂ
ciithf deala

1- Providing advice, assistance and career guidance for the academic program.
2- Contribute to determining the best specifications for graduates of the
academic program in line with the requirements of the labor market.

3- Providing suggestions that would improve the growth and expansion of the
academic program

4- Contribute to determining the specializations required in the labor market.
5- Determining the future jobs that the community expects to need in the near
future.

6- Determining the skills that will ensure the employment of the graduates of
the program.

1- Evaluate the program from a professional point of view

2- Validate the academic content of the program

3- Submitting proposals to modify academic courses according to the needs of
the labor market.

4- Availability of trainers and supervisors to train students.
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5- Promoting the graduate of the academic program in the work community
by communicating with different business sectors and organizing advertising
in its various forms.

6- Strengthening the partnership between the college and the public and
private sectors to attract college graduates.

7- Studying the work environment and employment in the college by
activating examples of Saudization programs in the public and private sectors.
8- Holding periodic meetings of the college committee and submitting its
minutes, successively, to the university’s vice dean for academic affairs and

development.
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Students’ advisory council
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1- Enhancing the spirit of cooperation and the concept of teamwork among the
students themselves and strengthening the ties between them and the
administrative and academic bodies of the college.

2- Develop the leadership spirit among students and provide them with the
opportunity to express responsible for their opinions and needs.

3- Expressing an opinion regarding the various decisions issued by the
department, whether those related to students, academic and administrative
affairs, or decisions related to the services provided by the college to them.

4- Contribute to solving students’ academic, social and behavioral problems in
cooperation with the concerned college authorities.

5- Supporting the academic achievement and academic career of the college
students.

6- Supporting student activities in the scientific, cultural, social, and sports fields,
as well as volunteer work in the college

7- Educating college students about their rights and duties in accordance with the

university regulations in force.
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8- To develop the patriotic spirit of the students in the college. AL Adlall Gk ol - 5 ) A -8
9- Defending the students' regular rights in accordance with the university's rules sl 5 Aakl 385 Auallad) bl is e gladl) 9
and regulations. Aadal)
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Disciplinary control and investigation committee
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1- Looking into violations referred by deans, department heads
or faculty members

2- Controlling the behavior of students and the like inside the
college or any of its facilities.

3- Refining the behavior of violating students and treating them
with the available educational methods

4- Inviting the parties to the case or the heads of departments to
hear their statements.

5- Approving disciplinary penalties for students who violate the
college according to the rules and regulations in force at the
university

6- Submitting the committee’s decisions to the dean of the
college and then to the university’s permanent disciplinary

committee
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Exam & measurement and evaluation unit
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1. Supervising the preparation and management of the diagnostic test for new

students

2. Supervising the formation of examination and control committees for college

programs and following up their performance

3. Coordination with the various bodies inside and outside the college regarding

the periodic and final selections for all students.

4. Holding orientation workshops for new faculty members to familiarize them

with the examination procedures.

5. Implementation of the technical regulation for the design and quality of exams
at the university level and to ensure the adoption of the university regulations for

the final exams as a frame of reference in the design and conduct of tests

6. Publishing the circulars related to the tests and notifying them to all the

examination committees in the college
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7. Complete preparation of all test needs (correction devices - answer sheet forms | 5eal ) @l Laal) cilaliial geal 2l dacll -7
- various test requirements. Gl e A LAY G pilai s il
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10. Preparing reports for direct measurement of course learning outcomes and

directing faculty members to how to put them in course reports

course improvement plans based on the results of direct measurement of course Sl jaal) s

learning outcomes and the results of course reports. LS e il A eliae Gy alad g -11
e el il all g atlalad i el s
iy el alad Cila jaal o dlual) (bl il
Sl all )l

Gilllaic g san LA alall 4y gall el dlae) 12
oS alaie Y g gl Aiad ) Lgad 5 33 52l
laolaie ) any

12. Preparing periodic reports of the unit and quality requirements and submitting
them to the Development and Academic Accreditation Committee after its

approval.
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a. Purpose of the station: according to

targeted CLO with specification of the domain
of learning (knowledge, skill, competence or
value).

b. Candidate’s and

instructions: clear

concise.

c. Scoring checklist: complete and in the

main components.

d. Instructions for station set-up: including

list of required equipment, questions,
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materials needed, needed examiners,
allocated time.

Types of stations; history taking, clinical
examination station, performance station,
communication station, response station or
rest station,....

Identify movement in the stations.

Observer assessment method either checklist
or rating scale and answer key

e. Standardized patient or simulated patients

instructions:
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transformation into three semesters committee
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1- Determining the requirements of the Medicine and Surgery program for
the transition from the current semester system to the three-semester system at
the Faculty of Medicine, according to the road map contained in the guide,
which was prepared by the Deanship of University Development and
according to the requirements of the study program with the optimal
investment of the capabilities and resources of the faculty.

2- Communicating with the Deanship of University Development and
coordinating with the competent deanships to implement the transformation
plan, follow-up and improve the comprehensive perception of all potential
changes and updates expected in the course and content of the academic
process, facilitate obstacles, and request the necessary training courses.

3- Follow up on updating the mechanisms, policies and organizing guides for
the university and the program to ensure the implementation of the
transformation plan.

4- Assessing the readiness of the scientific departments and units in the

college for the transition system to the three-semester.
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5- Assigning the responsibilities of implementing the procedural steps to the
team members, following up the implementation according to the set plan, and
evaluating the team’s performance on an ongoing basis.

6- Amending the study plan of the program to suit the three-semester system
and emphasizing the preservation and adherence to the National Qualifications
Framework Issue 1441 AH and the Saudi Standard Classification of
Educational Levels and Specializations Issue 1441 AH.

7- Studying the potential challenges and difficulties in applying the
transformation experience and trying to overcome them.

8- Redistribution of course topics and contact hours, as well as redistribution
of student assessment activities, to be consistent with the learning outcomes
and their achievement at the level of the program and the course (in case there
is a need to modify the study plans for that) while ensuring that the learning
outcomes are consistent with the program objectives and the graduates
attributes.

9- Communicate with the Deanship of Supporting Studies regarding the
distribution of general requirements courses in line with the new study plan
for the Medicine and Surgery program under the three-semester system.

10- Update program and course specifications on the NCAAA 2020 edition
and update learning outcomes and assessment plans in line with the updated

models.
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11- Emphasis on the transfer of current students and their academic records
from the current system to the three-semester system under the supervision of
the Deanship of Admission and Registration.

12- Distributing work to committee members by forming a team works,
defining their responsibilities, setting a time frame for completing the tasks
entrusted to them, and following up their work and evaluating it through a final
report to be submitted to the committee.

13- The team may seek the assistance of all units, committees and
departments of the program as it deems appropriate to implement the
program's transformation plan.

14- Preparing review reports and coming up with improvement
recommendations to confirm the closure of the quality cycle and follow up its
implementation with the relevant committees, with an emphasis on achieving
educational quality assurance and reviewing the academic accreditation status

of the program.
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EXxit exam committee
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1- Develop the action plan for preparing and applying the exit exam in accordance
with the procedural guide designed by the University Vice Presidency for
Academic Affairs and Development (Measurement and Evaluation Department)
2- Assigning the responsibilities of the procedural steps to the relevant committees
in the program according to the program’s task and responsibilities booklet.

3- Communicate with the Measurement and Evaluation Department to implement
the plan, facilitate obstacles, and request training courses necessary to prepare the
learning outcomes matrix and prepare objective questions.

4- Follow up on the implementation of the procedural steps in accordance with the
established plan.

5- Follow-up on the application of the mock and final exit exam in accordance
with the executive rules for exit exams.

6- Forming a committee to prepare the test questions, taking into account that all
disciplines are represented and what guarantees compliance with the detailed

scheme for the exit exam blueprint.
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7- Forming a committee for judging exit exam questions responsible for carrying
out the following tasks:
a. Arbitration of exit exam questions according to specific standards and
controls set by the committee to judge the questions from several aspects, such
as: its nature, its level of difficulty, its consistency with the test’s controls, its
impartiality, and the degree of its quality, evaluating the extent of the test’s
suitability for what has been prepared for it, and making sure that the test can
achieve Desired results and justifications, if any of the questions are rejected.
b. Arbitration of the relationship between the test subject and test questions
and whether the questions are related to the program’s focal areas, and the basic
areas of learning of the program according to the academic program matrix and
according to the test specification table (blueprint).
c. Each question is subject to one of three provisions of the committee:
Acceptance as is &acceptance after modification by the committee; If the terms
and conditions of the amendment apply to it & the ruling is not valid.
d. Develop appropriate recommendations for improvement
8- Reviewing the reports of the exit exam results from the concerned committees
and approving the final report of the Tests, Measurement and Evaluation Unit of

the program to come up with the appropriate recommendations for improvement.
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Excuses committee

el diad

4 il ghecall g algeally o 3l g A0S Aas a

1- Implementing the policies and procedures for studying students’ excuses in cases
of their absence from the exam and deciding on them in accordance with the policies,
procedures and rules approved by the university.

2- Determining the terms and conditions for accepting excuses and emphasizing that
they are circulated to male and female students at the beginning of the academic year.
3- Considering the excuses provided by the students and deciding whether they
comply with the announced conditions and controls to determine whether they are
accepted or not

4- Inclusion of students’ excuses and the results of their decision in the minutes of
the committee’s meetings and following up on the procedures resulting therefrom
5- Submitting the committee’s recommendations to the competent authorities for
approval and implementation.

6- Enable the male or female student to take the alternative test after accepting the
excuse according to the university’s study and examination regulations.

7- Writing regular reports on the work progress of the committee, improvement
plans, and obstacles to solving them. It also includes strengths and weaknesses, and
submit them to the concerned agency, with a copy delivered to DAAC
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Academic program committee & curriculum follow up

ciillal) daalag 33 gad) 34030 Al Julay 33 ) o) algally a il g ALlSY) dpas A

galiall dajlia g dpayalsy) geal yal) Aigd

1.Follow up academic programs and study plans at the college and make the necessary
reports.

2.Studying development proposals from faculty members, the program advisory
committee, students and graduates, monitoring developments in the field and the labor
market, and preparing reports thereon.

3.Periodic evaluation and review of programs in the department.

4.In the case of developing the programs, the Committee will conduct a
comprehensive study on the reasons for the development of academic programs in the
college, including the identification of reasons and the work of reference comparisons
and other specific processes.

5.To carry out the process of designing and developing the academic programs in the
college in all stages mentioned in the guide of designing and developing academic
programs at Taif University.

6.Follow-up with the Executive Office of the program transformation in the Deanship
of University Development in all stages of design or development of academic
programs.

7.Study the current situation of curricula and courses by addressing the departments
of the college to identify the most important problems facing the development of these

courses.
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8. Determine the priorities of curriculum development and provide practical solutions
appropriate to highlight the strengths and overcome weakness.

9.Prepare an action plan to implement the current curriculum development proposals
based on the results of preliminary studies.

10.

the actual hours and their suitability for the educational outcomes according, Saudi

Approve the course content, the load of the credit hours and the distribution of

meds and national qualification framework after returning to the concerned
departments.

11.
development and update of curricula.
12.

Follow-up of various academic and educational activities related to the

Review any suggestions submitted by students and faculty members or scientific
departments for curricular development and recording them in course report.
13.

or minor revisions.

Advise, recommend, approve revisions to the proposed curriculum either major
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scientific committee tasks

Faalal) clall alga

g lial) daylia g Lpayalsy) zal ) At 2

1- Develop an action plan for the committee in line with the strategic plan of the college

2- Completion of the curricula that have been approved according to the academic accreditation
requirements.

3- Continuous communication with all scientific departments in the faculty through their
representatives in the Scientific Committee.

4- Continuous communication and coordination between the scientific committees "Phase | and
11" while ensuring complementarity and compatibility of outcomes between the two phases and
prevents unnecessary repetition.

5- Coordination between the courses' coordinators and scientific departments to complete the
course specifications in proper time and according to the requirements of quality and academic
accreditation.

6- Coordinating between the course's coordinators and departments to complete the exam blue
print or TOS before the start of the course and according to the requirements of quality and
academic accreditation.

7- Review the educational objectives and outcomes of each curriculum as well as the teaching
methods and students assessment to ensure their relevance and conformity with the phase and
year.

8- Approve the course content, the load of the credit hours and the distribution of the actual hours
and their suitability for the educational outcomes according, Saudi meds and national qualification

frame work after returning to the concerned departments..
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9- To accommodate the faculty members on the lectures in accordance with their specialization, )& (e LDl duadell 2ludY) s il il ede o Gl -10

qualifications and experiences and to be compatible with the learning outcomes. ey sagall cldlaid Wy sl cdll (& “”—’Uﬁj‘”
10- Coordination between the course's coordinators and departments to complete the course sy il i lia el em‘;r:iz: 1
reports on time and in accordance with the requirements of quality and academic accreditation. ) ‘ m\_;.d\ el &“—1\;\);‘;1\; i yiaall
11- Inform the scientific departments and concerned units with the results of the course reports an Ol )y Aiallly Aalall Jaall Jalad g ysall il 2S 12
and develop the appropriate corrective actions. ldaal jal (Shall adadll aid )l gdl ey Glisag
12- Writing the periodic reports and work plans of the committee and sending all the specs and Laalaiel

reports to the medical education department for review and approval.
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year coordinator tasks

dgalal) Gladll s

Lyl pal) ) B algea

1. Full supervision of blocks and courses coordinators of educational units
in his academic year and ensure smooth flow of the learning process
according to the plan and according to course specs and the approved
schedule.

2. Ensure preparation of each unit schedules in sufficient time before the
start of each unit of study and in accordance with the requirements of the
program and approved course Specs.

3. Follow up the student evaluation of each course and giving feedback on
each module and suggesting recommendations required to avoid the
weakness in the following units.

4. Follow up evaluation of the faculty feedback on each module or course
5. compilation of negatives and positives and raise the recommendations
proposed to the phase coordinators to discuss possibilities for correction
with  competent authorities to implement them e.g: raising
recommendations for scientific content to the Scientific Committee or raise
proposals for the development of places of lectures and laboratories and

contents to the College administrative board ..
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6. Follow-up the completion of the course quality requirements according Ol A el ladl) cilelall alaie) s daal 0 -7

to NCAAA models by the course coordinator (e.g: course specs, report and Al )33aa 5 JS (8 (S il

other required quality formats) Olaial ppamaill cul i) sas 55 Lalall sy wa Gl -8
7. Review and approve the actual hours of faculty members participating Jsasll na3 g Jalaall Jugat Cua (e Joad JS 4l (8 eal)

in each course. ool A Gl e e LS Gl WDle | 5 4 palaldl

8. Coordinating with the scientific departments and exam unit to prepare 4s\S saa Glaie¥) alae Jd Glllall § Jaleall e cild Sl
for the OSCE, OSPE at the end of each semester in terms of processing the At sl Glllaiall iead
labs and specifying its schedule and inform the participants of the faculty —<las gl g af gall JSuia 3alull (e 32 gadl lillaia g il aread -9
members and the supervisors of the labs and the students before the exam G—sic (e L ol drane A8l aaal) ULy Jae 54l Al
date in sufficient time and processing the logistical requirements. Al )

9. Compilation of data and quality requirements from the course or block il P& Apadatll Adaall jo i dad (e aasne 3 )8 Jae =10
coordinators including all statistical data to be presented to phase lede & Al Conzall 53 8l Jalai puaniy Lgie Jsiuall
coordinators. )8 Lo il 3L CalCall Al Hall ) & 0 il

10. Prepare a comprehensive report on the educational process during sl ¢y o3 8l Jalis 3o jaid da DU Al Cile) oY)
the year in which it is responsible including collected strengths and Al ) Busia ) g2 ) 5 Chaiall
weaknesses agreed upon by the participants and propose the necessary

improvement measures to strengthen the strengths and improve the

weaknesses to be submitted to the phase coordinator.
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block coordinator tasks Ll al) Clas gl Guia alga

dpalal) Gladl) s

e Before start of block Al pal) Baa gl) 402y S8 o
1. Participation in Scientific Committee and the Curriculum Unit i Gdlad zaliall saa 55 dalal) all) Cilelaial 838 LG
meetings to discuss the course specs, study guide and previous course Gk alall (s sisall g 5 jaall A8LLN o &l g | l pall Jalall 5 aall
reports for the unit and the scientific content and teaching methods used. Aediiisall G pill

2. Participate in the writing and review of the course specs and study
guide according to quality requirements in cooperation with the scientific
committee.

3. Full coordination between male and female sections in all that ensures
the efficiency of the education process during the course.

4. Refer to the heads and vice heads of departments to distribute the tasks
of teaching subjects related to the specialization.

5. Prepare a preparatory meeting with faculty members of different
specialties involved in teaching before the beginning of the block and
conducting training sessions for faculty members involved in small
discussion and skills lab by specialists and conducting pre-post and
feedback assessments.

6. Coordinating with the schedule unit to develop the allocated table for

the blocks, considering conflicts of time, the places of lectures,

Yol oA Jlall g ) jall Cia 5 Al LS 3 AS L)
Aalal) Ll 48 HLiay 3 gal) culllaial W 5 (study guide
Oy be JS & clllall g OOl 6 sl g JelSU (50 il
okl (8 Al bl sas sl A Aadal) Aglaall ja 36l
s Agalall JLudY) el y il g ol el ) M g 5ol
sliacf o (aaiily daliall aucal sall G 530 dalal) slgall
sl

Glaiadill o (il 24 G guiae ga (5 gt glaial Jae
luda 38555 | @bl gy J Gy pxil) 8 S 3 Gl alisall
AR U PR W TN G | [ EP P TEV ST
b ani Jae 5 aaite J (e & lgall Jalaa 5 5 3l
Axal )l dal) 38Y (o

a—adall Jsaall aia sl Al jall Jghaall sas 5 pae el
5 Jabaall g @l jualaall (Sl |8 gl ila i Ble e pa & L

L) 3y U8 Lo S il (a5l A il guime 3015

-2

-3

31| Page




laboratories and, and informing the participating members before the
beginning of the block.

7. Coordination with the Clinical Training Unit to prepare for the hospital
visit days of each block.

8. Coordination with the skill lab Committee for preparation before
starting the block and providence of training sessions for included staff.
9. Coordination with male side to prepare for the lectures and meetings
where the male are recruited.

10.  Completion of the schedule of the unit before the beginning of the
block, taking into account the quality standards of the.

11.  Completion of writing of the course specs and sending it to the
Scientific Committee and the Curriculum Unit for review and approval
by the Council of Medical Education.

12.  Ensure delivery of course specs and study guide and block or
course schedule to all participating faculty members and students enough

time before block start.

e During the module
1- Obtaining the students' signature on the receipt of the study guide,
course Specs and the schedule on the first day of the block.

2- Effective communication with students and overcoming obstacles

and work as a link between them and the college administration.
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3- Follow up of putting lectures and all scientific contents, < sbll dsalall il sinally ClDleY) | il ) aladll ad ) dailia =15
announcements, other activities on blackboard in cooperation with IT e Ostailly 2 50 BB e
blackboard. daghiall e dlll Qe Jians-16

4- Recording the absence of students on the system. sl 3 53 5 Joa) 5il) Gl iUl g SOl lad G Gaeil) 17

5- Coordination with the male and female side to continuous oY)
communication and unifying exam questions. sl dida gl duel) (e Baaizall ) jall o s ASld ) 005 55-18

6- Distribution of the course questionnaire to the students and 45 (bl Gl caal Jae g GO o anlSY) Slaic V)
analysis of its results and suggestion of recommendations for & isVL Greaill Cils yiia g Cilaa gis x5 )3l 5 Liayll 5 J sl
improvement in conjunction with the year coordinator. Al ) Al (Busie ae

) Aol Al Bas gll elgl) day @
o After the completion of the module
il Al 8 ) s g1l Aalal) Ul il JUs1 219
19 - Recording the results of students on Manzouma at the end of the L
gl
QUJGA}@L__‘A&‘:‘_&&‘JJJAQ}J‘)M‘ BA};QLJLEA‘}:}@A.S_ZO

semester.

20 — Preparation of the course requirements and statistically analyze <l EOEN AL ) jall 3as o) 8 SldUall o dollall il
student results in comparison to that of the last three years and compare Sl e gall 8 Al Gusie N Lgaslasi 53 A Y)
between male and female results according to quality template and their <4l i NCAAA @ paldll z3saill 3 ) 8l &8 421
delivery to the year coordinator on time. alall Clild) asen Jadiy s A al) Als yall 5 45l (3sia
aal U Al il Ul g Aullall il Aol sas 5l
A Sl 5ill 7 5 Al Clllda had 4+ QM jhd
el e Bl wf 5 Ja g ) jaalls Gals Cale Jue 22

21. Writing the course report in the NCAAA model under the supervision
of the year and phase coordinators including all unit data, students’

achievements and the results of feedback of both male and female sides

and suggested corrective actions.
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22- Making a special file for the course, including the students 'signature, —<llkia cpe W ye s <l jlaall g Ol il Slas1 Judaill

approved copy of course specs and report, the study guide, statistical
analysis of students' results, comparisons and other quality requirements.

B.J}.;“
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development & academic accreditation committee

cdithl) deals Sfilas g
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1.Effective communication with the Deanship of University Development to receive
technical support

2.To consolidate the culture of development and quality in college and follow up
activities supporting them

3.Follow-up quality and academic accreditation work of the academic programs

4 Verification of the implementation of quality systems and standards of academic
accreditation at the College

5.Prepare periodic reports on the progress of academic accreditation and performance
indicators for the college programs and submit them to the Deanship of University
Development.

6.To verify the availability and implementation of improvement and development plans for all
quality and accreditation activities.

7.Review the data, information and documents related to the fulfillment of the academic
accreditation requirements and evidence for all academic programs in the college.

8.Preparation and implementation of strategic and development plans for the college

35| Page

acall Al _adall ol salee ae Jladll Jual 5l
sl

At daglia s A0S 650 gal) g phatl) 4SS Ky 53
Led dac 1)

el €Y slaieVly sagall el dalic |
danlsy)

oS alaie V) jalee 5 53 sadl Aaail 285 (e (8,
i

Gl ydigag ‘;_A.._ulsizﬂ Alaie Y aad e Ay g0 ) alae)
el 5y ghaill Balan] Lgad 5 A0S gral yal 610y
el oshilly Gpuadll Lalad 3wy 8165 (e sl
Alaie Y 583 gal) Adail

clasiuly Al 515 gl 5 il slaall 5 bl daal y
eV el all prand a8V alaie W) Al 5 il
Al




23533

9.Specification of training needs of faculty in coordination with university development AISH A ) ghaill g Apa) i) Jakadl) ddigalae) 8
deanship. ool A elacy Ay aill Glalda¥)l wasi 9
10. Fulfil requirement of NCAAA standards according to performance indicators, evidence (alall s ghaill Balee aa (Gaeilly
and documents. Alaie Yy ayofill dyida o) Agll e clillaia clasinl 10
11.  Preparation of self-study for the program laiiial) 5 AaY) g e )oYl el Tad g _analSY)
12.  What are referred to it of topics related to development? caliall 2] A J;s\ sae) 11
13.  Providing recommendations for improvement of academic performance at the LT e g oo g T L 12
college, planning and implementation for improvement of the programs Jaslaal)y 4K alSY 1Y) Cppuent] ilim ) s 13
gl ol (a2l

<Y ALY g ghail) At aii ) A AN (jladl)
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Database & information committee il glaal) g cililul) ac) 68 Aiad

s Alaic ¥ gy hatl) Liad 4

1. Develop a development plan for the committee appropriate to the action Aipll 4,0,8500) Adadlt dpuilia dpll yy ghati Aol pulag -1
plan of the Development Committee. 3 ghail)
2. Create tables, forms, reports, and other database elements bl 3o g8 ualic g L3 g 7 ilalll g Jglaad) plid) -2
3. Identify methods and sources of data collection and qualitative and s AY
quantitative information and analyze their results statistically. 4o il il glrall g Slill) gad jobicia g Gk yaad -3
4. The use of templates dedicated to databases and developed to suit the Lilan Lgadlid Julas g dgasll g
data and the required information. Las L g ghati g cilill) 30 gl danadiall cull gil) aladiv) -4
5. Follow up and documentation of the college councils and departments 4 slhal) cila glrall g cilibnd) quully
and decisions Lgul g 9 Aqilil) < I AN 9 aluad) g A (udlas dalia -5
6. Documentation of quality systems in college 4l Bagad) ai 365 -6
7. Providing the College's website with the appropriate data and la glaa g il (1 Al Loy A30SN Bga 2935 -7
information il glaal) g bl alal) addail) and g Bagadl Bas g 195 -8
8. Provide the quality unit and the medical education department with the aaaal) < gl) A 4 sllaal)
required data and information in a timely manner. 9 Lgfaand o Lglh g o) pal) cila glaal) g cilibul) L gl dlia) -9
9. Examples of the quality of data and information to be documented, sbiilaa) Lgdalas
updated and analyzed statistically: <l )Rl g clawband) 3865
A. Documenting policies and decisions L& MY & anaiil) 4 Jadi g Ul cliby Judad

A A @l ) AN clblidl& Sl oam Al &
L g qllh o) s b
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G.
H.

Analysis of student data includes the mechanism of registration&
preparation & results & alumni & research & activities & decisions
that are taken for any student and others.

Documentation of the study plans, courses and approved hours for
each plan

Documenting and analyzing faculty data includes numbers & specs
& competencies & tables & load of study & research & scientific
production & services & activities and others.

Documentation and analysis of questionnaire results and feedback
Follow-up and updating databases, scientific research &
community services

Database of departments, councils and reports.

Databases of units, meetings, decisions and reports

Building database for Infrastructure and devices

10. To carry out the tasks assigned to it
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steering committee for KPIs committee
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1- Recommending program KPIs based on:

e 2030 vision.

e University, college & program mission, vision and strategic

objectives.

e NCAAA KPIs list for program management.
2- Setting and implementation of an operational plan for :
- Recording and documentation of the baseline status of the
recommended KPIs after approval by the college board.
3- Data collection, entry, representation &analysis of the updated KPIs
status monthly, biannually or annually according to the subjected KPI.
4- Preparing annual report documenting, discussing and suggesting the
corrective action needed to achieve the benchmark KPIs status.
5-Contact the college dean and corresponding units for facilitation &
motivating accomplishment in KPIs monitoring process.
6-Communicating with the program self-assessment committee and
database committee for access of needed data, documents and discussing

troubleshooting actions required for achieving the benchmark KPIs values.
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7-Follow up & registration of the updated data of the external benchmark sl 85 G gis Ly (oo sall Gpansi 1 o1aY) <l yiige =Dl 5 dxal o -8
KPls. ansti 1 61 il i sal UL Slac) 5 Lgman &3 N A 1 e laY) <l e
8-Revision & reforming of the recommended KPIs annually according to il Al all L) el Al
the interpretation of KPIs collected data and preparing a proposal for the

upcoming academic year program KPIs.
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strategic planning unit
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1. Spreading the culture of strategic planning among faculty and staff members of the
college.

2. Drafting the college’s vision and mission and formulating the college’s strategic
goals within a clear value framework linked to the university’s strategic plan, with a
proposal for mechanisms for implementing these goals.

3. Reviewing the college's vision, values, and objectives, and reformulating them
whenever the need arises.

4. A comprehensive analysis of the external and internal environment of the college
with identification of strengths, weaknesses, opportunities and threats

5. Preparing and developing the strategic plan of the college in coordination with the
strategic planning department of the university and preparing its own goals and
initiatives and linking them to the main performance indicators to achieve those goals.
6. Contributing to the preparation of annual operational plans within the framework
of the strategic plan, setting up a risk management system, developing alternative
scenarios related to strategic initiatives and plans, and following up on their

implementation.
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7. Suggesting committees or persons to implement the college's strategies and setting
a time frame for implementing the strategic plan.

8. Periodic follow-up of the performance indicators of the strategic plan and
preparation of quarterly and annual percentage reports on the activities of the college
and improvement plans and submitting them to the strategic planning department at
the university.

9. Determining the levels and rates of progress in implementing the college’s strategic
plan and its affiliated operational plans and preparing periodic and annual follow-up
reports on what has been accomplished and submitting them to the University's
Strategic Planning and Information Department.

10. Studying the internal and external variables affecting the strategic plan and
preparing periodic reports on them.

11. Coordination with the college's professional advisory committee regarding
strategic planning work.

12. Preparing and attending the periodic meetings of the strategic planning department
and expressing opinion in drawing up work policies and achieving its objectives.

13. Writing regular reports on the work progress of the college, percentages of
achievement, about the college’s activities, improvement plans, and obstacles to
solving them. It also includes strengths and weaknesses, and submit them to the

concerned agency, with a copy delivered to DAAC.
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Students' activities unit A dUal) Adadsy) Baa g
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1. Develop an action plan for the unit in line with the operative plan of the
college to achieve the mission and goals of the program.

2. Developing and approving a plan for extracurricular activities, especially
creative activities and sports.

3. Forming groups for student activities (cultural, artistic, social, scientific,
sports, etc.) based on students' interests and preferences.

4. Urging students to join student clubs at the Deanship of Student Affairs,
accustoming students to participating in the activity and promoting respect for
the system.

5. communicating with students’ affairs deanship for holding Training courses
for students in all areas of activities to provide the necessary knowledge and
experience for them.

6. Coordinating and participating in the new students’ orientation day.

7. Studying the psychological and social problems of students and
communicating with academic supervisors and then referring them to the

university students support unit.
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8. Providing all the student needs of student services to ensure a distinguished
university life

9. Building students intellectually, culturally and socially according to sound
scientific foundations.

10. Giving students the opportunity to assume the responsibilities of planning,
implementing, following up and evaluating all student activities and services
under the supervision of the college and within the framework of the general
plan of the Deanship of Student Affairs.

11. Develop students' leadership skills and excellence.

12. Establishing a database on the activities of the unit in the college and the
participation of the employees, students, and the beneficiary parties to ensure
the accuracy of the results of the performance indicators related to the work of
the unit.

13. Develop a monitoring and evaluation plan, through regular questionnaires
for satisfactionl level of students and faculty members about the services
provided to them and statistical analysis for them.

14. Writing regular reports on the work progress of the unit, its achievements
and obstacles to solve them, strengths and weaknesses and submitting them to
the concerned agency with a copy to DAAC.

45| Page

sha 4l el 43 ciledd e lllal) daling Le JS 555 8
3 e daala

Aale dadde ol 335 Lelaial 5 Ll <8 4l o1y 9
241 5 Jaghadill il ghse Jeadl Q3 da ) 28U 10
Gl il s ApDall cileaal) g dada¥) A8IS) oy il 5 dxgliall 5
Ol (55 Balead dalal) Adadl) HUi 8 440SY)

Ol (gal el g 3oLl ) Hlew daati 1]

S Ly ML saa gl Al e clly sacld oL 12
ol 50 o8 483 (i Ly Basiisal) ilgad) 5 Adlall 5 (G gasiall
gl Jamy e al) ¢ laY)

Oe Aalatie Clilutul SIS (e ay sl 5 480 jall Adad pias 13
(0 ped Aadial) el e A 3 guia § QM) Lia ) (5 gia
Ll laa ) Jidaill 5 sas )

Lol oy sasslly Jasll s (e dabilie )l 4814
o) Lt 5 Camcall Jali g 5 i) Jals panaly LS Lglad ciliall
saic¥ly ookl daad ) dA alid pe Al WS

‘;_A..plsii |




Academic advising unit
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1. Develop an action plan for the unit in line with the operative plan of the
college to achieve the mission and goals of the program

2. Preparing new students for university life through counseling and
orientation programs to introduce the college and academic programs and
how the student can obtain the necessary services, in coordination with the
University Counseling Department.

3. Awareness of students about academic life and its variables and how to
deal with them through various academic advising programs (awareness
meetings, preparation courses for final exams, courses for determining the
appropriate specialization, courses for university skills).

4. Encouraging and nurturing talented and talented students and directing
them towards investing their abilities and potentials in areas that suit their
academic inclinations and interests.

5. Follow-up of lagged students and help them acquire the necessary skills to

increase their educational attainment.
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6. Spreading awareness of academic regulations and implementing academic
procedures in cooperation with relevant authorities, such as the Deanship of
Admission and Registration and the University and university Advising Department.
7. Activating and following up the role of academic advisors and providing them
with the necessary support and training.

8. Familiarity with the registration, deletion and addition dates announced by the
Deanship of Admission and Registration, and the implementation of related
academic procedures.

9. Familiarity with the college’s study plan and graduation requirements for
students, and ensuring that the student’s schedule agrees with the college study plan
10. Follow up on preparing and updating the academic advising record file for each
student and instructing the counselors to open a special file for each student that
includes the registered subjects, the student’s grade level, the cumulative average,
the minutes of the periodic meetings between the advisor and the student, in addition
to any reports or warnings directed to the student.

11. Discussing the difficulties facing academic advisors and developing appropriate
solutions to them

12. Continuous coordination with the University Guidance Administration.

13. Follow up on the availability of office hours for academic advisors

14. Ensuring the dissemination of circulars and information on academic guidance
among faculty advisors through mailing lists on official e-mail addresses or through
social media.

15. Establishing a database on the activities of the unit in the college and the

participation of employees, students, and beneficiary bodies to ensure the
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accuracy of the results of performance indicators related to the work of the
unit.

16. Develop a monitoring and evaluation plan, through regular questionnaires
for satisfactionl level of students and faculty members about the services
provided to them and statistical analysis for them

17. Writing regular reports on the work progress of the unit, its achievements
and obstacles to solve them, strengths and weaknesses and submitting them
to the concerned agency with a copy to DAAC.

oo Ak Clibiul A o pilly A8 Ak pmy 16
83 gl (e agd Aediall Cilaadll e LK) guiia g MUl Lia ) (5 gluna

1) ileaay) Qs
Glall 5 Ll ol g 8o sl Jand) i 0o Aediia j EAS 17
e Auimall A 51 ) g 5 Ciomaiall Jaldi 5 5 8l ol pancaty LS Lglal

SV alaie Y1 5y gl Al Y s aglas

48| Page




Learning resources unit task
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1- Develop an action plan for the unit in line with the operative plan of the college
to achieve the mission and goals of the program

2- Determine the available different learning resources at the college that includes

now; the scientific library, computer lab & the E-learning unit, the skill labs and the

student” labs.

3- Forming sub-committees then supervising on their work, follow up and receive the

reports from them

4- Describe the current status of the various learning resources and make a database

to identify the requirements from human resources, facilities, equipment’s, buildings,

electronics, books and references

5- Make an implementation plan for all learning resources that be linked to the

priorities of the strategic improvement plan of the program.

6- Setting rules for organizing work within different learning resource committees

7- Publicizing, awareness and advertising about the available learning resources’

services for the students

8- Regarding to the library subcommittee; Communicate with the Deanship of

Libraries to identify the available services of training and workshops, and provide

the needs of students and faculty members
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9- In respect of the computer lab and e-learning committee: follow-up the continuous
use of the portal electronic learning (Blackboard) by faculty members and students
and application of electronic tests with the analysis of the results then, submitted to
the Evaluation and Testing Unit

10- Regarding the skill lab sub-committee: follow-up the maintenance of all the
contents of the labs by the competent companies, and make training for the faculty
members on using various tools to share in different skills in different units and
courses, also, continuous updating through the search for new sources of learning to

help achieve the desired learning outcomes.

11- Regarding to students' labs subcommittee: follow-up of those responsible for
the labs with regard to the tasks entrusted to them
12-  Develop a monitoring and evaluation plan, through regular questionnaires for

satisfactionl level of students and faculty members about the services provided to
them and statistical analysis for the different learning resources services
13-

their services provided by the learning resources.

Comparison with other similar and approved programs regarding the level of

14- Develop a monitoring and evaluation plan, through regular questionnaires for
satisfactionl level of students and faculty members about the services provided
to them and statistical analysis for them

15- Writing regular reports on the work progress of the unit, its achievements and
obstacles to solve them, strengths and weaknesses and submitting them to the

concerned agency with a copy to DAAC.
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Registration and schedule Unit
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1. Develop an action plan for the unit in line with the operative plan of the
college to achieve the mission and goals of the program

2. Determine the student groups in each academic year according to the study
plan and student numbers and in coordination with the Deanship of Admission
and Registration.

3. Prepare course /module timetables, exam schedules and observations in
collaboration with coordinators and according to study plan.

4. Coordination with the Academic Counseling and Guidance unit to confirm
the registration and installation of courses for students on the university
electronic system.

5. Coordination with the scientific committees in assigning courses/modules
coordinators.

6. . Carry out registration, deletion, addition, and merging of people, and

coordinate with the Deanship of Admission and Registration
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7. Distribution of college halls on study years and ensuring that the numbers
of students in each section corresponds to the capacity of the teaching
classroom.

8. Follow-up of the placement of the student groups by the names of faculty
member coordinators of the academic units on the university electronic system
(Manzoma) in coordination with the Deanship of Admission and Registration.
9. Coordination with Deanship of Admission and Registration regarding the
university supporting courses and allocate staff members from other colleges to
these courses.

10. Preparation of teaching load for college members and teaching assistant
staff.

11. Submit a quarterly teaching load report of college members and teaching
assistance staff to the Vice-Dean.

12. Preparing the schedule for course and modules exams in coordination with
the coordinators and the examination unit, as well as preparing the schedules of
the observers taking into consideration their academic burdens.

13. Develop a monitoring and evaluation plan, through regular questionnaires
for satisfactionl level of students and faculty members about the services
provided to them and statistical analysis for them

14. Writing regular reports on the work progress of the unit, its achievements
and obstacles to solve them, strengths and weaknesses and submitting them to

the concerned agency with a copy to DAAC.
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Human resource unit
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a. Regarding faculty affairs:

1. Preparing and examining the files of faculty members in various
departments and building their own database

2. Preparation of reports, statistics and data required.

3. Review the actual needs of each department for faculty members.

4. Attracting the distinguished in various disciplines to suit the
implementation of the strategic plan of the College.

5. Follow-up with the University administration to finalize the
procedures for the recruitment of faculty members, lecturers and
recruits Saudi and non-Saudis.

6. Develop an orientation program for new faculty members and
collaborators at the program level, implement it and then evaluate it
and develop appropriate improvement plans.

7. Determining the needs of faculty members with regard to training
and professional development programs and submitting them to the
competent authorities at the university and college for inclusion in

the training plans.
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8.

10.

11.

12.
13.

Develop a program for development of faculty members and follow
up its implementation in cooperation with the professional
development and Continuing Medical Education Unit to ensure their
academic, scientific, administrative and research excellence
developing a questionnaire about faculty satisfaction about the
services provided, facilities and equipment, analysis of the results,
and setting the appropriate improvement plans (the results available
on the Bl system can be used through the Databases and Information
Committee).

Follow-up to all aspects of the faculty members at the University of
transactions and letters and respond to them.

Follow up on the process of evaluation of faculty academic
performance and ensure that the distinguished are retained in
accordance with the approved evaluation criteria.

Follow-up and implementation of related matters

Submit an annual report to the head of the unit about workflow in
the unit, its achievements, obstacles including strength and weak

points and suggestions to solve them.
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a. Concerning the scholarships affairs

1. Develop a plan for implementation of the university and the college
scholarship policy.

2. Establish a database for the lecturers and teaching assistant scholars
and those who are applied for scholarship.

3. Recording and following the external scholarship institutions
approved by the university and the Ministry of Education and orient
the lecturers and teaching assistant about them.

4. Coordinate with the relevant authorities in the university to propose
annual plan of scholarship and training for the employees of the
college.

5. Monitor the implementation of the College Board decisions to assign
the teaching assistants and lecturers according to the annual plan of
the scholarship.

6. Encouraging lecturers and teaching assistant and helping them to
obtain admission in distinguished universities and research centers.

7. Follow-up the extension or termination of the scholarship based on
the college and department board recommendations/decisions.

8. Follow-up the status of the scholars in coordination with the
departments or the authority of their scholarships and release reports
regarding them.
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9. Contribute effectively to solve the problems and difficulties faced by &l <lsrally @GN o 4 Jd J50 dealudll

scholars before, during or after their scholarship. Sl 3 518 aay gl L) gl J8 (piatiaall 4a) S

-9

10. Submit an annual report to the head of the unit about workflow in Ballly Jaal) paw e saa gl) Gt ) () (g 93 0 )8 28,-10

the unit, its achievements, obstacles including strength and weak Caniall o5 58l Jalds ALald 8 gmall g g3 Sla)

points and suggestions to solve them. Ll el yaall g
Regarding technicians and administrators’ affairs: G g Cpdlll (g9 pady Lagh

1. Determining the college's needs with regard to technicians and CrY) s Gaidl) (ady Lad IS ilalial s
administrators CIelal) pan ¢ il acE oL
2. Creating a database and inventorying competencies el QUaginy axalally dieall Slgall ae Joal gl

3. Communicate with the relevant authorities of the university to attract the —<alais Wl Gisny Lo Guob ¥l Gull e da330)
necessary competencies of technicians and administrators to achieve the AaaplSY) el ol 8358 (panimy 5 el )
objectives of the strategic plan of the college and to ensure the quality of =~ deill zal j jsan o 4V, dudll Lyell aads

academic programs. el skl ey Lay asdall # ey Jaly dggdl
4. Encouraging the technical and administrative staff to attend professional sl il
development programs inside and outside the university to ensure S Leadyy mylaVl el Al cilaliaYl aaas
professional development and continuous improvement L han] Aaidall Culgal)
5. Determining the training needs of technicians and administrators and axal )l daill Glaval o oY s Gl (g i

submitting them to the competent authorities for implementation
6. A questionnaire for the opinion of technicians and administrators to

ensure feedback.
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7. Follow up on the process of performance evaluation of employees and e saalls il s (pids sl elol a8 Clilee daia -7
technicians, and ensure that the distinguished are retained in accordance with BSdinall an@ill julea g GlSaal g 0 jatiall oladinl

the approved evaluation criteria and standards. ABle @l Aile gun ga (0 Ll Jlan Lo 2ty dailia -8
8. Follow-up and implementation of related issues referred to it Lalll dendl as go Baa gl ) A g5t 08 &8 -9
9. Submit an annual report to the head of the unit about workflow in the unit, <ls jall g Camazall 53 gall Jalas ALall <l gaall 5 Le3) i)

its achievements, obstacles including strength and weak points and Lelal
suggestions to solve them.

Preparing the final unit report, including the strengths, weaknesses, —izall g5 ¢al) Jalds dlaldi 5as sl gl o ARl alae
KPIs of the committee’s work, and the necessary improvement plans Aot Jaladld) g Adatll Jany Lalidl ¢ 0¥ & péisa
according to quality templates, including what is related to the sub- Salll ety L Alild 3agal Glu.'d Gh g da 3o
Ay gl A ) Lga 5 B 0 Al s il

Laldlie |

committees of the unit and submitting them to DAAC after approval.
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media and public relations committee tasks
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1. Forming visual, audio and readable communication channels between the
college, its employees and students internally, and the various community partners
externally, and providing them with the achievements, activities and events of the
program.

2. Presenting a positive picture of the role of the college and the program in the
academic, research and community service aspects, as well as providing public
information documentation services and preparing college news and its scientific and
media topics for publication.

3. Effective communication with the University's Public Relations and Media
Department and making use of the available services.

4. Coordination with the university's website to participate and benefit from the
available services.

5. Edit the website of the College in Arabic and English and follow up the update
of all program data and achievements through communication with DIC and
specialized departments and committee.

6. Emphasizing the vision, mission, and goals of the college and the program, and

working to spread them through various communication methods.
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7. Introduction of the college, departments, units and employees. Highlighting all
academic, research, service and other academic activities, events and publications on
the college website.

8. Conducting referenda on some topics of interest to students, faculty members
and all stakeholders.

9. Good preparation for receiving delegations and guests visiting the college and
informing them of its facilities and achievements.

10. Participate in setting up arrangements for events, celebrations, and exhibitions
in which the college participates in cooperation with the relevant departments and
committees.

11. Assist faculty members in the establishment of their personal sites.

12. Create friendly relations between students and employees of the college and its
employees and all beneficiaries through communication in social events

13. Carry out the tasks assigned to it by the college dean.

14. Develop a monitoring and evaluation plan, through regular questionnaires for
satisfactionl level of students and faculty members about the services provided to
them and statistical analysis for them

15. Writing regular reports on the work progress of the unit, its achievements and
obstacles to solve them, strengths and weaknesses and submitting them to the

concerned agency with a copy to DAAC.
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security and safety committee
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1- Follow-up and implementation of the means of security and
safety in college buildings and the emphasis on the availability of
a sufficient number and usable fire extinguishers, water hoses and
warning devices of fires.

2- Follow-up to the safety of storage in warehouses and its
classification in accordance with the established safety
requirements.

3- The storage of hazardous materials of the caustic and toxic
chemicals in accordance with the highest security and safety
requirements.

4- Participation in the plan of the evacuation of the college
buildings and ensure training of our employers and students for
evictions plan.

5- Emphasis on removing all obstacles to evacuation and
validity of the emergency exits.

6- Address the concerned authority in the university
administration to provide an electronic surveillance system
through cameras and the allocation of a special employee for that
purpose.

7- Participation with the university in development of the plan
prior to confront emergencies and crises to ensure security and
safety in college.

8- Address the concerned authority in the university
administration to coordinate with the civil defense center at
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Alhawya for touring and periodic reporting about the readiness of
the buildings and facilities in the college.

9- Emphasis on the implementation of the recommendations
and reports from civil defense without delay.

10- Participation in symposium and workshops developed by
university units in conjunction with the Civil Defense Center to
educate the college community the requirements of security and
safety in government institutions and evacuation plans and
dealing with crises.

11- Verification of the identities of visitors and provide
identification cards for the employees of college.

12- Follow up schedules for shifts and periodic inspection in
coordination with the security and safety management at the
university

13- Develop a monitoring and evaluation plan, through regular
questionnaires for satisfactionl level of students and faculty
members about the services provided to them and statistical
analysis for them

14- Writing regular reports on the work progress of the unit, its
achievements and obstacles to solve them, strengths and
weaknesses and submitting them to the concerned agency with a
copy to DAAC.
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Alumni unit
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10-
11-

12-

Develop an operative plan for the unit in line with the strategic plan of the
college.

Building various channels of communication to strengthen the relationship of the
alumnus with the college.

The construction of databases for alumni.

Establishing a website for alumni to facilitate the process of registration their
CVs in the database.

Issuing a journal or periodical containing news of interest to alumni.

Providing alumni with up-to-date news of their college and recent advances in
their fields of specialization to develop their level and scientific skills.

Holding an annual meeting for alumni.

Inviting alumni to participate in the various activities of the college.
Coordination with the alumni unit in the Admission and Registration Deanship
for the preparation of the university graduates' year book.

Preparing different statistics about the college alumni.

Follow-up of the status of alumni and collecting information about the jobs they
obtained from public and private sectors, both inside and outside the Kingdom.
To benefit from the alumni and their experience by inviting them to participate

in expressing their views in the program and study plans.
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13- Develop a monitoring and evaluation plan, through regular questionnaires for
satisfactionl level of students and faculty members about the services provided
to them and statistical analysis for them

14- Writing regular reports on the work progress of the unit, its achievements and
obstacles to solve them, strengths and weaknesses and submitting them to the

concerned agency with a copy to DAAC.
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Clinical training &internship unit
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Develop an action plan for the unit in line with the college’s
operational plan to achieve the mission and goals of the program, and
it includes the three main axes of the unit’s work:

Y clinical training affairs

Y the internship affairs

Y international cooperation and training affairs

Regarding clinical training:

1. Develop an operative plan for the unit in line with the strategic plan of the
college

2. Communicate with the training department and various hospitals to approve
the training program for the students

3. Setting clinical training schedules for the different modules according to the
teaching plan and the educational outputs for each phase

4. Carry out the official letters and communicate with the hospitals in which the
students will be trained

5. Coordination with the faculty members and the hospital doctors participating

in the students training in different hospitals
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6. Ensure that all the participants in clinical training read the learning outcomes, the
program specification, the courses specification and participation of them in the meetings
of the Scientific Committee and various activities

7. Organizing of the clinical examinations; determining the participants, the
conditions to be met and methods of evaluation in coordination with the
Evaluation and Testing Unit

8.  Establish list of regulation rules for the clinical training inside the hospitals and
follow-up of student” commitment

9. Reporting at the end of each module includes feedback from the trainee
students as well as the doctors participating in the training.

10. Prepare an annual report on the performance of the unit to the clinical affairs
vice dean.

11. Develop a monitoring and evaluation plan, through regular questionnaires for
satisfactionl level of students and faculty members about the services provided to
them and statistical analysis for them

12. Writing regular reports on the work progress of the unit, its achievements and
obstacles to solve them, strengths and weaknesses according to quality templates

and submitting them to the concerned agency with a copy to DAAC.

66| Page

‘;chsﬁ_)uﬂ\;\g_)ﬂ\‘_gugs)w\@ut%\écua‘)ﬂ\ -6
‘5534_5\)&\5@\))“\;9‘4)3}@&)9&\4‘4)3}?&&\c_at;)'m
Jala ) 3aii¥) g dalal) daalll Cile Laial

ol g 50 5 (€ Ll a5 AKICY ) llilaiel) ailass -7
Gl LAY arEil) 3as 5 ae Gauilly il (5 5ha 5 agad Lo gl 55
Ja1s SSY) o xll Aaliiall e il e i day omy -8
Lg_.i k._lw‘ e‘)ﬂ‘ Z\A_JUAJ U_l\_w. i ‘

M\J&gh’id& Mth}dﬂﬂ@m Jg‘)\.s.\j\e:mﬂ -9

3oyl (5530 A S ) Al elaf (i 5 sian 5 Sael 210

O Aabiie Clibyinl JOA (e a8 5 48 jall Adad pn5-11
UANJ:&AM\ Quqﬂ\&@ﬁ\ﬁjmjgm‘u)dw
e ilany) Jidatl g 5aa 5l

Cildal) g Lt jlail g 3an oL Jaall juw (e dadatia p @3 di€-12

JPARVSNLEPRAPEN ok DU R PRE I ) Jalds 5 5 gall Jalss (paaty LeS Ledad

oashadll Aad ) AAus il aa caadatil) JSell g Ayiaal) AS )




Regarding internship affairs:

1- Develop an action plan for the unit in line with the strategic plan of the College
to achieve its mission.
2- Issuing official correspondence to hospitals and distributing interns according to
their preferences.
3 — Maintaining specific files of each intern containing his/her own path in the
hospitals, the specific departments of their training and the timeline of his/her
training.
4- Conducting an orientation workshop to raise awareness of students, faculty and
collaborators of the internship Regulations and field experience specification,
learning outcomes of field experience, training and assessment strategies for the
internship year and introducing the intern portfolio, how to prepare and assessment
procedure.
5- Setting criteria for evaluating internship students in hospitals, preparing special
forms for this, and ensuring that training places adhere to them.
6- Follow-up of feedback from the clinical departments of interns in terms of
scientific, professional and personal performance and facilitating difficulties.
7 — Solving any problems for the interns throughout their residency period in
hospitals
8 Approving the official leaves of absence rendered during rotations according to

the approved residency regulations
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9 Hold regular meetings with the training place staff to ensure that students’
assessment inquiries at the various clinical encounters required by the College are
received and understood and to assist in resolving problems facing them.

10 Assessment of intern portfolio according to its specific rubrics.

11 Follow-up fulfillment the end-of-residency requirements before
recommending the issuance of the College graduation certificate.

12 Preparation of annual report on committee work directed to college vice dean.
13 Develop a monitoring and evaluation plan, through regular questionnaires for
satisfactionl level of intern students and training facilitators about the services
provided to them and statistical analysis for them

14 Writing regular reports on the work progress of the unit, its achievements and
obstacles to solve them, strengths and weaknesses according to quality templates

and submitting them to the concerned agency with a copy to DAAC.

Regarding international collaboration and training affairs:

1- Develop a plan for development of the college programs through international
collaboration agreements.

2- Study the contracts with the external parties and introduce suggestions,
recommendations, and tools to benefit from them and submit them to the
administrative authorities.

3- The announcement of the opportunities for international collaboration
agreements for the members of the college and students and clarify their benefits

and follow-up to ensure their implementation.
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4- Nominate the universities and institutes of reputable global research and
prestigious scientific status based on feedback from the scientific departments to
sign international collaboration agreements.

5- Prepare and regulate the annual summer clinical training courses for students
of the college in reputable international universities and medical institutions.

6- Encourage and organize visits of faculty members to Arab and foreign
universities to learn about their experiences and benefit from them.

7- Organizing the process of welcoming foreign visitors to the College in
coordination with the related authorities at the university as well as preparation and
announcement of these programs.

8- Confirm the authenticity of the college graduates documents and provide them
with the documents that are part of their enrollment in graduate programs
requirements outside the kingdom.

9- Communicate with the university administration through college dean on all
matters relating to international cooperation , and visitors professors and follow up
the agreements with the Arab and foreign universities at the university level..

10- Keep all files of international collaboration agreements and follow up their
implementation.

Submit a quarterly report to the Vice-Dean about workflow in the unit, its
achievements, and obstacles including strength and weak points and suggestions to

solve them.
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Continuing medical education &professional development
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1. Develop an action plan for the unit in line with the operative plan of the
college to achieve the mission and goals of the program.

2. Providing continuous support to faculty members and raising their
motivation for professional development and continuing medical education
and attending various activities at the university, college or outside university.
3. Determine the training needs of the faculty members, administrative staff
and students and develop a training plan accordingly based on priorities
identification.

4. Establish an appropriate time schedule for the training plan

5. The unit plan is compatible with the professional development program plan
of the Deanship of Development at the university.

6. Providing the opportunity for exchanging experiences between faculty
members and making use of the expertise available in training and professional
development program.

7. Organizing the conferences, workshops and courses to raise the efficiency
of medical education of the College

8. Organization of the medical training for the workers in health care
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9. Communicate with the concerned authorities to obtain accredited academic
hours for all activities of the unit

10. Continuous feedback after each training program and measuring the changes
in the trainees as well as the effectiveness of the program.

11. Create a database on professional development courses and activities for
each faculty member

12. Develop a monitoring and evaluation plan, through regular questionnaires
for satisfactionl level of students and faculty members about the services
provided to them and statistical analysis for them

13. Writing regular reports on the work progress of the unit, its achievements,
and obstacles to solve them, strengths and weaknesses and submitting them to

the concerned agency with a copy to DAAC.
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1. Develop the unit’s action plan in line with the college’s operational plan, in a way
that ensures the achievement of the program’s mission and objectives

2. Suggesting the strategies and objectives of scientific research in the college in light
of the program’s operational plan, the strategic plan of the Deanship of Scientific
Research at the university, and the objectives of the National Vision 2030, and
following up commitment with those strategies and objectives.

3. Setting priorities and a scientific research plan for the college in line with the
university's scientific research plan.

4. Securing an appropriate scientific climate to support and encourage research,
publication, authorship and translation, and to attend conferences and scientific
symposia for faculty members and students in the college.

5. Supporting scientific research and encouraging faculty members and students in
the college to conduct in-depth studies on topics that include the research priorities
plan for the college and scientific departments.

6. Suggesting funding for scientific research and rewarding faculty members for their
research activity.
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7. Follow up on the implementation of the scientific research plan prepared by the
Deanship of Scientific Research

8. Developing and approving scientific and practical formulas and procedures in the
field of evaluating research prepared by the Deanship of Scientific Research in
accordance with the standards of academic accreditation and quality in scientific
research.

9. Suggesting general regulations and foundations that help in applying and using
research results after their evaluation, guaranteeing rights and intellectual property,
facilitating ways of commercial investment for the results of such research, and
following up on compliance with those regulations and foundations.

10. Establishing a database on the college's scientific research activities and the
participation of employees, students, and beneficiary entities to ensure the accuracy
of the results of performance indicators related to the unit's work.

11. Develop a monitoring and evaluation plan, through regular questionnaires for
satisfactionl level of students and faculty members about the services provided to
them and statistical analysis for them

12. Writing regular reports on the work progress of the unit, its achievements and
obstacles to solve them, strengths and weaknesses and submitting them to the
concerned agency with a copy to DAAC.
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Reqgarding post graduate affairs:

1- Suggesting new graduate studies programs or approving amendments to approved

graduate programs.

2- Providing support to postgraduate students with regard to all matters related to

rules and regulations.

3- approval of the postgraduate program specifications and their courses at the

college and following up on their improvement reports and plans.

4- Deciding on problems and obstacles related to graduate studies programs and
participating in solving them by communicating with the competent authorities.

5- Follow up the performance of the approved graduate studies programs and

submit their reports to the concerned authorities
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Improvement of Students ‘Performance in the Saudi Medical Licensure Exam (SMLE) Committee

AV il ghenal) g algeally o 3l g &g g pead) 93l AplSl) S g o

1- Revising what has been done regarding students and alumni’.
preparation to the SMLE during the previous years.

2- Performing a study that aims to analyze the main cause of the
status of the current students’ performance levels in SMLE,
address the underlying causes and circumstances that led to the
current immutability in the students’ performance results through
exploring the different probable information inputs that will
include both the senior students and the faculty expert panel.

3- Study, plan, monitor and evaluate the proposed corrective
actions.

4- Setting a plan and KPIs for improvement of the students’
performance.

5- Develop ateam of item writers that have the capability to work
with the Assessment Unit of the college and ensure that
assessment tasks, items or questions are compiled with SMLE

standards.
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6- Revise the SMLE targeted curricula to comply with the SMLE
requirements and ensure that all learning outcomes in SMLE
blueprint are covered in capstone courses.

7- Implement a comprehensive program targeting students of
2nd phase of the program aiming to early orientation about SMLE
during their study years to raise their capability and successful
passage.

8- Reviewing and improving the practice test on SMLE exam
that was implemented by the college to ensure inclusion of all
items based on exam blueprint.

9- Senior students from 5th and 6th year will be urged to attend
it and immediate feedback on learning achievement will be given.
10-Evaluate the feedback of the proposed plan periodically and
conduct suitable corrective actions.

11-Writing regular reports on the work progress of the unit, its
achievements and obstacles to solve them, strengths and
weaknesses and submitting them to the concerned agency with a
copy to DAAC.
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community service unit
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1. Develop the unit’s action plan in line with the college’s operational plan, in
a way that ensures the achievement of the program’s mission and goals.

2. Determining the college’s community service priorities and programs based
on a survey of students’ and staff’s opinion and in line with the plan of the
Deanship of Community Service

3. Proposing and organizing cooperation agreements in the field of
community service with the corresponding institutions and centers, whether at
the regional or international levels.

4. Organizing and preparing training courses and seminars presented by
faculty members or students targeting different parties outside the university,
such as: the schools of the Ministry of Education in all its stages and the various
ministries of the Kingdom, especially the ministries of education and social
affairs.

5. Coordination and cooperation with the Deanship of Community Service to

link the college’s projects with the various sectors of the local community.
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6. Providing specialized social consultations to charitable associations and
institutions in accordance with the mechanisms regulating this in coordination
with the concerned authorities at the university.

7. Encouraging and developing the spirit of initiative among employees and
students to maximize the service role of the community through courses and
publications in coordination with the concerned authorities at the university.

8. Measuring the satisfaction of the community parties with the community
services provided to them.

9. Promotion and publicity for the community services provided by the
college through the university's concerned authorities. Organizing some
introductory events for the college and its voluntary fields to serve the
community, to familiarize the community with the college and its various
departments, in coordination with the College’s Media and Public Relations
Committee.

10. Submit periodic reports to the Dean of Community Service on the unit's
work activities.

11. Establishing a database on the college's community service activities and
the participation of employees, students, and beneficiary entities to ensure the
accuracy of the results of performance indicators related to the unit's work.

12. Develop a monitoring and evaluation plan, through regular questionnaires
for satisfactionl level of students and faculty members about the services

provided to them and statistical analysis for them
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13. Writing regular reports on the work progress of the unit, its achievements
and obstacles to solve them, strengths and weaknesses and submitting them to
the concerned agency with a copy to DAAC.
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infection control & public health committee
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1. Training and educating college students and employees on the
application of infection control policies and making them an
integral part of daily health practice to prevent infection
transmission within the college, as well as educating them about
the importance of following infection control instructions to
prevent the spread of infection.

2. Dissemination of safe return guidelines

3. Emphasis on the implementation of infection control and
precautionary measures within the educational buildings of the
college

4. Recording Covid-19 cases (infection / suspicion / contacts) and
directing them to the procedures followed to ensure that the
infection does not spread

5. Writing periodic reports on the state of public health and
infection control procedures within the college and submitting
them to the competent authorities, including strengths and points
that need improvement, including improvement plans for the

committee.
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