Note: This handbook is originally published in Arabic. Included here please see the introduction
and table of contents translated into English.

Introduction

In the name of Allah and prayers and peace upon His messenger Muhammad Ibn Abdallah,
May Allah’s blessings and peace be upon him and his family and companions.

This guide is intended to be under the rubric of the efforts undertaken by Jazan University Vice
Presidency for Academic affairs, which aspire to provide academic colleges and departments
with the ultimate practices so as to fine-tune the excellence trajectories in services and
performances, and develop the existing administrative practices. This endeavor is meant to
fulfill the following objectives:

1. Effectiveness and empowerment

To standardize procedures for all university academic departments so as to maximize chances
of success in running the department, which eventually contributes to improving performance
in all department’s administrative and academic tasks. Furthermore, these standardization
procedures should improve both efficacy and effectiveness of human resources, which
subsequently result in an optimal utilization of human capacities as well as enterprise
resources.

2. Protection

To fortify the department’s properties and its financial as well as human resources against any
forms of financial and administrative ambiguity. Moreover, this guide is meant to contribute
to protecting the goals and the massage of the department, for which it is originally founded,
via following written procedures whose aim is to protect principles of candor and transparency
for the purpose of running the department.

3. Reliability

To raise the level of transparency, disclosure and credibility, which would increase the
confidence of services’ recipient and those working in the department, and improve the level
of services provided.

4. Development and administrative organization

To be an effective means for development and administrative organization, which would
contribute to facilitating organizational decision-making, and simplifying processes and
procedures for those working at the university.

5. Sustainability of organizational work in academic departments

It is beyond doubt that the discrepancy in terms of administrative leadership in running a
department would have a changing impact on the way of work undertaken, since every
administration has its own way of administration as it deems appropriate. This state of affairs,
however, would create a state of worry among the recipients of services, especially if the
procedures are not clear enough. Hence, this guide is meant to fill this lacuna by ensuring, no
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matter what the demeanor of a head department is, that the proceedings are undertaken in a
way that is right, transparent and devoid of bias.

Lastly, the outcome of this guide is a culmination of the effort, expertise and credential of
brilliant people who work with excellent teamwork to accomplish it in a thorough way.
Evidently, this guide will play an essential role in contributing to translating the future paths
and strategic plans of the country and the university alike into reality, which hopefully will
have a positive impact on the university and its employees, be they faculty members or
administrative staff.

Academic department:

The academic department is truly intended to be the nucleus of work in the university, since it
is the launch point of development, change and excellence of a faculty member and the like.
The council of an academic department, on the other hand, is considered to be an integrated
undertaking which comprises of constellation of faculty members’ interaction and cooperation,
since all proceedings pertaining to the department are undertaken in this departmental council.
As per the regulations of the Higher Education Council along with its articles, the job
description of a department head and that of a departmental council head is specified in articles
41, 42, 43 and 44.

Head of academic department:

The head of an academic department is a Saudi faculty member, who is known for excellence
in an academic and administrative undertaking. As per the regulations, the head of an academic
department is appointed for renewable two years by a decree issued by the president of the
university based on a recommendation by the president of a relevant body. Accordingly, the
head of an academic department is responsible for running the academic, educational, research,
administrative and financial affairs. At the end of every academic year, the head of an academic
department is obliged to send a written report to the dean detailing the functioning of the
department.

Chain of command:

- The head of an academic department is related in terms of chain of command to the
dean of the college.

- The vice head of an academic department (female section) is administratively related
in terms of chain of command to the vice head of the collage, and is academically
related to the head of an academic department.

Job description of the head of an academic department / The vice head of an
academic department (female section):

The head of an academic department is responsible for running the academic, educational,
research, administrative and financial affairs within the limits of the regulations, and what is



decided upon by the university council, the college council and the department council as
follows:

Making internal decisions which contribute to making progress in the work of the
department in conformity with the rules and regulations.

Distributing the teaching loads on the faculty members based on the academic ranks.
Making recommendations pertaining to who is eligible to the teaching allowance based
on the teaching load.

Adopting the academic portfolio of the faculty members, and making an evaluation of
job performance for technicians and administrative personnel.

Making recommendations on the payment of entitlements for the faculty members
working beyond normal working hours.

Making recommendations on who is eligible to work beyond normal working hours.
Overseeing the status of trainees and those studying abroad.

Making recommendations on recruiting with new faculty members, or extending the
contracts of current ones.

Adopting the department’s curricula plan.

Receiving notes, complaints and cases of grievance from the faculty members and
students, which should be consequently raised with the president of a relevant body.
Making recommendations on what is needed to be discussed in the department council.
Attending to all issues being referred to by the president of a relevant body.

Notifying the president of a relevant body of any offences pertaining to the code of
ethics regulating the faculty members and the like at Jazan university.

Making an evaluation of the faculty members.

The definition of an academic department council

Every academic department, be it in a college or in an institute, has a council comprising of the
faculty members, with a prerogative to run the academic, financial and administrative affairs
within the limits of the regulations of this guide along with its articles.

Meetings and resolutions of an academic department council

1.

2.

The council of an academic department meets once a month upon an invitation of the
head of an academic department, with the proviso that the meeting is inapplicable if
there is no a quorum (i.e. two thirds of the faculty members).

Adoption of the resolutions requires the consent of an absolute majority of all votes of
attending members. However, in the case of equal votes, the president shall have the
casting vote.

The resolutions are declared enforceable unless there is an objection being raised by
the president of a relevant body within 15 days of receiving the resolutions. In case
that the council of an academic department insists on passing a resolution, then it is
referred to the college council for adjudication.



Sections of the guide

This guide divides the tasks and the procedures undertaken by an academic department into the
following:

First: Academic tasks and procedures

This section summarizes the most important tasks undertaken by academic departments, its
faculty members, its councils and its committees, and how these tasks should be fulfilled in the
first place.

Second: Administrative tasks and procedures

This section summarizes the administrative component undertaken by academic departments
as well as concerned tasks and procedures, and what steps should be taken into account to fulfill
these tasks and procedures.
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