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Purpose of this Manual 
 

 

The purpose of this program handbook is to provide students with program-specific details and other 

important information. The information in this handbook is current as of the date of publication and is 

applicable for the current academic year. If there are any changes to the handbook, students will be notified 

via college email. Students must consult their program handbook for the most recent edition, which is updated 

yearly. 
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College Profile 
 
 

Public health is the science of preventing disease, promoting physical and psychological health through the 

efforts of organized society for health and environmental services, combating community diseases, teaching 

the individual the principles of personal hygiene, organizing medical and nursing services for early diagnosis 

and preventive treatment of disease. To develop social mechanisms that include everyone in the community, 

and ensure that they have an adequate standard of living to maintain health. The top priority of the Faculty of 

Public Health and Tropical Medicine in the Jazan region is the graduation of well-qualified health personnel to 

contribute to the prevention and control of current and potential health challenges, as well as enhancing the 

health of the population, locally and regionally, and thus strengthening the global health care initiatives, God 

willing. 
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Vision Mission Goals of the College 
 
 

Vision 

 
College of Public Health and Tropical Medicine will be locally and nationally recognized with its excellence in 

education, research and services to the community. 

 

Mission 

 
We provide education, research, and services in public health and tropical medicine that are based in 

science, proven in practice, and adapted through creativity to build a responsible and healthy community. 

 

Goals 

 
1. To provide evidence-based educational experience for students through study, research, and practice, 

to address public health challenges of the twenty-first century. 

2. To create and advance research that can inform policy and practice in order to improve health of 

people and population. 

3. To engage in service activities that expand the capacity of communities to improve health and public 

health advocacy. 

4. To cultivate partnerships with governmental entities, private and non-profit organizations to address 

the health needs of people and population. 

5. To nurture an academic setting that fosters work ethics, respect, diversity, cooperation, learning, and 

fun. 

6. To ensure that the college infrastructure supports operational effectiveness, through enhanced 

personnel, technical and financial capacity, and adequate modern facilities that meet the needs and 

expectations of faculty, staff and students. 
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Organizational Chart 
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Department of Health Education and Promotion 
 

Health education and promotion is a scientific discipline that combines biological, psychological, physical, 

environmental, and medical sciences to prevent disease, disability and premature death and promote health 

by educating individuals and societies to change their behaviors voluntarily in order to improve their health 

and well-being. Health education and promotion has a positive impact on the behavior of individuals and 

societies and helps prevent diseases through spreading health awareness, advocacy for health issues and 

helping people to adopt healthy behaviors. It also helps people with disabilities, chronic patients and their 

families to adapt and co-exit with illness or disability by teaching them new lifestyles. In addition to promote 

health of individuals and societies, it emphasizes on policy approaches to health behavior, health education 

and health promotion. 

 

The platform provides opportunity and the ability to design, implement and monetize health education and 

promotion research that deals with health issues in society, within the framework of professional ethics. The 

program is keen to provide its graduates with the knowledge, capabilities and skills that qualify them to work 

as specialists in this field, through the continuous updating of academic curriculum and the intensification of 

practical training in various fields of health education and promotion. The program intends to promote the 

values of community responsibility, continuous self-construction, and the development of built healthy 

practice based on scientific evidence and teamwork. 

 

The Department of Health Education and Promotion was established in 2013 in the College of Public Health 

and Tropical Medicine to prepare qualified and trained cadres in the field of health education and promotion 

in order to improve community health and achieve a better quality of life for all segments. 

Purpose of the Program 
 

The department provides students with broad theoretical and practical knowledge and deep understanding 

of health education and promotion. It provides information about the different behavior and biological risk 

factors which are currently responsible for more than 50% of deaths around the world. The program also 

provides the students insight on how the different theories/models of health promotion can be used for 

prevention of these diseases. Health education and behavior program gives an opportunity for graduating 

public health professionals to be competent in finding out the major behavior and biological risk factors, 
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disseminating the knowledge about causes of diseases, applying different models of health promotion for 

prevention of diseases, for doing research on risk factors responsible for major burden of diseases and plan 

for evaluation of different programs in the field of health education. 
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Vision Mission Goals of the Department 
 
 

Vision 

 
Department of Health Education and Promotion will be locally and nationally recognized with 

its excellence in education, research and services to the community. 

 

Mission 

 
Health Education and Promotion program is committed to provide quality based academic 

education, research and innovative community services with in the spirit of professional ethics, 

responsibility and collaboration. 

 

Goals 

 
1. To graduate competent health education and promotion specialists to serve in different health 

care and community settings, based on Health education and Promotion core competencies. 

2. To foster multidisciplinary health promotion research and intervention programs within 

academic institutions and in collaboration with the Ministry of Health and relevant sectors, in 

order to improve individuals, families and community’s well-being. 

3. To cultivate strong work ethics, teamwork and responsibility towards lifelong personal and 

community development. 

4. To facilitate students’ and staff members' engagement in community based health education 

and promotion programs and activities to promote health and improve quality of life.   

5. To foster high quality of health education and promotion practices through providing 

consultation services and continuous professional and academic training program.



Kingdom of Saudi Arabia 

Ministry of Education 

Jazan University 

College of Public Health and 

Tropical Medicine 

Department of Health Education 

and Promotion 

 ةيدلسعوا ةبيرعلا ةكلمملا

 التعليم وزارة

 جازان جامعة

قسم  الحارة المناطق وطب العامة الصحة كلية

 الصحي والتعزيز التثقيف

 

 

Program Duration 

The duration of the program is 4 years 

 

Credit Hours 

The total credit hours required to successfully complete the Bachelors program of Health Education and 

Promotion are 125 hours. 

Program Learning Outcomes 

After successfully completing the program the students will be able to: 

Program Learning Outcomes* 

Knowledge and Understanding 

K1 To identify the risk factors responsible for various health problems. 

K2 
To describe health educational and behavior promotion strategies for prevention of 
diseases. 

K3 To describe the role of different behavior theories in prevention of diseases. 

K4 
To explain the disciplinary and interdisciplinary theories, concepts, principles, and 
ethics of health education and promotion. 

Skills 

S1 To apply different health behavior and preventive strategies for prevention of diseases. 

S2 
To analyze the role of theories/models for prevention of behavior and lifestyle related 
to health issues. 

S3 
To apply appropriate technologies and related technical skills and practices to promote, 
communicate, implement, evaluate, and adapt behavioral health information in an 
effective and ethical manner. 

Values, Autonomy, and Responsibility 

V1 
To demonstrate personal competencies, leadership abilities and motivation to achieve 
environmental safety and community well-being. 

V2 
To demonstrate the ability to extrapolate the surrounding conditions when preparing 
various health educational and promotional strategies to solve health behavior 
problems. 

V3 
To demonstrate the best talents and innovative scientific practices to conduct research 
with integrity and high ethical standards while pursuing professional endeavors within 
Islamic ethics. 
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Program Study Plan 
 

Level 
Course 
Code 

Course Title 
Required 

or Elective 

Pre-
Requisite 
Courses 

Credit 
Hours 

Type of 
requirements 

(Institution, College, 
or Program) 

Level 
1 

101 ISLM Islamic Culture 1 Required … 2 Institution 
102 ARB Arabic Writing Required …. 2 Institution 
181 ENG-

4 
English Language for 

Health Specialties Required …. 4 College 

Level 
2 

182 ENG-
4 

English Language for 
Health Specialties Required …. 4 College 

105 
PHYS 

Physics for Health 
Specialties Required 181 ENG-

4 4 College 

      

Level 
3 

105 BIO Biology for Health 
Specialties Required 181 ENG-

4 4 College 

183 ENG-
3 

English Language for 
Health Specialties Required …. 3 College 

105 
CHEM 

Chemistry for Health 
Specialties Required 181 ENG-

4 4 College 

Level 
4 

102 ISLM Islamic Culture 2 Required -- 2 Department 

211 PHS Introduction to Public 
Health 

Required 
-- 3 Department 

211 HID Learning Skills for Health 
Specialties 

Required 
-- 2 Department 

212 
PHYSIO-

2 
Human Physiology 

Required 
105 BIO 2 

Department 

220 
ANAT 

Introduction to Human 
Anatomy 

Required 
-- 2 Department 

Level 
5 

221 ENV 
Principles of 

Environmental & 
Occupational Health 

Required 105 PHYS 
105 

CHEM 
2 

Department 

243 
PHCL 

Introduction to Ethics in 
the Health Professions 

Required 
-- 2 Department 

212 HSM Healthcare Systems and 
Policies Required --- 2 Department 

213 PHS 
Microbiology and 

Parasitology for Public 
Health 

Required 

220 
ANAT, 

212 
Physio-2 

3 Department 

214 PHS First Aid and Physical 
Assessment Required 

220 
ANAT, 

212 
Physio-2 

2 Department 

Level 
6 

221 HEP Introduction to Health 
Education & Promotion Required --- 2 Department 

221 HID Introduction of Health 
Informatics Required --- 2 Department 

215 PHS Medical Terminology Required --- 2 Department 
222 STA Fundamentals of Required --- 2 Department 
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Level 
Course 
Code 

Course Title 
Required 

or Elective 

Pre-
Requisite 
Courses 

Credit 
Hours 

Type of 
requirements 

(Institution, College, 
or Program) 

Biostatistics 

222 EPI Principles of 
Epidemiology Required 211 PHS 2 Department 

Level 
7 

323 STA Applied Biostatistics Required 222 STA 3 Department 
322 HEP Health Promotion Required --- 3 Department 

323 HEP Psychosocial Foundation 
of Health Promotion Required --- 2 Department 

331 HEP Communicable Diseases Required 213 PHS 3 Department 

Level 
8 

332 HEP Non-Communicable 
Diseases Required 220 ANAT 2 Department 

333 HEP Maternal and Child 
Health Required --- 2 Department 

341 HEP Theories in Health 
Promotion Required 323 HEP 3 Department 

324 HEP Primary Health Care Required --- 2 Department 

326 HEP Health Education 
Methods and Materials Required 332 HEP 3 Department 

Level 9 

325 HEP Community Health Required --- 2 Department 
428 HEP School Health Education Required --- 2 Department 

316 PHS Pharmacology for Public 
Health Required --- 2 Department 

434 HEP Nutrition and Health Required --- 3 Department 

342 HEP Health Education 
Practicum 1 Required --- 2 Department 

Level 10 

435 HEP Mental Health Required 323 HEP 2 Department 

443 HEP Health Education 
Practicum 2 Required 342 HEP 2 Department 

352 GPH Research Methodology Required 323 STA, 
222 EPI 3 Department 

427 HEP Patient Health Education Required 332 HEP 3 Department 

Level 11 

444 EPI Evidence Based 
Practices Required 352 GPH 2 Department 

444 HEP 
Health Promotion 

Program Planning and 
Evaluation 

Required 341 HEP 2 Department 

451 HEP Health Research Design Required 352 GPH 3 Department 

415 HSM Health Care Quality and 
Patient Safety Required --- 2 Department 

414 HSM Health Service 
Management Required --- 2 Department 

Level 12 

445 HEP Field Training Required 443 HEP 2 Department 
459 HEP Graduation Research Required 451 HEP 4 Department 

433 EPI Global Health and Mass 
Gathering Required --- 2 Department 

Elective  

413 HSM Health Economics Elective ….. 2 Department 

436 HEP Life style and health 
behavior Elective ….. 2 Department 

446 HEP Social Marketing for Elective ….. 2 Department 
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Level 
Course 
Code 

Course Title 
Required 

or Elective 

Pre-
Requisite 
Courses 

Credit 
Hours 

Type of 
requirements 

(Institution, College, 
or Program) 

Health Promotion 

447 HEP Graphic Design for 
Health Elective ….. 2 Department 
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Course Descriptions 
Course Name: Microbiology and Parasitology for Public Health (HI3-213) 

 
Microbiology and Parasitology for Public Health is integral course required for all public health students. This 

course is designed to provide the fundamental information and necessary skills in basic and fundamental 

microbiology for public health students interested in working in the field of education, public health services 

and research. The course is designed to familiarize students with basic information in bacteriology, 

immunology, virology, genetics and parasitology. 

 

Course Name: Medical Terminology (HI 215-2) 

 
This course focuses on orienting the student to the in-depth knowledge of the medical terminologies for all 

body systems. The course provides the techniques of medical word building using basic word elements. It also 

gives the student a basic knowledge of medical terms used in the health profession. The format presents 

terminology within the context of root words and use of prefixes and suffixes. It is designed to stimulate the 

student thinking process including proper use and pronunciation of medical terms. The course creates 

understanding of the rules for using elements by combining them correctly to write medical terms. 

 

Course Name: Fundamental of Biostatistics (222 STA) 

 
The purpose of this course is to familiarize students with the basics of biostatistics topics based on sources, 

scope, collection, classification, and presentation of descriptive data; Probability; Sampling; Inference; 

measures of population and vital statistics, Research with Statistical Package. 

The course will empower students to write statistical part of, data collection and statistical analysis plans for 

grants, enable to read most of the relevant health related literature with understanding of the statistical 

content, publications and to organize results in appropriate visual displays or tables. 

Hence forth, it revolves on the application of basic techniques as well as main concepts of inferential statistics. 
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Course Name: Introduction to Public Health (EPI 221) 

 
The course is designed to introduce the multi-disciplinary nature and core functions of public health field. 

Public health concepts, disciplines, services, achievements, tools and challenges will be presented so that the 

student will have sufficient background of public health practice. The Students will have the opportunity to 

review and apply basic principles of public health through individual and group assignments and selected case 

– studies based on daily life public health issues and events as reflected in newspaper 

 

Course Name Introduction to Human Anatomy (220 ANA-3) 

 
Introduction to human anatomy is integral course required for all public health students. This course is 

designed to provide the fundamental information and necessary skills in basic and fundamental anatomy for 

public health students interested in working in the field of education, public health services and research. 

The course is designed to familiarize students with basic information in about human body systems, 

anatomical terminologies. 

 

Course Name: Introduction to Ethics in the Health Professions (IEHP 101) 

 
The course is designed to offer the students a foundational knowledge in the field of professional ethics. The 

main goal is to provide students’ knowledge and skills responsible for developing professional behavior that 

will enable them to address competently and resolve the ethical and socio-cultural issues that they may 

confront during their training and professional practice. 

 

Course Name: Human Physiology (212Physio-2) 

 
The course is required for all undergraduate second year applied medical sciences physical therapy, Dentist, 

Pharmacy, Public Health and Tropical Medicine and Nursing students. The course introduces the student to 

various bases of Human Physiology and theoretical concepts behind it. Also strong emphasis is provided on 

the humanistic holistic approach and develops an open communication with health care providers’ team to 

facilitate the client healing process in a structured environment. 

 

Course Name: First aid and physical Assessment (PHS- 214) 

 
This course teaches students critical skills needed to respond to and manage first aid during emergency 

situation, particular emphasis given to emergencies related to cardiac issues. Students learn skills such as, 
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how to manage bleeding, sprains, broken bones, shock and other first aid emergencies as well as BLS-CPR 

(Basic Life Support and Cardio-Pulmonary Resuscitation) and AED (Automated External Defibrillator). The 

CPR portion of the course teaches how to perform CPR on adults, children, and infants (including rescue 

breathing with a mask, a bag-mask device, and oxygen); how to use an AED in emergency; and rescue someone 

who is choking. They should understand the triage system in dealing with emergency to define imminent 

emergency situation to ascertain the priority in dealing with cases. Achieving certain competency, practical 

skills and passing written exam with good grades is required for certification. 

 

Course name: Introduction to Health education and Promotion (211 HEP) 

 
Course Description: The purpose of this course is considered the most enriched course with the basic topics 

necessary in health education and promotion programs, including the general idea of evidence-based health 

education and promotion will be outlined (for HEP students and other students) to create a general 

understanding of what planned and systematic health education and promotion, Also it aims to provide 

general knowledge about concepts, philosophy, principles, planning, evaluation ¸ communication& 

Communication skills , methods of Health education, health promotion health education concepts, Health 

Promotion competencies and health education, code of ethics approach(s) to the field after becoming familiar 

with the literature related to the discipline and engaging in a service-learning project. 

 

Course Name: Pharmacology for Public Health (316 PHS) 

 
Pharmacology is the study of drugs and their actions on living organisms. A sound knowledge of basic 

pharmacologic principles is essential for most health care professionals, especially those who interact with 

patients who receive medications. This course gives a basic overview of pharmacologic principles, drug 

development, and federal legislation affecting the dispensing and use of drugs. 

 

Course Name: Health Promotion (322 HEP) 

 
Course Description: This course aims to provide students with an understanding of the theoretical and 

empirical basis of health promotion. It provides an introduction to the principles of health promotion and 

the strategies used to promote health to individuals, to groups in specific settings such as schools and 

workplaces, and to whole communities. The course will develop and extend students' understanding of 
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public health principles, human behavior and determinants of health, to explore recent advances in the 

science and art of health promotion. 

Health Promotion course enlightens the students’ knowledge on the role of mass media especially social 

media in health promotion and the social marketing skills to promote health behaviors in the community. 

This course also builds a knowledge base on the successfully implemented health promotion projects around 

the globe and build student’s skills in planning, implementing and evaluating health promotion projects. 

Course Name: Psychosocial foundation of Health Promotion (323 HEP) 

 
This course provides an over view of the psychological and social processes in the study of health education 

and promotion. It orients students about the basic concepts and theories in Psychology and Sociology as 

applied in the field of health education and promotion.It highlights the unique role of psychosocial principles 

in public health and as an essential factor for the correct application of behavioral knowledge and theories 

This course emphasizes student’s learning on subjects like Psycho-social theories in health promotion, health 

psychology, social psychology, personality psychology, social construction of health, social inequality and 

health, social relationships and social support. In addition, it also equips student’s knowledge about different 

research methods used in psycho-social research therefore preparing students to reflect on the strategies 

for improving health among populations. 

Course Name: Applied Statistics (323 STA) 

 
This course will develop the knowledge and technical skill and applications of statistical methods for the 

solution of problems related to Public Health through different type of statistical test and measurements, 

draw the statistical inference, conclusion, setup the hypothesis and research question. Students will be able 

to acquire the practical knowledge at hand and skill of different type of statistical software, M.S Office, Excel, 

SPSS and STA Table. 

 

Course Name: Primary health care (324 HEP) 

 
The course is designed to introduce the Concepts, Components, and the Principles of Primary health care. 

The course also describes the how the concept of ALMAATA Declaration came into force. There is also an 

introduction to levels of prevention, levels of health care of KSA, along with the Primary health Services at 

individual and community level. Primary Health Care: “Essential health care based on practical, scientifically 
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sound and socially acceptable methods and technology made universally accessible to individuals and 

families in the community….It forms an integral part of the country’s health system…and of the social and 

economic development of the community…bringing health care as close as possible to where people live and 

work, and constitutes the first element of a continuing health care process.” 

Course Name: Communicable Diseases (331 HEP) 

 
This course covers the management and control of communicable diseases affecting human populations. 

Management would include disease management as well as surveillance and outbreak / epidemic control in 

the domestic and international settings. Diseases will be discussed primarily grouped together according to 

their common modes of transmission. A few selected diseases would be discussed in detail. The global 

distribution, disease burden, epidemiology, life cycle, clinical manifestations, treatment, prevention, control 

and surveillance of selected communicable diseases will be described 

 

Course Name: Community Health (325 HEP) 

 
The purpose of this course is considered the most enriched course with the basic topics necessary in health 

education and promotion programs, including health empowerment, engagement, participation , hygiene 

education , nutritional counseling and education , Interpectoral collaboration in community promotion and 

communication strategies. This course is examining the philosophical, ethical and theoretical foundations of 

the professional practice of health education in community, work site and hospital settings, as well as in 

health promotion consultant activities. Students will be expected to develop their own philosophical, ethical 

and theoretical approach(s) to the field after becoming familiar with the literature related to the discipline 

and engaging in a service-learning project. 

 

Course Name: Maternal and Child Health (333 HEP) 

 
The course outlines the PHC concept, elements & strategies. It highlights the importance of maternal and 

child health and it is objectives . The course provides out lines of pregnancy from early phases until delivery. 

It also describes the methods of family planning. The course describes postnatal and the care of children 

from new born till adolescent with focusing on growth and development. 

 

Course Name: Health Education Methods and Materials (326 HEP) 
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The course consists of in-class sessions where various materials and media are demonstrated and their utility 

as enhancements to learning discussed. Technical and production aspects of materials and media are 

considered in several lab sessions. Students are required to produce health education materials or develop 

learning activities through fieldwork in addition to in-class and lab sessions. 

 

Course Name: Non Communicable Diseases (332 HEP) 

 
Non-communicable diseases (NCDs) are the leading causes of death globally, killing more people each year 

than all other causes combined. Contrary to popular opinion, available data demonstrate that nearly 80% of 

NCD deaths occur in low- and middle-income countries. Of the 57 million deaths that occurred globally in 

2008, 36 million – almost two thirds – were due to NCDs, comprising mainly cardiovascular diseases, 

cancers, diabetes and chronic lung diseases. The combined burden of these diseases is rising fastest among 

lower-income countries, populations and communities, where they impose large, avoidable costs in human, 

social and economic terms. About one fourth of global NCD-related deaths take place before the age of 60. 

 

NCDs are caused, to a large extent, by four behavioural risk factors that are pervasive aspects of economic 

transition, rapid urbanization and 21st-century lifestyles: tobacco use, unhealthy diet, insufficient physical 

activity and the harmful use of alcohol. The greatest effects of these risk factors fall increasingly on low- and 

middle-income countries, and on poorer people within all countries, mirroring the underlying socioeconomic 

determinants. 

 

Theories in Health Promotion (341 HEP) 

 
This course provides an overview of contemporary social and behavioral science theory use for development, 

implementation and evaluation of public health and health promotion interventions. The following section 

defines theory and key types of theory in the context of the multiple determinants and multiple levels of 

determinants of health and health behavior. The sections after that describe important theories and their key 

concepts, and summarize the evidence about the use of theory in health behavior intervention research. 

 

Health Education Practicum 1 (342 HEP) 

 
Course Description: Health education and the promotion practicum course will prepare students to function 

professionally in a variety of settings through faculty courses and practical experiences. The practicum 
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course must take place in a setting that is related to the degree and major area of emphasis or the career goals 

of the student such as but are not limited to, health-care settings, educational settings, work related settings, 

community and Non - governmental organizations (NGOs). 

The practicum course is designed to offer the students an opportunity to engage in professional activities in 

a supervised and protected environment, to maximize the variety of activities and challenges that will help 

students develop their professional capacity and will enable the students to transition from theory to practice, 

from the classroom to the field where the students will be guided and supervised by site and Faculty 

coordinators. 

 

Course Name: Research Methodology (352 GPH): 

 
A research method is a systematic plan for conducting research. Sociologists draw on a variety of 

both qualitative and quantitative research methods, including experiments, survey research, participant 

observation, and secondary data. Quantitative methods aim to classify features, count them, and create 

statistical models to test hypotheses and explain observations. Qualitative methods aim for a complete, 

detailed description of observations, including the context of events and circumstances. 

 

Course Name: Patient Health Education (427 HEP): 

 
This course covers two parts; part I explain the Patient education which is one of several initiatives that aim to 

get people to participate in management of their own chronic disease. The purpose of patient education is 

to get patients to acquire competencies that enable them to manage their chronic disease better. 

 

Part 2 discuss counseling techniques which is a process, organized in a series of steps and aims to help people 

cope (deal with or adapt to) better with situations they are facing. This involves helping the individual to 

understand their emotions and feelings and to help them make positive choices and decisions. Counseling is 

an approach for assisting people to reduce initial distress resulting from a difficult situation, and to encourage 

short and long-term adaptive functioning (positive coping). The boundaries between the tasks related to 

chronic disease for which the health care system traditionally has taken responsibility and the activities for 

which individual people are expected to take responsibility have shifted rapidly in elsewhere in recent years. 

People with chronic diseases are increasingly being involved in the treatment for their illness. 
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Course Name: School Health Education (428 HEP) 

 
School health education (e.g., classroom instruction) has been defined as the “planned, sequential, K–12 

curriculum that addresses the physical, mental, emotional and social dimensions of health. The curriculum is 

designed to motivate and assist students to maintain and improve their health, prevent disease, and reduce 

health-related risk behaviors.” If designed properly, school health education could be one of the most effective 

means to reduce serious health problems, including cardiovascular disease, cancer, motor vehicle crashes, 

homicide, and suicide. School health education includes all health education in the school. It includes health 

education that takes place in the classroom as well as any other activities designed to positively influence the 

health knowledge and skills of students, parents, and staff. 

 

Course Name: Nutrition and Health (434 HEP) 

 
This course will provide students with information about the components of the human diet, and how food 

is processed in the body and will enable you to apply this information to understand the links between 

nutrition and health for people of all ages and a range of lifestyles. Nutrition can be considered to be the 

foundation of good health and freedom from disease. ‘Nutrition science’ has been comprehensively defined 

by Robinson as ‘The science of foods, nutrients and other substances therein; their action, interaction and 

balance in relationship to health and disease; the processes by which the organism ingests, digests, absorbs, 

transports and utilizes nutrients and disposes off their end products…” . Simply put the word nutrition is 

used to refer to the processes of the intake, digestion and assimilation of nutrients and the application of this 

knowledge to maintain health and combat disease. 

 

Course Name: Mental Health (435 HEP) 

 
This course explores major psychosociological theories and research that inform social conceptions of mental 

health and illness. Students investigate processes of defining mental health and examine how social definitions 

negotiate health and illness experiences for patients, providers and communities. Historical perceptions of 

mental health form an essential course component, with an emphasis on how these perceptions influence 

mental illness treatment protocols. 

 

Course Name: Evidence Based Practices (444 EPI) 



Kingdom of Saudi Arabia 

Ministry of Education 

Jazan University 

College of Public Health and 

Tropical Medicine 

Department of Health Education 

and Promotion 

 ةيدلسعوا ةبيرعلا ةكلمملا

 التعليم وزارة

 جازان جامعة

قسم  الحارة المناطق وطب العامة الصحة كلية

 الصحي والتعزيز التثقيف

 

 

Evidence based practice is cited as the basis of all our public health and healthcare decisions, but what does 

that mean in practice? 

Evidence-Based Medicine (EBM) can be defined as the integration of individual clinical expertise with the 

best available external clinical evidence from systematic research. 

The fear on the part of many clinicians that their judgment is nullified by "practicing medicine by Medline 

search" is reduced by the fact that clinical expertise still plays a large part in any decision made on 

treatment, diagnosis, screening, etc. 

The fear on the part of many patients that clinicians are just making a guess and hoping for the best is 

nullified by reliance on strictly codified criteria of what constitutes good evidence and how to find it. 

Evidence-based medicine (EBM) or evidence based practice (EBP), is the judicious use of the best current 

evidence in making decisions about the care of the individual patient. EBP also integrates clinical expertise 

and takes patient desires, values, and needs into consideration. EBP differs slightly from EBM, in that EBP is 

an umbrella term of sorts. EBP encompasses evidence-based medicine, evidence-based nursing, evidence- 

based physical therapy, evidence-based dentistry, etc. 

 

Course Name: Health Education Practicum 2 (443 HEP) 

 
Course Description: Health education and the promotion practicum course will prepare students to function 

professionally in a variety of settings through faculty courses and practical experiences. The practicum course 

must take place in a setting that is related to the degree and major area of emphasis or the career goals of the 

student such as but are not limited to, health-care settings, educational settings, work related settings, 

community and Non - governmental organizations (NGOs). 

 

The practicum course is designed to offer the students an opportunity to engage in professional activities in 

a supervised and protected environment, to maximize the variety of activities and challenges that will help 

students develop their professional capacity and will enable the students to transition from theory to practice, 

from the classroom to the field where the students will be guided and supervised by site and Faculty 

coordinators. 

 

Course Name: Health Research Design (451 HEP) 
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It is a practical based course plan for conducting research. Sociologists draw on a variety of 

both qualitative and quantitative research methods, including experiments, survey research, participant 

observation, and secondary data. Quantitative methods aim to classify features, count them, and create 

statistical models to test hypotheses and explain observations. Qualitative methods aim for a complete, 

detailed description of observations, including the context of events and circumstances. 

 

Course Name: Health Service management (414 HSM) 

 
The course has been designed to provide students with the fundamentals of management in the field of health 

services. The course in total will provide the students with knowledge and competencies to critically analyze 

the health care systems and health services, and to effectively manage health organizations and address their 

current and future challenges. The course content is divided into three sections: health management, health 

care system, and the health services. The course introduces the concepts of health services management and 

gives the basis of structure and functions of the health care system and health services in Saudi Arabia. 

 

Course Name: Health Care Quality and Patient safety (415 HSM) 

 
This course provides students with quality care and patient safety. Understand Quality assurance through 

three aspects of health care namely, structure, process and outcome. Recognize the availability of resources, 

assess the quality of health care etc. 

Course Name: Global Health and Mass Gathering (433 HEP) 

 
This course will explore the factors that explain the unequal distribution of health and disease in the world. 

The course will begin with an introduction to the language of global health: the burden of disease, 

epidemiology, cost-effectiveness, and health systems. It will then analyze the rationale for and modes of 

intervention to improve global health by exploring a number of high-profile topics, including determinants of 

global health. The course will incorporate knowledge and views from multiple academic disciplines regarding 

the development of global health policies and outcomes of global health interventions. The course 

enlightens the students about mass gathering with a special focus on Hajj and Umrah. The course details 

about the surveillance strategies undertaken during mass gatherings. The course also focused on 

management of mass fatalities in mass gatherings like Hajj and umrah. 



Kingdom of Saudi Arabia 

Ministry of Education 

Jazan University 

College of Public Health and 

Tropical Medicine 

Department of Health Education 

and Promotion 

 ةيدلسعوا ةبيرعلا ةكلمملا

 التعليم وزارة

 جازان جامعة

قسم  الحارة المناطق وطب العامة الصحة كلية

 الصحي والتعزيز التثقيف

 

 

Course Name: Health Promotion Program Planning and Evaluation (444 HEP) 

 
Course Description: This course introduces students to the professionalism in health education and 

promotion. The overall goal of the course is to enhance students’ knowledge, skills and confidence in issues 

related to planning, implementation, monitoring and evaluation of health education and promotion 

programs. The course covered the major framework of planning cycle, critical components, concepts, 

principles of program monitoring and implementation, the basic knowledge of the most important health 

management models and theories and means of their application in the domain of health education and 

promotion. This course builds a s base on the successfully implemented health promotion projects around 

the global and build student’s skills in planning, implementing and evaluating health promotion projects. 

Also the course contains solid and concrete knowledge and skills on planning and evaluating of skills-based 

health education beside the basic knowledge in the principles of models for program planning in health 

education and Promotion with special emphasis on PRECEDE / PROCEED Models. 

Course Name: Field Training (445 HEP) 

 
Course Description: Health education and the promotion practicum course will prepare students to function 

professionally in a variety of settings through faculty courses and practical experiences. The practicum 

course must take place in a setting that is related to the degree and major area of emphasis or the career 

goals of the student such as but are not limited to, health-care settings, educational settings, work related 

settings, community and Non - governmental organizations (NGOs). 

 

The practicum course is designed to offer the students an opportunity to engage in professional activities in 

a supervised and protected environment, to maximize the variety of activities and challenges that will help 

students develop their professional capacity and will enable the students to transition from theory to 

practice, from the classroom to the field where the students will be guided and supervised by site and 

Faculty coordinators. 

 

Course Name: Graduation Research (459 HEP) 

 
Graduation Project (GP) is an important part of Health Education and Promotion Program at undergraduate 

level. The main purpose of these projects is to encourage students to apply the knowledge acquired during 

their studies. Students are also expected to show how proficient they are participate in solving real health. 
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Internship 
The program requires the student to complete a 48 weeks internship after the completion of the all the 

courses in the study plan. The student will be posted in various locations which include: 

 

• Primary Health Care 

• General Hospitals 

• Schools 

 
Designation and Potential Job Prospects 
The students will be provided a certificate of Bachelors program and will be designated as Health Educator 

and promoter and have a potential of seeking employment at various institutions or organizations such as: 

• General Hospitals 

• Primary Health Centers 

• Ministry of Health 

• Schools 
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Staff Details 
 

S.No. Staff Name Contact Email 

1. Tahani Babiker Mohamed tbmohamed@jazanu.edu.sa 

2. Yahya Ahmed Elamir yalamir @jazanu.edu.sa 

3. Amani Awad Alotaibi alotaibi@jazanu.edu.sa 

4. Mohamed Shanwaz Mohamed mmohd@jazanu.edu.sa 

5. Nasir Ahmed Mohamed naamohammed@jazanu.edu.sa 

6. Asheraf Abd Elmagid Khattab aikhattab@jazanu.edu.sa 

7. Manal Ahmed manalahmed@jazanu.edu.sa 

8. Sobia Farog fsobia@jazanu.edu.sa 

9. Faiyza Abd Allah Fkheiry@jazanu.edu.sa 

10. Pushpalata Rajpoot prajpoot@jazanu.edu.sa 

11. Ahmed Mohamed Fathy afathy@jazanu.edu.sa 

12. Amal Ramadan Bayomy amal@jazanu.edu.sa 

13. Ebtihag Mahadi EELSIDIG@jazanu.edu.sa 

14. Maha Yousif Razgalla mrizgalla@jazanu.edu.sa 

15. Bhgah Yousif Abrahim byusuf@jazanu.edu.sa 

16. Hind Alruawaili halruwaili@jazanu.edu.sa 

17. Abdulaziz Bl hareth abalhareth@jazanu.edu.sa 

18. Maryam Mohamed Mohuen msahli@jazanu.edu.sa 

19. Rawabi Ahmed Khardali rkhardali@jazanu.edu.sa 

20. Sara Habib Salsaleh@jazanu.edu.sa 

21. Wejdan Khalid Alshebli walshbeli@jazanu.edu.sa 

22. Mohamed Ibraheim Fakeeh mfakeeh@jazanu.edu.sa 
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Section 1: Academics  
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Students Manual 

Purpose of the manual 

The policies contained in this manual have been compiled for the benefit of students, College of Public Health 

and Tropical Medicine (CPHTM) from a variety of University sources. In addition to these policies, students 

should consult the Jazan University Student and College Handbook which is available in the website of 

Deanship of Academic Development. 

 

Students are expected to become thoroughly familiar with these policies and procedures and to contact the 

Office of the Vice Deanship for Quality and Development in the college about questions related to the Policy 

Manual. Most policies will also be made available of the college’s website. Other informational 

announcements may be made as necessary during the year. 

 

Academic Terms 
 

 

Semester Study: period no less than 15 weeks excluding registration and final exams periods. 

Summer Semester: Study period no more than 8 weeks excluding registration and final exam periods. 

Course time is doubled during summer semester. 

 

Academic Level: Study level as per approved study plan. 

 

Study Plan: Mandatory, elective, and free courses required for graduation in a specific specialty. 

 

Course: Subject matter in certain academic level of a study plan in a program with a course name, code, 

number, description, and specifications kept in course file in academic department for regular follow up, 

evaluation, and improvement. Course may have pre-requisite or co-requisite. 

 

Academic Unit: Weekly theoretical lecture, Practical hours not less than 1.40 minutes. 

Academic Warning: Notice issued to a student in response to a GPA lower than the minimum required score 

as per regulations. 
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Course Work Marks: Marks awarded for student work, exams, research, and learning activities during a 

semester. 

 

Final Exam: Exam held at the end of a semester. 

 

Final Exam Marks: Marks awarded to a student in the final exam. 

 

Final Mark: Sum of course work marks and final exam marks for each course out of 100. 

 

Grade: Description of percentage of final mark of a course. 

 

Incomplete: Temporary grade for students who could not sit for the final exam, referred to as (IC). 

In Progress: Temporary grade for students whose study requires more than one semester, referred to as 

(IP). 

Semester Grade: Total points scored by student divided by all unites studied in a given semester. Points are 

calculated by product of course units and grade in each course. 

Grade Point Average (GPA): Total points scored by student in all studied courses in passed levels divided by 

the total units of studied courses. 

 

General Grade: Description of student learning level during study. 

Credit Hours: Points describing expected learning load required to pass a learning unit or course as part of 

program units. 

Contact Hours: Total theoretical and practical classes hours that a student takes to gain skills required in the 

course objectives. 
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Admission Mechanism 

• Students have to apply through the Jazan University web application form: 

http://edugate.jazanu.edu.sa/jazan/init 

• Upon filling and submitting the web application form and ticking the acceptance box, Jazan University 

has the right to exclude all applications that do not meet the admission requirements and procedures. 

• The bachelor degree programs of CPHTM will only appear if the applicant has a Qualifying and Grade 

Point Ration score of 60% or more. 

• Non-Saudi applicants born to Saudi mothers should upload their birth certificates and their mothers 

national ID cards where indicated. Failure to provide these documents will result in automatic 

exclusion from the initial nomination process. 

• At the end of application time acceptance will be competitively decided on the basis of met conditions, 

and available seats. 

• Applicants are required to refer to the university admission plan dates and regularly follow up on their 

applications status online, and confirm their registration once accepted. 

• Applicants must confirm their registration when prompted online. 

• Failure to confirm registration will result in their exclusion from the admission process. 

• Applicants must show up at times announced for exams and interviews. 

 

Admission Procedure 

• Upon primary online nomination, applicant will see three options: 

o  (Accept and Confirm) Pressing this option means that the applicant is accepting the offered 

primary nomination and confirms it as final acceptance without any competition for other 

specialty in case seats are available. 

o (Accept and Upgrade) Pressing this option means that the applicant is accepting the offered 

primary nomination with and authorizes the university to upgrade their admission to another 

program if a seat becomes available. 

http://edugate.jazanu.edu.sa/jazan/init
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o (Withdraw) Pressing this option means that the applicant does not accept the offered primary 

nomination. This is considered a final withdrawal and a withdrawal form can then be printed 

online. 

• Not confirming primary nomination within the allowed time means that the applicant does not wish 

to join the program. This will cause the applicant to lose their right to admission and as will as their 

access to their online account. 

• At the end of acceptance process applicant's state online is changed to (primarily accepted) or (finally 

accepted) and receives college, specialty, and student number online. 

• An applicant can withdraw after receiving student number by printing a Withdrawal form (a Clearance 

form) online. In this case the current admission will be terminated and the applicant will be eligible 

for admission after two academic years. 

• Accepted students should complete the final acceptance procedure by making reservation for issuing 

University Student card following these steps: 

• sign in to the online account. 

• access the University Student Card page (using student number or national id number) 

• select a date for issuing student card 

• print out student card issue date slip 

• print out notice of admission slip 

Having met these conditions, the final admission becomes confirmed. 

 

Required Score for Admission 

 
The Qualifying Score, calculated as follows, 30 % of high school score + 30 % of General Skills Test (Qiyas) score 

+ 40 % of The Achievement Test (Tahsili) score The Grade Point Ration score, calculated as follows, 40 

% of high school score + 60 % of General Skills Test (Qiyas) score 

 

The Levels System 

 
The levels system is a study system in which academic year is divided into two semesters with an additional 

summer semester that can be offered in some years and in some programs. Graduation requirements are 

distributed over this level system according to syllabus approved by the University Board. Registration, 
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deletion, and addition procedures within syllabus are allowed to guarantee that students register for a 

minimum study load in accordance with the following rules: 

 

1. A student is transferred from a level to the next only by successfully passing all courses 

2. The minimum study load is 12 units. 

3. If a student fails one course or more, he/she should retake the failed course(s) observing the following 

rules: 

a. Failing courses that add up to the minimum required study units of a level, a student will only 

be able to register only courses which he/she failed. 

b. Failing courses that do not add up to the minimum required study units of a level, a student 

will have to register the courses that he/she failed in addition to other courses according with 

the following schedule and study plan regulations: - 

• Registration should be made in light of schedule and study plan regulations 

• A student registration load is based on his/her GPA provided that it meets the 

minimum required load condition, and as per the following: 

 

Allowed Unit GPA 

12-14 Less than 2.00 

14-16 2.00-2.74 

16-18 2.75-3.74 

18-20 3.75 or higher 

 

 
4. The student table must have no conflicts. 

• If registration could not be made (due to schedule confliction, incompletion of pre- 

requisites, or exhaustion of current level courses), a student can register available 

courses from the following levels, and if the students load continues to be below the 

minimum required load, the minimum required load conditioned is then waived. 

• Courses are allowed for registration from up to three consecutive levels only. 
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Postponement 

 
• Postponement is allowed based on a student request before the end of the first week of a semester 

and is only warranted based on an excuse accepted by the dean. Postponement is not allowed for 

more than two consecutive semesters or three non-consecutive semesters. 

• The college deanship has the right to seek next of kin for approval of postponement for female 

students. 

Withdrawal 

 
• Withdrawal form a registration for a semester is allowed for one semester and in this case the student 

is not considered failed in courses during that semester. A withdrawal request must be made at least 

four weeks before final exams. In colleges that have a full year system, an excuse can be made 8 weeks 

before the final exam. A withdrawal shows in the student transcript as a (W). The semester in which 

a withdrawal occurs counts towards the required the maximum period allowed for graduation. 

Colleges are required to update the Deanship of Admission and Registration with withdrawal cases 

observing the university calendar 

• Withdrawal is not allowed for more than two consecutive semesters or three non-consecutive 

semesters. In colleges that follow a full year system, a withdrawal cannot be made for two consecutive 

years and the maximum allowed number of withdrawal years is two unless the student is exempted 

by the university president. 

• The college deanship has the right to seek next of kin for approval of postponement for female 

students. 

Dropping-out 

 
• Student dropping out for a complete semester without accepted request is expelled. The university 

council is entitled to expel such student even based on a shorter drop-out period. 

• A student is not considered a drop-out if he/she is a visiting student at another university. 



Kingdom of Saudi Arabia 

Ministry of Education 

Jazan University 

College of Public Health and 

Tropical Medicine 

Department of Health Education 

and Promotion 

 ةيدلسعوا ةبيرعلا ةكلمملا

 التعليم وزارة

 جازان جامعة

قسم  الحارة المناطق وطب العامة الصحة كلية

 الصحي والتعزيز التثقيف

 

 

Readmission 

 
A dropped-out student can apply for readmission at the Deanship of Admission and Registration according to 

these rules: 

 

• A readmission request should be submitted prior to the intended readmission semester 

• A readmission request has to be approved by the student’s college council or any third party 

authorized by this council. 

• If the expulsion occurred four semesters prior to the intended readmission semester (or two academic 

years in colleges that follow the full year system), a student can then apply for a new admission where 

admission conditions apply and a new university ID is issued. 

• Readmission is allowed only once and University Board has authority to make exceptions. 

• Readmission is not allowed for students expelled for academic or disciplinary reasons. 

 

Transfer 

Transfer from another University 

 
• Transfer to Jazan University is allowed by acceptance of Dean of Faculty to which transfer is required 

according and the rules: 

o Applicant was enrolled in an approved college/university. 

o Applicant was not dismissed for academic or disciplinary reasons from college/university of 

origin. 

o Applicant meets requirements set by Faculty Board and has GPA no less than 3.00 out of 

5.00. 

o Application is made during time set for transfer during academic calendar. 

o Applicant should have at least 60% of units left to study in Jazan University. 

• Applicant will be denied admission in case it was revealed that he/she was dismissed for academic or 

disciplinary reasons from university of origin. 

• A student is transferred in any given semester from one university to another according to 

announced procedures and dates in the target university and within general transfer regulations 
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• Courses completed in university of origin and valued by Department Board and are approved by 

Faculty Board and added to applicant's academic record and accounted for in GPA. 

 

Internal Transfer 

 
• Internal transfer in Jazan University is granted upon approval of Deans of both Faculties. 

• Internal transfer is allowed only once. 

• Applicant should have GPA not less than 2.00 out of 5.00. 

• Applicant should not have exceeded 4 semesters in Faculty of origin. 

• Applicant should fulfil requirements for Faculty to which internal transfer is required. 

• Applicant finished courses are added to academic record including grades and GPA. 

• Internal transfer can be made from program to another within the same Faculty as per Faculty Board 

regulations. 

• Applicant finished courses are added to academic record including grades and GPA. 

 

Visiting Student 

 
A visiting student is a student who studies some courses in another university or in one of the branches of 

his own university without transfer. A visiting student is credited for his/her studied courses according to the 

following rules 

 

• Approval of the original college in which he/she studies at 

• Study should be in a recognized university or college 

• The course that the student studies outside the university should be equivalent to one of his courses 

in the original university 

• If the student studies in another branch in his own university then he is processed according to 

article 47 

• The university council determine the maximum number of units that can be credited for visiting 

students 

• The causes that the stools division because is that a visit in student study are not included in his GPA 

• Any other regulations that the university determines 
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Condition for visiting students 

 
First: A student from Jazan University wishing to study as a visiting student in another university, 

 
• A student must have an academic record showing no less than 2 semesters in his original college prior 

to the visiting student status request 

• A student must obtain approval from his/her college to study as a visiting student noting the courses 

that he/she would be studying, and the college has the right to set a minimum GPA to credit the 

student for his studied courses. Based on a recommendation from the student’s college the student is 

handed an official letter from the Deanship of Admission and Registration before the end of the first 

week of the semester. 

• A visiting student studies must be taken in a recognized university. 

• The courses that the student study outside university should be equivalent to a core course in the 

student study plan. 

• The maximum number of credited units for a visiting student is 40% of the total number of units 

required for graduation at Jazan University. 

• Credited courses are not included in the student GPA yet they are recorded in his/her academic 

record. 

• A student must provide proof of his results in the first week of semester that follows his/her study as 

a visiting student. Failure to do so the student is then. 

• Considered dropped-out during the in which he/she was registered as a visiting student, and he is 

process according to article 15. 

• A student is paid his/her monthly allowance after providing proof of study to the deanship of 

admission registration. 

 

Second: A student from another university wishing to register as a visiting student at Jazan University 

 
• Student must have an academic record showing no less than 2 semesters in his original college prior 

to the visiting student status request at Jazan University. 

• A visiting student must not be expelled based on academic or disciplinary reasons. 
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• A student must produce a written letter of approval from his/her original university stating that he is 

allowed to study as a visiting student at Jazan University. The letter must mention the courses that the 

student will register for at Jazan University. 

• Visiting student must obtain approval of the targeted college. 

• The maximum number of semesters a visiting student is allowed to register for is 2. 

• A visiting student is not entitled to housing or monthly and allowance at the Jazan University. 

• A visiting student courses are registered in his targeted college in accordance with registration 

regulations 

 

Absence and Denial 

 
• Regular student is denied attending final exam if attended less than 75% of lectures and 

practical/clinical lessons during semester. Course work marks are added to denied student academic 

record and appear as (DN). Denial is approved by Faculty Board before start of final exams. 

• Faculty Board cancels denial for acceptable reasons made in application by student who attended at 

least 50%. 

 

Student Assessment 

 
• Faculty Board approves total marks for the program recommended by Department Board between 

40% and 50% of the total mark of the course, and the student classwork mark is determined by 

o practical exams, research, and curricular activities, or a selection of this and addition to one 

written test, or 

o A minimum of two written exams. 

• College Board approves Department Board recommendation to include oral/practical parts in final 

exam. 

• Department Board allows student to complete a prerequisite course on recommendation of 

teaching faculty. 

• General grade for GPA upon graduation is as follows: 

o (Excellent) GPA no less than 4.50 (or 3.5 out of 4.0) 

o (Very Good) GPA 3.75-4.49 (or 2.5-3.49 out of 4.0) 
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o (Good) GPA 2.75-3.74 (or 1.75-2.74 out of 4.0) 

o (Pass)GPA 2.00-2.74 (or 1.00-1.74 out of 4.0) 

• Honors are granted according to GPA on conditions that: - 

o Student has not failed courses in Jazan University or elsewhere. 

o Student completed graduation requirement within time frame. 

o Student completed 60% of graduation requirements in Jazan University. 
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Policies and Procedures – Academic Advising  

 
The process of Academic Advising helps students learn to develop greater confidence in their academic 

performance, make better decisions, improve personal skills, and define career directions. Students are 

encouraged to explore any personal, academic, or career concern with the counseling services. Student 

counseling services require consistent feedback from faculty, staff, students and administration to ensure 

the availability of excellent and timely services. Academic advisors assigned to the students inform them their 

roles, responsibilities and rights. Academic advising and counseling service provide guidance and support for 

students to overcome any academic problems or personal difficulties that may hinder student’s academic 

progress, and develops the student’s potential, that enhances their academic performance. 

 

Academic advising and counseling services are basic steps that guarantee collaborative relationship between 

faculty members and students. The intent of this collaboration is to facilitate learning by providing 

opportunities for students to achieve their goals and uphold the academic standards of the college. 

 

Roles and Responsibilities of the Academic Advisors 

 
• Acquaint the new students with rules and regulations of CPHTM and provide outreaching programs 

about advising and counseling. 

• Assist students in their decision-making related to course selection and registration in collaboration 

with the Registrar's office. 

• Provide accessible advising services to students by scheduling and maintaining regular office hours 

throughout the semester. 

• Send invitations to students encouraging them to visit the counseling office to discuss and review 

their academic and nonacademic problems. 

• Identify and select meritorious students, continuously encouraging them and honoring them at the 

University level to maintain excellence. 

• Maintain confidentiality of students' information and academic records unless student. 

• Assist in overcoming barriers that may prevent the students from completing their study plan. 

• Provide supportive academic advising by recognizing the personal, social or educational difficulties 

and responding to the different students ' needs. 



Kingdom of Saudi Arabia 

Ministry of Education 

Jazan University 

College of Public Health and 

Tropical Medicine 

Department of Health Education 

and Promotion 

 ةيدلسعوا ةبيرعلا ةكلمملا

 التعليم وزارة

 جازان جامعة

قسم  الحارة المناطق وطب العامة الصحة كلية

 الصحي والتعزيز التثقيف

 

 

• Follow-up and monitor student's academic progress and provide guidance. 

• Provide information regarding courses, requirements, tests, registration, course changes and so 

forth. 

• Provide encouragement and assistance for student with academic difficulties. 

• Assist them in managing their time, develop more effective study skills, and send recommendations 

to the responsible course coordinator. 

• Provide a private space in which student feel free to discuss their thoughts, aspirations, concerns, and 

interests. 

• Become knowledgeable concerning university rules, policies, regulations and procedures that affect 

academic programs and activity. 

• Help students have better understanding skills, self-development and enhance their self-confidence 

by identifying their strengths and weakness. 

• Keep resource materials such as the Student Handbook, college rules and Regulation, academic 

calendar, class schedules and other useful resources on hand to answer questions about academic and 

non-academic concerns. 

 

Student conduct 

 
• If a student commits any misconduct (refer to Policy on Student Code of Conduct), the Office of 

Student Affairs will report it to the appropriate advisor. 

• The VD for academic affairs will determine the subsequent appropriate actions (refer to the Policy 

on Ethics and Conduct) and meet the students in the presence of the advisor. 

• A report of the appropriate disciplinary meeting is forwarded to the student’s advisor with a copy 

maintained in student’s file. 

• For students placed on probation or compliance for a determined period, the advisor will continually 

monitor the student and provide monthly reports to the VDAA until the student is removed from 

probationary or disciplinary status. 
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Examination and Evaluation Policies  

• The evaluation is an important component of the educational process, it goes beyond just granting 

students grade, as the activities and elements of the evaluation are used to measure the extent to 

which the learning outcomes of the program or course are achieved and it also help in redesigning the 

methods and strategies of teaching and learning. 

• The University defines an examination as an assessment undertaken within a constrained period of 

time in a set location following a specified rubric of instruction. The candidate will undertake 

examination by writing except where the assessment is conducted using computer aided assessment 

software. 

• The Examination and Assessment policies of the College of Public Health and Tropical Medicine will 

ensure that examinations are conducted ethically to provide valid assessment of academic 

performance and the achievement of proficiency of learning outcomes without adding undue stresses 

on students. These policies outline the rights and responsibilities of students in the assessment 

process so that this process can add to their learning experiences. 

• These policies apply to assessment of students in the different courses offered by the Faculty of Public 

Health and Tropical Medicine. They encompass all types of assessment including continuous 

assessment and finals, examinations (written, OSCE, OSPE and others) and other types of assessments 

(assignments, presentations, practical etc.). These policies govern the actions of teaching staff, 

administrators and students in assessment activities. 

Ethics of Assessment 

• The assessment of a student’s performance in a course shall be just and fair. 

•  All rules and arrangements related to examinations and assessments are transparently published 

and made available to students. 

• There should be more than one assessment for each course. This includes different types and / or 

different times during the course. 

•  Students shall be provided with a description of the means of assessment to be used in each course 

including: 

o the number and types of assessment 
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o the date, time and location of assessment (dates of examinations, deadlines/ due dates for 

submission of assignments and clinical requirements) 

o the weighting to be accorded each assessment 

•  Pre-defined criteria are announced to students to indicate the method of grading and marking for 

different types of assessment in each course. 

•  Every student has a right to review and discuss an assessment with the Instructor/ Examiner provided 

the indicated procedure for this is followed. Students also have the right to appeal to the Head of the 

Examination and Assessment Committee regarding a decision related to procedures of assessments 

and examinations but not an examiner judgment. 

•  Students are required to adhere strictly to ethical and responsible conduct through all types of 

assessments. Academic misconduct including cheating, plagiarism and others are subject to penalty 

according to College and/ or University rules. 

Confidentiality of Assessment 

• All examination related materials including questions sheets and answer sheets are confidential and 

shall be kept in Exam control Room. 

• Assessment outcomes are confidential. No person involved in the process should divulge to any 

unauthorized person any information related to an individual students’ assessment or grades. 

Validity of Assessment 

• Assessment shall reflect the content of the course and its intended learning outcomes (ILOs). 

• Assessment activities and examinations are monitored by the Assessment and Examination 

Committee for the validity of the questions, their difficulty and discrimination ability. 

Roles and Responsibilities 

Students 

• The students should actively and positively participate in all task and activities of the evaluation 

process. 

• Should complete and deliver all evaluation requirements and tasks according to schedule. 
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• Students are expected to be honest in meeting the requirements of courses in which they are 

enrolled and to be aware of the examination’s rules and instructions. 

• Carry out all evaluation tasks assigned with honesty and in reliable manner. 

• Adhere to the dates and times of the exam 

• Adhere to the instructions directed by the official and examiner in the examination hall. 

• To express an opinion on the evaluation tasks and activities through questionnaire. 

• Abide by the regulations and arrangements related to test and not to cheat, attempt or assist in its 

commission 

• Students should bring their own tools. 

•  Students shouldn’t bring their mobiles or any other material related to the course inside the 

examination halls 

Faculty: 

 
• Design and implement the assessment task and activities to achieve the targeted learning outcome. 

• Establish clear standards for each task and activity assigned to students. 

• Inform students of the task, activities and evaluation criteria. 

• Granting marks and reviewing the grading process. 

• Provide students with feedback based on the evaluation process. 

• Review the evaluation results annually. 

• Submitting sealed exam papers for reviewing. 

• Marking exam papers. 

• Entering results in the website after being approved by the college Dean. 

• Auditing and announcing the results in the website after being approved by the college Dean. 

 

Dean: 

• Approving the final schedule. 

• Signing the final results after being approved by the college council. 
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Examination and Evaluation committee 

 
• Implement evaluation and examination policies at the faculty in all programs. 

• Preparing the first and final draft of the final exam schedules. 

• Prepare meetings and workshops for students to introduce them to the evaluation tools, methods and 

system used in each program. 

• Review the evaluation plan for all program courses and ensure that evaluation tasks and activities 

are designed, managed, reviewed and evaluated in a manner consistent with learning outcome and 

academic standards. 

• Prepare the student guide for evaluation in cooperation with University Quality Examination 

Assessment center. 

• Follow up of the continuous evaluation process for all courses. 

• Submitting evaluation report on exam and clarify strength and weaknesses. 

• Provide feedback to faculty about the exam in a confidential manner. 

• Ensure the commitment of all faculty for the tools of evaluation and distribution of grades. 

• Preparing the examination halls for conducting the exam. 

• Prepare control room for correction of exam papers. (No exam paper is corrected out of the control 

room of the college and the result should be submitted within 48 hours after the exam). 

• Supervise the examination process. 

• Receiving exam Papers submitted by the Faculty in sealed envelope. 

• Supervising examination process. 

• Preparing schedule of students’ distribution in exam halls. 

• Preparing the invigilation schedule. 

• Supervising and scheduling the auditing process. 

• Preparing the absenteeism report. 

• Preparing the exam final report. 

• Storing exam papers 
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Examination Period 

• A draft schedule for examinations to be posted on the JU website at least three weeks before the 

end of the semester. 

• A student, who finds a conflict within the schedule of examination, should notify the examination 

committee by submitting written notes within a week after announcing the schedule. 

• The final examination schedule is to be announced to students before two weeks from the 

examination period by examination committee. 

Procedure before Exam 

 
• Ensure that evaluation methods are consistent with teaching strategies and the intended learning 

outcome of the course. 

• Ensure that the time allocated for the evaluation process is consistent with the level of course and 

no of accredited hours. 

• Review the assessment plan annually to ensure that the intended learning outcome of the course 

are appropriate for the students. 

• Ensure the safety and efficiency of the Evaluation process used and use appropriate, honest and 

reliable mechanism to verify the level of student achievement standards compared to the relevant 

reference point, whether internally or externally. 

• Process of evaluation student with special need depends on the characteristics and need of each 

student according to the type of disability and learning difficulties. 

Entering and Leaving the Examination Room 

 
•  Candidates will not be admitted to the examination room more than fifteen minutes before the 

start of the examination. 

•  Candidates may not enter the examination room later than thirty minutes after the start of the 

examination. 

•  No candidate may enter the examination room after the start of the examination if, for any reason, 

another candidate has already left the examination room. 



Kingdom of Saudi Arabia 

Ministry of Education 

Jazan University 

College of Public Health and 

Tropical Medicine 

Department of Health Education 

and Promotion 

 ةيدلسعوا ةبيرعلا ةكلمملا

 التعليم وزارة

 جازان جامعة

قسم  الحارة المناطق وطب العامة الصحة كلية

 الصحي والتعزيز التثقيف

 

 

•  No candidate may leave the examination room, other than for illness or other reason acceptable to 

the invigilator, until thirty minutes after the start of the examination. Candidates who leave the 

examination room without the permission of an invigilator will be deemed to have withdrawn from 

the examination, and will not be permitted to re-enter the examination room. 

• A candidate who wishes to leave the examination room early shall attract the attention of an 

invigilator and, when given permission to do so, shall leave the room with the minimum disturbance. 

•  All answer books (used and unused) and/or records of assessment are to be collected from candidates 

before they are permitted to leave the examination room. 

• All candidates must take their belongings and their litter with them when they leave. 

 

Starting and Ending Examinations 

• No candidate shall start the examination until directed to do so by an invigilator. 

•  Candidates must stop working immediately when instructed to do so by the invigilator. Late arrival 

candidates will be required to finish at the stated end time, as instructed by the invigilator. 

• In computer aided assessment the candidate will be timed out at the end of the assessment. 

•  All candidates are to remain seated in silence until scripts and/or records of assessment have been 

collected and permission to leave is given. 

• Students must show their ID to the invigilator whenever asked 

•  Students must not have the following items in the examination room: Books - Mobile phones or 

electronic devices - Notes/ documents - Personal items 

• Female students unveil their head cover during the exam 

• Each student signs his/her name in the attendance sheet 

•  Examination answer sheets and attendance slips are kept in the control room in a confidential safe 

for one year after graduation; after which they are disposed of. 

Examination Stationery and Materials 

• All work, including rough work, must be written in the answer books provided or on the relevant paper 

provided, where answer books are not used. Additional sheets of paper, such as graph paper and 

drawings, must be clearly marked with the candidate's Student Number and fixed to the candidate’s 

answer book or record of assessment. 
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• Answer books are to be given to the invigilator on request. 

• Pages may not be removed from an answer book, nor may an answer book or record of assessment 

be removed from the examination room. 

• Mathematical tables, charts, etc. which may be provided for candidates' use are the property of the 

University, and may not be removed from the examination room. 

• Candidates will be instructed prior to any examination which aids such as calculators or notes are 

permissible. Candidates will not be permitted to use their mobile telephone or smart watch (or other 

means of transmitting or receiving information in any form) as a calculator and a separate device must 

be used which cannot store text or other information that might unfairly be of use in the 

examination. A candidate who brings into the examination aids other than a type specified in the 

examination rubric commits an assessment offence. 

Behavior during Examinations 

• Throughout the whole of the examination, silence must be maintained, except when requests for 

anything etc. are made. 

• A candidate whose behavior persistently disturbs other candidates may be excluded from the 

examination. 

• Candidates are permitted to bring drinking water into the examination room. No other food or drink 

is allowed. 

• A candidate may not communicate in any way with any person other than an invigilator during the 

examination. 

• No candidate may retain during the examination any article which is not required for the purpose of 

the examination. Such articles should preferably not be taken into the examination room. If they are, 

they must be left in a part of the room, as directed by the senior invigilator, but they remain the 

responsibility of the candidate. 

In the case of illness 

• In case of illness Candidates are required to notify the invigilator 

• A candidate may temporarily leave the examination room for illness or other reason acceptable to 

the invigilator. During such absence, a member of the University staff will accompany the candidate. 
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• If the candidate returns to complete the examination, they will not be able to submit a claim for 

extenuating circumstances. 

• If the candidate cannot continue, or feels that their examination has been affected, they should 

leave the examination. Where this occurs, the invigilator will sign the answer book or record of 

assessment stating the time at which the candidate left. The candidate will need to submitting 

extenuating circumstances following the examination. Where a student submits an extenuating 

circumstances form for an examination, they left due to illness, the examination mark will be recorded 

as zero. 

Breaches of Examination Procedures: 

Breaches of examination procedures will be considered as misconduct. 

 
• To avoid student’s tendency to commit any attempt to cheating which is considered as a serious 

offense to academic goals and objectives as well as to the rights of fellow students. Students can be 

suspended, demoted and dismissed following a cheating incident. 

• It is the policy of the CPHTM in compliance with the JU regulation, to prevent & to take disciplinary 

action in cases of cheating. Reported cases will be referred from the Examination Committee to 

Disciplinary Committee. 

• The invigilator is responsible for dismissing any student who commits a misconduct during the exam, 

documents the incident in the standardized forms and handles the report to the Exam control after 

finishing the exam. 

Student examination cheating policy 

Level -I offence: 

 
• Whispering / talking, glancing / looking / staring, responding to others whispers and assisting others 

in seeing own answer sheet, & other offences of similar nature and intensity to cheating during exams. 
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Level -II offences: 

 
• carrying of mobile phones and any other communication device is strictly prohibited in the 

examination rooms, mobile phone / device shall be confiscated 

• Getting / giving assistance by exchange of personal items like calculators, etc. Punishment will be 

oral warning, change of seats, the authority is invigilator. 

Level -III offences: 

 
• Writing on the desk before the start of the exam. 

• Sitting contrary to seating plan, intentionally. 

• Being caught talking while outside the examination hall during the examination when allowed to go 

out e.g. visit to washroom, visit to administration for issue of temporary ID Card, etc. 

Level IV Offence 

 
• Using pre-meditated sheets containing helpful material. 

• Using Mobile Phone /Smart watch to cheat. 

• Carrying helpful material written on hands / arms 

• Exchanging question papers 

 
Punishment Cancellation of course (“F” grade shall be given), decision given by Examination and Disciplinary 

Committees Decision. 

Level -V offences: 

 
• Exchanging Answer Sheets during the examination. 

• Writing each other’s Roll No. on own answer sheet. 

• Replacing answer sheets with other answer sheets not distributed for this exam (e.g. prepared at 

home, prepared in class). 

• Cheating and being argumentative, rude, aggressive, etc. with the invigilator when checked. 

Whenever decided by the Disciplinary Committee. 

Punishment will be Rustication / Expulsion from FPHTM and (“F” grade shall be given in all subjects), 

authority will be Examination and Disciplinary Committees. 
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The recommendations of the Examination Disciplinary Committee are submitted to FPHTM Dean for approval. 

Appeals 

 
• A student must submit a written appeal and state clearly the rationale for the appeal and must be 

submitted to the dean within seven calendar days of the date of the decision. 

 

Examination and disciplinary Committees 

• Investigate the reported case and check all the documents and evidence related to the cheating 

case. 

• Make sure that the policy is implemented. 

• Report to the dean of FPHTM. 

FPHTM Dean: 

• Approve the disciplinary actions taken by the examination and disciplinary committees. 

• Investigate the issue if there is an appeal by the student. 

 

Makeup exam procedures 

A student who is unable to take an examination due to unavoidable circumstances (e.g., hospitalization, car 

accident, major illness) is expected to do the following: 

• The student must notify FPHTM Head of department & the examination committee Head of his/her 

absence for not attending the exam within three days after the exam date. 

• Make-up exams are to be completed within 2 College days of the student’s return to the College. 

Make-up exams should cover the same content area of the missed examination, but should not be the 

same exam that was administered to other students. 

• In case the long vacation follows the exam, the makeup exam will be conducted on the first week of 

return of the following semester. 

• The student makes the request in writing and in a timely manner before the scheduled exam, to 

request an opportunity to complete a makeup exam 
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• The student provides the Instructor with the required originally-signed documentation, regarding the 

reason he/she is not able to complete the test on the originally scheduled exam date. Without this 

documentation, the student will not be granted an accommodation to complete a makeup exam and 

will be assigned a zero grade for the exam. No incomplete (IC) grade can be assigned in this situation. 

•  All communications with the student must be via e-mail, with the University Registrar copied on each 

exchange. 

•  Assign an incomplete (IC) grade to the student if unable to grade the final exam before the final grade 

deadline and submit a Grade Change. Authorization Form to the Vice dean of academic affair and the 

College Dean for approval. 
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Staff Manual 

Academic Staff Policies  
 

Academic Responsibility &Duties 

The University considers the faculty`s role in teaching and educational engagements as primary and essential. The 

faculty members, as teacher, shall discharge their teaching responsibilities by presenting materials accurately and 

effectively in accordance with the approved course objectives and course outlines. They should make every effort 

to encourage students to learn and perform better, and in this respect, they shall adopt teaching methods. They 

should convey at the beginning of the semester the instructional objectives of each course and see that the 

objectives are fulfilled through course-related activities. Apart from the classroom teaching assignments, a teacher 

has the responsibility to develop a relationship with students in which he/she should act as an intellectual guide, 

counselor, advisor and mentor. 

 

Teaching Load 

Teaching load for a full-time teaching instructor in a regular semester may vary from semester to semester 

depending upon the requirements of the department and the number of available staff. Primarily, teaching load 

includes teaching preparatory year and undergraduate courses. The teaching load varies for staff depending on 

their professional rank. The teaching load distribution is as follows: 

 

• For Lecturers: 16 hrs. 

• For Assistant Professors: 14 hrs. 

• For Associate Professors: 12 hrs. 

• For Professors: 10 hrs. 

The department may reduce the course load of a member who is assigned a special duty by the department, the 

College or by the University. Up to 40 hours periods per week, faculty members are expected to be available for 

professional duties. 
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Curriculum Development 

• Each faculty member should have a continuing commitment to the development of subjects in his field. 

• He should review and update the course contents, as and when necessary, to reflect new developments 

and advances. 

• A review committee within the department is established for reviewing the quality and relevance of the 

content of the courses. 

Hours of Instruction and Conduct of Classes 

• The duration of each lecture and laboratory session is indicated by the Registrar’s office. 

• An instructor is responsible to the department offering the course and to the college dean for orderly and 

competent conduct of classes and all teaching activities. 

• Faculty members are expected to start and finish their scheduled classes promptly on time. 

• The teaching time of one lecture session is considered up to 50 minutes. 

Classroom Supplies 

Each classroom is fitted with a white board, an overhead projector, a screen, markers and dusters. A faculty member 

is also expected to develop new courses to include new advances and topical issues, which would strengthen the 

academic curricula. He should work in collaboration with other faculty members in his field to seek continuous 

updating and improvement of curricula. 

 

Record of Class Attendance 

A regular student is expected to attend all classes and laboratory sessions. To discourage class absenteeism of 

students, the University enforces a policy on class attendance in which a regular student will not be allowed to 

continue in a course and take the final examination, if his unexcused absences exceed 25% of the lecture and 

laboratory sessions scheduled for the course or, if his attendance, allowing for both excused and unexcused 

absences, is less than 66.7% of the scheduled class and laboratory sessions. A course instructor should therefore 

keep a record of class and laboratory attendances of all students. 
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Cancellation of Classes and Make-up Classes 

An instructor may cancel a class due to sickness, emergency leave, official business trip or assignment or any other 

unforeseen, unavoidable events. In such cases, he must inform the department of the cancellation with justification 

and also notify the class. For all cancelled classes, make-up classes must be scheduled to complete the course 

coverage. It is the responsibility of the instructor to make arrangements for the extra class meetings at a suitable 

time free of conflict with student`s academic engagements. The department should be informed of the scheduling 

of all make-up classes. 

 

Course Portfolio 

• The University maintains a policy on course portfolio, according to which an instructor/member of staff is 

required to prepare a course file with necessary documentation and submit it to the department on 

completion of the course. The course file should contain materials in accordance with the department`s 

policy and may include: 

o Lectures, Assignments, Course reports, Course specifications, Course descriptions, relevant 

resources, examinations and answer keys(encrypted) and samples of students’ work. 
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Teaching Methodologies  

 
The faculty engages in contemporary and innovative teaching methods based on an integrated curriculum, 

which enables a thorough preparation for teaching and preparing students for their future professions. 

 
• Faculty members are expected to meet students’ diverse learning styles and expectations by ensuring 

the availability of contemporary resources and an appropriate learning environment to achieve the 

defined learning outcomes. 

• Course descriptions are required to be distributed to students at the beginning of each semester. 

• Teaching methodologies should enable the transfer of foundation knowledge to the student to 

facilitate achieving learning outcomes. 

• All teaching methodologies should be integrated to allow progressive reinforcement of foundation 

knowledge in the curriculum, while minimizing unnecessary redundancy. 

• Teaching methodologies should work collaboratively so that information is structured in a way that 

demonstrates relationships between key concepts. 

• Teaching methodologies used for each course should incorporate a horizontal integration with other 

courses in the department to facilitate achievement of the program learning outcomes. 

 
 

Teaching Methodologies 

Interactive Lectures: 

Instructors are expected to carry out fifty minutes’ lectures using PowerPoint Presentation during which the 

instructor delivers information by asking questions and providing feedback on their responses. 

Small Group Discussions: 

The students are divided into small groups (5-7 students), with each group assigned a certain task to be 

completed in a predetermined amount of time. This may include a case study, a research paper, or other 

exercise. 
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Laboratory Demonstrations: 

The instructor demonstrates procedures to the students in step-by-step, and students are subsequently 

expected to duplicate the procedure at the acceptable level of performance. 

Assignment-Based Learning: 

Assignments that are predetermined in the course syllabus are distributed among the students either 

individually or in groups. The instructor explains and discusses the outline of each assignment with each group 

of students, who are expected to complete the assignment within a predetermined period of time. After 

evaluating the completed assignments, the instructor gives feedback to each individual or each student group. 

Assuring quality of Teaching 

 
To assure a high degree of excellence in the field of academic the Faculty of Public Health and Tropical 

Medicine has based its quality management system based on the guidelines of NCAAE and Deanship of 

Academic Development (DAD). The quality process is committed to perform comprehensive evaluation of its 

educational effectiveness. A quality assurance unit within the department is responsible for managing quality 

and plays an important role in distributing the quality culture among the institutional personnel. Quality 

coordinator is assigned to each department who oversees the quality process and guides the staff members 

about the requirements related to documentation which serve as evidence of quality teaching and learning 

activities. 

 

Policies for assuring quality of teaching include: 

 
• The faculty members will utilize the appropriate methods for comprehensive evaluation of the 

elements of its educational effectiveness. 

• The results of evaluation must be discussed with academic leadership and beneficiaries in order to put 

enhancement and improvement action plans. 

• Plans must be timed, monitored and measured by using objective key performance indicators. 

• At the Course Level surveys in the form of questionnaires have to be distributed to students to 

evaluate students’ satisfaction of the curriculum, teaching staff, continuous assessment and feedback, 

and learning resources. 
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• Surveys in the form of questionnaires have to be distributed to the teaching staff to evaluate faculty’s 

satisfaction of the course 

• Standardized key performance indicators for each course must be determined and benchmarked with 

the values in the previous years. The trend of performance is indicated and interpreted based on 

evidences of ideal assessment practices. The indicators are completion rate, success rate and grade 

distribution. 

• The CLOs actual achievement should be tabulated, whereby the actual achievement of each CLO is 

calculated from the students’ scores in various assessment events. Then the actual achievement score 

is compared to the target values expected from students to determine whether the students met, 

exceeded or unmet the target. 

• The course instructors and course coordinator should prepare the course report at the end of the 

semester then send the report to the Quality Unit. The unit reviews the report, updates statistical 

charts and database, and saves it in the course file. 
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Policies and procedures for faculty grievance  
 

The grievance procedure policy outlines processes and guidelines for filing a formal complaint regarding a 

workplace, job, and/or coworker dispute or issue. The faculty and department considers to provide a fair, 

internal process for resolving employment related disputes that arise between faculty or academic staff 

members and/or administrators or any issues they may be facing. The formal procedures described in this 

policy are intended to be used only when matters cannot be resolved informally. 

 

Definitions 

• Grievance: A written complaint filed by a faculty or academic staff member against a faculty member 

and or an administrator of the College / University alleging a violation of University / College policy 

or established practice e.g. improper, arbitrary, or discriminatory application of university rules, 

regulations, standards, practices, and/or procedures relating to the conditions of employment or to 

other circumstances giving proper grounds for complaint. 

• Faculty member: A person with a paid University appointment at the rank of professor, associate 

professor, assistant professor, lecturer or instructor. 

• Administrator: A person appointed as the head of an administrative unit, director, department chair 

or dean. 

• Violation: A breach, misinterpretation, or misapplication of existing policy or established practice. 

 

Policy 

• The Faculty Grievance Policy is designed to provide due process for faculty members. This policy will 

apply anytime a grievance is filed by a faculty member against a faculty member or an academic 

administrator / administrator where no other policy is appropriately applied. Grievances may include 

work assignments, work schedules, working conditions, annual evaluations, or the interpretation or 

application of a rule, regulation, or policy. 

• The Faculty Grievance Committee will not, however, review any grievances relating to 

o Promotion or denial of promotion in an academic rank or reappointment 

o suspension without pay, demotion or termination of employment due to disciplinary action 
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• University committees and processes concerning promotion, reappointment and tenure should be 

used for grievances relating to these types of matters. 

• A grievance may also be filed against a faculty member who violates University / College policies, 

College By-laws or other policies as appropriate. 

• The procedures listed herein are intended to be used only when matters cannot be resolved 

informally. A faculty or academic staff member who feels aggrieved should first seek an informal 

resolution at his/her department level before filing a formal grievance to the college Dean under this 

policy. The procedures contained in this policy are not intended to challenge the desirability of Jazan 

University policies. 

• If a member of the committee is involved with the grievance or may have a conflict of interest with 

hearing the case, the member is expected to excuse him / herself from committee for the duration 

of the case. 

Faculty grievance committee 

The grievance committee can be an ad hoc committee established by the faculty dean after receiving a request 

or a written complaint. The committee could consist of five persons with appropriate expertise and without 

bias or direct interest in the outcome and will exhibit adherence to hearing procedures assuring a full and 

impartial hearing strictly on the merits of the cases. 

 

The Dean shall designate one member of the committee to act as chair. 

 

Procedure 

• To initiate a formal grievance, the employee shall present the grievance in writing to his or her 

supervisor within a week from the date of the action that is the subject of the grievance. 

• The employee's statement of complaint must include the employee's recommendation(s) for 

resolution of the grievance. Relevant documents or any other information pertinent to the matter 

should also be provided. Once the grievance has been committed to writing, it cannot be changed. 

• Immediate supervisors and department heads must respond to the employee in writing within seven 

calendar days of receipt of the grievance. 

• If an employee’s immediate supervisor is the subject of the grievance, the employee may file the 

grievance in writing directly with the Chair of the Committee. 
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• Once received by the committee, the process is as follows: 

o Hearings shall be scheduled as expeditiously as possible with due regard for the schedule of 

both parties. 

o On the rare occasion when a party fails to respond to repeated attempts (not more than one 

week) to schedule a hearing or unreasonably delays the scheduling of a hearing, the Grievance 

Committee will schedule the hearing for the first date available to the panel members and the 

other party 

o The Grievance Committee shall provide written notice of the time and place of the hearing, 

the names of counsel, the names of any witnesses, and copies of any documents submitted 

by the parties and deemed relevant by the Grievance Committee, to each party at least seven 

days before the hearing. 

o The hearing shall be conducted in good faith and must be completed within 14 calendar days 

unless the Grievance Committee determines that an extension of time is necessary. 

o All hearings shall be recorded. A party may request and obtain a copy of the recording from 

the Grievance Committee. 

o Hearings shall be closed unless the parties agree otherwise. 

o The privacy of confidential records used in the hearing shall be respected. 

o The Grievance Committee shall report their findings and recommendations in writing within 

14 days of the completion of the hearing to the Grievance Committee, who shall forward them 

to the grievant, the respondent, their counsel, and the appropriate supervisor 

o If the grievance is not satisfactorily resolved by the Committee or if the employee does not 

receive a response in accordance with the timelines outlined in this policy, the employee may 

submit a written response stating why the decision is unacceptable to the Department head, 

Concerned Vice Dean and Dean 
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Policies and Procedures for Academic Staff Recruitment  

Department Chair 

Appointment Criteria: 

The department chair or the Head of Department will be appointed by University President, based on 

recommendation by the Dean of the faculty and the faculty board. The notice of the appointment is communicated 

through the internal communication system of the university. 

Job Description: 

• The Department Head shall be the chairman and chief executive officer, and hence will be a member of 

the faculty board / council. 

• Leads the students, faculty, and staff in achieving the missions and goals of the Department and 

University. 

• Directs the faculty in planning, implementing, and evaluating the undergraduate and graduate programs 

and their curricula. 

• Manages human and financial resources with input from faculty, staff, and students. 

• Guides the faculty in achieving excellence in teaching, scholarship, and service, including 

approval/accreditation by the appropriate bodies. 

• Represents the Department at a national and international level, at seminars, conferences and other 

relevant events. 

• Seeks funding opportunities from private and public sectors to enhance existing programs. 

• Serves as student advocate. 

• Conducts Departmental meetings. 

• Serves as ex-officio member of all standing committees of the Department. 

• Prepares reports as designated by the College, the University, and approval/accreditation bodies. 

• Facilitates the development and coordination of programs, policies, and procedures of the Department, 

the College, and the University. 

Professor, Assistant Professor and Associate Professor: 

Academic Credentials: PhD degree in the job specialty 

Requirements 
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• Practical experience: Minimum practical experience of not less than 5 years in the field of  his job 

specialty. 

• Training: Advanced training courses in the job specialty or support fields. 

• Excellent knowledge of and familiarity with the modern teaching methods and channels of 

communication. 

• Ability to manage and administer the lectures for maximization of benefit. 

• Ability to galvanize the objectives of the academic division into tangible reality. 

• Ability to direct and orient the students in a way that enables them to attain self-development. 

• Good knowledge of the regulations and laws related to the nature of his job. 

• Knowledge of and familiarity with the computer systems which run the academic processes. 

Duties &Responsibilities: 

▪ Assume responsibility before the head of the competent academic division for the progress of the teaching 

and educational process in the sections where he teaches. 

▪ Take up a teaching load within the designated quota or additional teaching load over and above the 

prescribed share in case of need. 

▪ Seek to transfer to his students the most recent and sophisticated advances of knowledge in the field of 

his specialty, recommend to the division board amendment of the components of the curricula and 

propose the more developed curricula that are likely to attain total specific quality sought. 

▪ Prepare the examinations on the topics he/she teaches. 

▪ Participate with his division members in the development of the study plans and promotion of the division’s 

programs. 

▪ Supervise the practical and field aspects of the specific quality of the material he/she teaches. 

▪ Organize the research, studies and workshops and participate in the group research in the field of 

specialty. 

▪ Supervise the research and theses of the postgraduate students within the limits of applicable legislations 

and regulations. 

▪ Guide, orient and direct the university students and the postgraduate students. 

▪ Get and keep in touch with all new developments in the field of their specialty, follow up on fresh 

publications, periodicals, clubs and research in the field of their specialty. 

▪ Participate in the sessions and committees of the division boards, the activities of the division, college, 

and university and community service. 
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▪ Provide proper adequate support for the operations and activities undertaken by the university and the 

committees formed for this purpose. 

▪ Track, follow up on and pursue fresh developments in his specialty, contribute to their development, 

submit related reports to the competent entities and present to the division board as may be required. 

Lecturer 

 
Academic Credentials: Master’s degree in the field of specialty in accordance with the applicable legislations and 

regulations. 

Requirements: 

• Practical experience of not less than 3 years in the field of their job specialty. 

• Advanced training courses in the job specialty field or support fields. 

• Excellent knowledge of and familiarity with the modern teaching methods and channels of 

communication. 

• Ability to manage and administer the lectures for maximization of benefit. 

• Ability to galvanize the objectives of the academic division into tangible reality. 

• Good ability to direct and orient the students in a way that enables them to attain self-development. 

• Good knowledge of the regulations and laws related to the nature of their job. 

• Knowledge of and familiarity with the computer systems which run the academic processes. 

Duties & Responsibilities: 

• Assume responsibility before the competent head of the academic division or support academic division 

for the progress of the educational and teaching process in the sections where they work. 

• Give lessons within the prescribed load of the teaching quota additional teaching load over and above the 

prescribed quota in case of need. 

• Seek to transfer to their students the most recent and sophisticated advances of knowledge in the field of 

their specialty and guide them in a way that boost their skills and capabilities. 

• Prepare the examinations on the topics they teach. 

• Participate in the research, studies and workshops and participate in group research in the field of their 

specialty. 

• Participate in the research and studies related to the university guidance and orientation. 

• Stay updated with the new developments in the field of their specialty, follow up on fresh publications, 

periodicals, clubs and research in the field of their specialty. 
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• Take part in the activities of the division, college, and university and community service. 

• Perform the curricula and other functions assigned by the division head and commit to attend and teach 

as per the schedules set for these curricula. 

 
 

Teaching Assistant 

Academic Credentials: Bachelor’s degree in the specialty of their job in accordance with the applicable 

legislations and regulations. 

Requirements: 

• Practical experience in the specialty of their job in accordance with the applicable legislations and 

regulations. 

• Advanced training courses in the specialty of their job or support fields 

• Good knowledge of the specialty teaching methods related to the practical aspect. 

• Ability to follow up on the lectures to maximize the benefit there from. 

• Good ability to direct and orient the students in a way that enables them to attain self-development. 

• Good knowledge of the regulations and laws related to the nature of their job. 

• Knowledge of and familiarity with the computer systems which run the academic processes. 

Duties & Responsibilities: 

• Assume responsibility before the competent head of the support academic division and faculty member 

for the duties assigned to him in the sections where he teaches. 

• Assist the faculty member in the practical aspects and teaching aspects as part of the designated work 

quota. 

• Attend all meetings as directed by the faculty member. 

• Attend the lectures and share opinion and consultation with the students, offering only assistance but 

without any intervention in the grading or examination processes. 

• Document all working hours in accordance with the number of the maximum working hours a week and 

the teaching load quota. 

• Sufficient preparation for any task assigned to him by the head of the competent division 

• Follow up on with the students any academic gathering or knowledge enrichment as may be directed by 

the faculty member. 

• Assist in setting grade for the student and the exam correction process. 
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• Assess the students’ performance and promote their skills in acquisition of grades. 

• Provide the students’ grades at the right time and in a professional manner, ensuring that the grades are 

documented electronically as well as in hard copies. 

• Follow up on the student’s conditions where their study progress is concerned. 
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Faculty of Public Health and Tropical Medicine (FPHTM) acknowledges that professional development is integral to 

personal job satisfaction, workplace productivity, reward, and recognition, and is critical to the achievement of the 

FPHTM’s mission and continuous improvement in the quality of its programs and services. 

 

Principles 

FPHTM is committed to providing a supportive and rewarding environment for employees and recognizes that the 

quality, responsiveness, and professionalism of its workforce are linked to the further development of their skills and 

competencies. 

Subject to available resources, FPHTM is committed to providing employees with; 

• The opportunity to plan and develop skills, knowledge and attributes that complement faculty and work unit goals 

• The opportunity to participate in career development activities that extend and enhance their capabilities and 

capacity for advancement within the FPHTM. 

• Equity of access to professional development opportunities. 

Purpose 

• To declare Jazan University guidelines with regards to FPHTM Faculty Development and ensure uniform 

interpretation and application of this policy by encouraging and supporting employees in their professional and 

career development as part of their employment with the university; and providing administrative guidelines to 

facilitate fairness and equity in the application of these general principles. 

Statement 

The FPHTM’s professional development program for faculty is designed to enhance the teaching effectiveness and 

scholarly growth of faculty. Faculty will be expected and when necessary required, making full use of the resources 

available to them through the FPHTM Professional Development. Among the programs in which faculty should 

participate are: 

• Workshops and seminars 

• Online modules 

• Consultations (individual) 

Policy and Procedure for Staffs’ Continuous Professional Development 
Activities 
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• Consultations (department or other groups) 

• Colloquia 

• Review and guided revision of teaching materials 

• Certificate programs to attest to faculty and staff mastery of specific competencies (especially in assessment) 

Policy - Position specific professional development 

Where the FPHTM Dean decides that it is necessary for a staff member to acquire a particular skill, to learn specific 

material, or to acquire specific qualifications in order for them to carry out the duties attached to their existing position, 

the FPHTM shall be fully responsible for all costs incurred in acquiring that skill, that learning, or that qualification, and 

the staff member shall, where necessary, be given permission to attend any such course within working hours. 

As such requirements would normally have been taken into account in the drafting of a position description and set out 

in the criteria for selection; it would thus seldom be the case that continuing employees would be required to acquire 

new qualifications. 

Policy - Non position specific professional development 

 
In its performance review procedures, the FPHTM shall in every case encourage the person concerned to explore their 

professional development options. 

 

The Faculty shall endeavor to facilitate such education or training through 

• Permitting (at the discretion of the Dean, and taking into account the efficiency of the workplace) any 

rearrangement of working hours that would assist the prospective student 

• Permitting (at the discretion of the Dean, and taking into account the efficiency of the workplace) any use by 

the person of the FPHTM’s equipment or services that would assist the prospective student 

• Permitting (at the discretion of the Dean, and taking into account the efficiency of the workplace) any annual 

leave or unpaid leave arrangements that would assist the prospective staff. 

• Granting up to two days study leave as necessary to attend examinations. 

• Educational or training requirements involving reimbursement of fees or provision of paid study leave may 

also be negotiated as part of the contract of employment between the employee and the FPHTM. 
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Procedures 

Professional development 

Professional development programs shall include orientation, induction and on-the-job training, career development 

and transition programs, internal or external courses, support for undertaking research or project work, support for 

participation in internal or external governance processes, attendance at conferences or seminars, and networking, 

coaching and mentoring programs. 

Proposals for professional development 

 
• The CPD unit of the faculty and the department will conduct professional development activities and 

the faculty members are expected to attend the same. 

• A Training needs analysis should be conducted periodically by the Department Head for determining 

the needs of program. 

• Employees shall be encouraged as part of the performance review process, to take an active role in 

their own ongoing professional and career development and to apply their learning to its most effective 

use. 

• Any proposal by an employee for any change in their existing conditions of employment (hours of work, 

taking of leave, use of equipment, etc.) to facilitate their professional development shall be considered by 

the Dean subject to: 

o The policy of the FPHTM to encourage such development where possible 

o The overall training needs and priorities of the FPHTM 

o Satisfactory assurances from that person’s supervisor that the business of the FPHTM can be 

carried on satisfactorily in those circumstances 

o Equity in the provision of such facilitation between employees. 



Kingdom of Saudi Arabia 

Ministry of Education 

Jazan University 

College of Public Health and 

Tropical Medicine 

Department of Health Education 

and Promotion 

 ةيدلسعوا ةبيرعلا ةكلمملا

 التعليم وزارة

 جازان جامعة

قسم  الحارة المناطق وطب العامة الصحة كلية

 الصحي والتعزيز التثقيف

 

 

Research and Development 
Policy and Procedure for Research 

• RESEARCH POLICY STATEMENT: 

o Research is primarily considered the leading priority of College of Public Health and 

Tropical Medicine at Jazan University. Research Unit (RU) of the College of Faculty 

of Public health and Tropical Medicine, Jazan University strives to enhance the 

scientific quality of research proposals, heighten the scholarship, and promote the 

ethical practice particularly in the discipline of Health Education and Promtion. The 

major role of the RU is to ensure that research proposals prepared by students, 

residents and interns affiliated with the department reflect rigorous adherence to high 

scientific and ethical standards. Prior to submission to funding agencies or initiation 

of internally supported research, the Unit reviews and evaluates the scientific and 

technical merits of all research proposals planned by undergraduate students, interns 

and faculty of the college and collaborating faculty who have a major role in the 

study. In addition, the Unit serves as a preliminary screen for issues concerning 

potential risks and benefits to human subjects and the welfare of animal subjects. 

Reviews and research consultations are provided by the Research Unit to the research 

or the group of researchers. 

• RESPONSIBILITY: 

1. Vice Dean for Post Graduate Studies and Scientific Research 

2. Faculty members 

3. Staff 

4. Interns 

5. Students 

• POLICIES & PROCEDURES 

1. Undergraduate’s research: Undergraduate students are required to conduct research as a 

part of their curriculum to enhance their research skills. 

1.1. A student or a group of students shall select a topic of research. 

1.2. The research topic requires a written pre-approval by the Research Unit (RU). 
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1.3. An undergraduate research proposal form must be completed by the student, 

reviewed by his research mentor, and submitted to the RU's office for further 

approval. 

1.4. The RU will review the proposal for approval. 

1.5. Once the research project is approved, a written research approval letter will be 

sent to both the undergraduate student and his mentor. 

1.6. The researcher must allow 2-4 weeks before receiving an answer. 

2. Faculty’s Research: 

Faculty members are highly encouraged to expand knowledge by conducting a scientific 

research. The RU should have complete and detailed database for any research activity done 

in the College of Dentistry or under its name (Publications, Projects, and Grants). 

2.1. At the end of each academic year all staff members should submit list of their 

publications in the last year to the registrar office of the RU. 

2.2. An abstract of any research project that will be done in the College of Dentistry 

or under its name should be submitted to the registrar office of the RU. 

2.3. Principle investigators should inform the RU about their accepted grants, budget, 

and progression of their research. 

 
3. Approval of Ethical Committee 

It is required in case of Research includes human research mainly comprising pregnant 

women, human neonates, prisoners, children, adults who lack capacity in research, animal 

experiments research, which includes any type of radiation that includes hazardous materials. 

3.1. Completed proposal with clear methodology should be submitted to the Registrar 

of the Research Unit. 

3.2. Research project will be scheduled to the first coming meeting of the Research 

Unit. 

3.3. If the research project requires ethical approval it will be forwarded to the Ethical 

Committee of Dammam University through the representative of the College. If the 
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RU decided that the project does not need an ethical approval, the PI will be given a 

letter indicating there is no need for ethical approval. 

3.4. Decision of the Ethical Committee, Jazan University will be received by the 

Research Unit and forwarded to the principle investigator. 

 
RESEARCH GUIDELINES: 

A. LAYOUT OF RESEARCH SYNOPSIS/ PROTOCOL: 

A.1. The protocol should not exceed 1000 words or 4 pages of A4 size paper excluding 

proforma / questionnaire. 

A.2. The protocol should be submitted under a covering letter. The protocol should contain 

objective(s) of the study and should be based on the data collected by the candidate. 

A.3. Research work must be initiated after receiving approval from the RU. 

A.4. A similar research should not have been conducted during the last five years at the same 

institute/ organization where the researcher to conduct his/her research work. 

A.5. The topic must be chosen very carefully. It must be of contemporary interest or 

innovative in nature. 

A.6. Contents of the synopsis/ protocol of research include: 

a) Title: Appropriate title that must reflect the rationale of study. 

b) Introduction/ background: containing comprehensive review and rationale of the topic to 

be selected for research and should not exceed 250 words. 

c) Objectives: Specific or multiple objectives should be written following SMART criteria. 

d) Operational definition or major outcome measures. 

e) Design: Clearly mention the research design specific to the observational or experimental 

study. 

f) Duration of study: Minimum duration of the research should be 3 months after the approval 

of research protocol 

g) Setting: Place of the study to be carried out e.g. emergency or treatment clinic/ unit and 

name of department of the college etc. 
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h) Sample size: Sample size in terms of exact number of subjects/ cases based on the 

scientific reason should be mentioned. 

i) Sampling technique: Technique of the sample collection specific to the random or non- 

random sampling technique should be written. 

j) Sample selection criteria: Inclusion and exclusion criteria for the study sample for 

controlling bias and confounding factors should be explained. 

k) Data collection procedure: It must contain the steps of data collection include source of 

data, ethical consideration, use of innovative technique, main outcomes in terms of variables 

and contents of data collection tool/ proforma. 

l) Data analysis: The plan for statistical analysis includes use of statistical software, 

appropriate statistical methods and inferential test statistics should be written. 

m) References: Citation (Recent & not less than 5 in numbers) of the source of material 

includes books, journals, reports, websites etc. in the form of list preferable by following 

Vancouver style of citation. 

n) Annexure like data collection form/ preformat, questionnaire, standard operating criteria 

etc. 

 
B. LAYOUT OF RESEARCH REPORT/ MANUSCRIPT: 

The major steps in research report/ manuscript writing are planning, preparation to organize 

the research material, time and resources, following the research protocol, supervision of 

research mentor/ supervisor, developing work plan for data collection, analysis and report 

writing as there is no rule which says you must first do all your research, and then spend three 

weeks for writing it up. Ensure that manuscript is written in accordance with the format of the 

report/ manuscript writing and finally present. 

B.1. The report/ manuscript may be in the form of computerized composed printed document 

on A4 size paper landscape page payout. 

B.2. Page margins for whole document should be 1.20˝ (3 cm) from each side i.e. left, right, 

top and bottom. 

B.3. Font size for text should be 12 and for heading, font size should be14bold. 
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B.4. Manuscript should consist of 2 parts. Part-1 should cover the prefatory elements title 

page, list of authors with qualifications and contact details, contribution of the authors, 

acknowledgement, list of contents, list of tables and list of figures etc. Part-2 should cover the 

report write up and annexure. 

B.5. Page numbers of part-I and part-II should be given respectively in the Roman numbers 

and Arabic numbers. 

B.6. Separate page for each table/ figure and should be properly captioned and key features 

(if any) should also be given along with the table/ figure. 

B.7. There should be limited number of tables and figures. The contents/data presented in 

table/ figure should not be repeated in text. 

B.8. Contents of part-II/ study part are following: 

a) Abstract/ Executive summary which must contain brief but comprehensive description of 

the research report into 250 words; it may be structured or unstructured format. 

b) Introduction/ background of the topic under study containing the rationale of scientific 

research (approximately 10% of total words), should focus the scientific research question, 

hypothesis, importance of the topic, intension to derive new concept, novelty of the research 

topic and formulation of aim and objectives. 

c) Review of literature: Comprehensive review of what is already known and of the main 

themes or issues covering the past research and studies from relevant journals, books, 

newspapers, etc. with citation of the authorships (approximately20% of total words). 

d) Methodology: Comprehensive description and evaluation of the methods, techniques and 

procedures used in the investigation and statistical procedures used for data analysis in 

accordance with the research protocol. 

e) Results: A systematic presentation and interpretation of collected data by using appropriate 

statistical methods and inferential tests. Results may be summarized in terms of tables and 

graphs. 

f) Discussion: Review and comparison of research findings with that of other research reports 

with the references of the authorships. Debate on the similar or variant findings include the 
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appropriate reasoning, strengths, limitations, recommendations and conclusive concepts of 

the presented research (approximately 20% of total words). 

g) Conclusion: Sum up the main points of the argument, new findings and concepts of the 

presented research and suggestions for the future researches. 

h) References: Citations (Recent & not less than 20 in numbers) of the source of material 

includes books, journals, reports, websites etc. in the form of list preferable by following 

Vancouver style of citation. 

i) Annexure like data collection preform, questionnaire and standard criteria etc. 

j) Copy of approved research protocol. 
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Section 3: Labs  
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Policies and Procedures for Computer Labs 
 

 

These policies are designed to keep the computer labs running efficiently and ensure they 

provide a safe environment in which to work. 

• Please be courteous with mobile phones. Turn off the ringer or set your phone to 

vibrate while working in the lab. 

• Computer lab Users are responsible for saving their documents on email or their own 

flash drives, any information saved or installed on the systems hard drive will be deleted 

before starting practical examinations. 

• No one is allowed to alter or delete configuration settings of any computer laboratory 

equipment. Tampering, deleting or modifying BIOS settings, IP Configuration, system 

parameters, or system files stored in the hard disk are strictly prohibited. 

• Accessing prohibited content, Gambling, Hate/Discrimination, torrent and other 

unsafe sites is strictly prohibited. 

• Anyone who is causing disturbance, trouble and exhibiting hostile or threatening 

behavior will be requested to leave the computer laboratory. 

• Theft, vandalism, or abuse in any form is a grave offense and shall be dealt with 

accordingly. 

The following disciplinary actions may be taken against violators: 

• Temporary suspension of computing privileges and violation documented in student's 

record. 

• Academic suspension which includes the termination of enrollment for a specified 

period of time as per the code of Faculty of Public Health and Tropical Medicine. 

 

 

Guidelines for computer lab Use (Student) 

• You must present your Jazan University ID each time if you enter a computer lab. If 

you do not have your ID, or you do not present it, when entering the computer lab or when 
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prompted by computer lab staff, you may be asked to leave the computer lab, even if you are 

using a computer. 

• No smoking, drinking or eating is allowed in any computer lab. All open and 

unopened food, beverages and tobacco products are prohibited from entering the computer 

lab. 

• It is also polite to leave the area to speak on the phone so as to not disturb the people 

around you. Staff members may ask you to leave the area if you are too loud or are disturbing 

others. 

• You must be considerate of other users. Privacy and concentration are important in 

computer labs. If you need to talk to somebody, please do so in a way that does not disturb 

other users. 

• The computer labs are an academic resource. As such, please respect the needs of 

others by not monopolizing the computers for non-academic use. 

• Lab staff is not responsible for any belongings left in the computer labs. Please make 

sure you take your belongings with you when you leave. 

• The computers in the labs have been set up in such a way as to be used by multiple 

people having differing needs. Do not change or interfere with the configuration of the 

computers. 

• Attempting to damage or destroy information on the computers will not be tolerated. 

• You are expected to leave your computer workstation in the same condition as you 

found it. This includes putting chairs back in place and logging out when you leave. 

• The computer labs are an academic resource. Games, chat software, etc. are not 

permitted. 

Guidelines for faculty members 

The department is dedicated to providing efficient, reliable computer lab services to the staff 

members at Faculty of Public Health and Tropical Medicine. The following guidelines are 

designed to comply with local regulations. Guidelines and protocol under the authority of 

faculty are related to computing, multimedia, web and internet use and related resources 

during Lab Session: 
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• To request the lab access for practical session, please complete and submit the 

Computing lab request form. 

• After getting approval for access you will be solely responsible for computing 

recourses and if any problem generated during your lab sessions. 

• You have to take care of what’s going on inside the lab during your lab session. 

• Turn off projector, all light switches, and staff PC before leaving the lab. 

• Before leaving, you have to check that at least two AC’s are switched on. 

• Offensive, rude, obscene or harassing material is strictly forbidden in computer lab. 

• The aforementioned resources are not to be used for political or commercial purposes. 

• Inappropriately broadcasting messages to groups or individuals is not allowed. 

• Any communication which violates applicable laws and regulations is not allowed on 

the university's network or internet connections. 

• In order to maintain reliability, no other staff member can organize and troubleshoot 

wireless routers, switches, bridges, and/or DHCP (Dynamic Host Configuration Protocol) 

services in computer labs without prior review and approval of concern authority. 

• Unauthorized access to computer labs equipment/cabling is prohibited. 

• No food or drink, opened or unopened, is permitted in the labs at any time and don’t 

allow same to the students also. 

• For assistance with the computer labs, or if you see any issues or a hardware 

malfunction in a computer lab, please contact to the Lab in charge. 

• If any faculty staff is keeping Computer lab keys except lab in charge, he will also 

relatively responsible for any incident or accident in computer labs. 

• To request the installation of specific software in a computer lab, please complete and 

submit the Computing Lab Software Request form. 

Lab Software- Request Form 

Please complete the form below (Faculty and TA's only) if you ONLY requesting software be 

installed for a computer lab. You would like to specific software to be available in a 

computer lab for your class; and/or Your students will need to use computer labs to do 

homework. 
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Course Information 

1. Course Code: 

2. Course Name: 

3. Session /semester: 

4. Total Number of Student in Course: 

 
 

Instructor Information 

1. Faculty Staff Name: 

2. Department Name: 

3. University ID: 

4. Contact Number /Dept. Scheduler: 

 
 

Please list (in detail) any software you would like to install in a computer lab: 

1 

 
Does the instructor plan to provide software? 

Yes No 

If "Yes", please list details. 

1 

2 

 
 

How many hours per week will each student need to use the computer lab (e.g., for 

homework, etc.), for your course? 

 
Requestor's information: 

Name: 

Department: 
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Job ID number: 

Computer Lab Reservation Request Form 

Please complete the form below (Faculty, TA's, and Department staff only) if you need to 

schedule a computer lab to teach a class or section. 

Course Information 

1. Course Code: 

2. Course Name: 

3. Session /semester: 

4. Total Number of Student in Course: 

 
 

Instructor Information 

1. Faculty Staff Name: 

2. Department Name: 

3. University ID: 

4. Contact Number /Dept. Scheduler: 

 
 

1. Please indicate the type of class you are scheduling (e.g., lecture, section, office hours, 

etc.): 

 
2. How many workstations (PC) will you need for each section? 

 
 

3. Will you allow walk-in students (not enrolled in your course) to use available computers 

while you teach? 

Yes 

No 

4. Please select any special equipment needed: 

Projector 

Whiteboard 

Scanner 
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Video editing equipment 

None of the above 

5. How many hours per week will each student need to use the computer lab, outside of the 

scheduled section (e.g., for homework, etc.), for your course? 

Requestor's information: 

Name: 

Department: 

Job ID number: 

Computer Lab Software List 

Department provides a wide variety of software in Computer Labs used by Students and 

faculty staff. 

Computer Lab standard software 

1. Windows 7 

2. Adobe Flash, Shockwave 

3. Chrome 

4. Firefox 

5. Google Earth 

6. iTunes, QuickTime 

7. Java 

8. Notepad 

9. PDF Creator 

10. Python, R 

11. MS Office 2013 

12. SPSS 19 

13. Blackboard 

14. MS VISIO 

15. Turbo C++ 

16. ORACLE 11g 

17. Dia, Edrow 
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18. ICD 10 

19. Visual Basic 6.0 

20. WEKA 7.3.4 
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Policies and Procedures for Laboratories 
Introduction 

It is the laboratories policy to provide all employees with a safe work environment, which 

provides as much protection as possible from exposure to human blood, body fluids, 

chemical, electrical and biohazards and fire safety. It is our goal to ensure that all staff 

members as well as students are properly trained to address every situation safely. These 

policies are designed for the protection of all employees and students and will be enforced at 

all times. 

Within the Laboratory, safety is practiced in three containment levels. The purpose of safety 

containment is to reduce exposure of laboratory workers, other persons and the outside 

environment to potentially hazardous agents. These include laboratory practices and 

techniques, safety equipment, and facility design. 

The three levels used are: 

1. Level I General Safety Precautions 

This level of safety is basic for all laboratories in the Department. General Safety is addressed 

in this SOP. 

2. Level II Standard Precautions 

This level of safety is added to the General Safety Precautions when the task being performed 

exposes the worker to the risks of blood and body fluids. 

2. Level III Bio safety Level 3 - Laboratory management personnel will ensure that only 

authorized persons who have been advised of the potential biohazard and who comply with 

all entry and exit procedures enter laboratory areas. 

The goal of the Public Health and Tropical Medicine College’s Laboratories is to minimize 

the risk of injury or illness to employees and students by ensuring that they have the training, 

information, support and equipment needed to work safely in College laboratories. It is the 

responsibility of Department Deans, Department Chairs, Principal Investigators, and 

laboratory personnel to identify and address outstanding laboratory safety issues. 

 
Vision 
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Laboratories will be a center of excellence and innovation for health care, education students 

and staff safety also research. 

Mission 

Each student will receive a quality education, training, information and cultural opportunity 

.Labs will provide a health care environment where students can learn and apply cognitive, 

psychomotor, and affective skills and instructors can facilitate learning and objectively 

measure student performance and competency. 

Purpose of Policy & Procedures 

Policies and procedures are intended to guarantee that the Laboratories are maintained as an 

efficient learning area for students’ training and assessment in departmental courses and in 

multidisciplinary programs. Maintenance and protocols of the lab must be followed by all of 

its users. Therefore, the following policies are intended to ensure an optimal experience for 

everyone using the Lab. These promote safe, knowledgeable and effective by demonstrating 

and reinforcing the highest level of performance and readiness. Strategies are practice and 

return demonstration POLICY & PROCEDURES OF Labs consistent use and reinforcement 

of medical terminology; application of the different process in skill performance and 

individualized and supported instruction. 

Responsibilities of Lab Personnel 

A. Laboratory Coordinator 

1. Manages and administers Laboratory by; 

a. Orienting and training lab assistant 

b. Advising and consulting with the Chairperson and Lab Committee 

c. Establishing and updating laboratory policies and procedures 

d. Establishing and monitoring procedures use of lab equipment and movement of equipment 

from one lab area to another. 

2. Maintains the inventory system by; 

a. Ensuring the completion of an annual inventory of the lab 

b. Preparing and ordering supplies as needed. 

c. Ensuring the safe storage of hazardous materials, including medications, needles, etc.. 
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d. Overseeing the collection and disposal of waste materials according to regulations 

e. Determining the inventory needs labs 

f. Ordering lab supplies for all nursing programs. 

3. Participates in and contributes to the upkeep of laboratory by; 

a. Providing advice & orientation to instructors regarding laboratory procedures, location and 

use of materials, and the operation of equipment. 

b. Recommending general cleaning in the laboratories 

c. Recommending maintenance or repairs of equipment in the laboratories. 

d. Initiating and coordinating approved laboratory renovations and repairs. 

4. Participates in and contributes to a safe environment in the laboratories by; 

a. Keeping current with safety regulations 

b. Establishing, updating and maintaining safety policy within the Labs. 

c. Checking and maintaining safety equipment. 

d. Providing training and enforcement of safety procedures to individuals, including faculty, 

students and staff, using the laboratories. 

5. Participates in and contributes to the learning needs of students in programs by; 

a. Supervises and tutors students during lab sessions. 

b. Tutors students who require assistance with learning. 

B. Lab Manager: 

1. Supervises the daily work of the labs. 

2. Assists with the development, implementation and updating of policies and 

procedures to ensure efficient and safe operation of the labs. 

3. Orientation to faculty regarding laboratory procedures, location and use of materials 

and the operation of equipment. 

4. Coordinates student and faculty usage of the labs. 

5. Provides feedback to faculty with recommendations on planned learning activities. 

6. Supports students who require additional assistance with learning lab practice. 

7. Stages equipment and supplies based on course objectives and outcomes. 
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8. Coordinates the acquisition, upgrading and maintenance of equipment and supplies 

that support the learning activities in the laboratories. 

9. Participates in all faculty meetings and team meetings as needed. 

10. Prepares an annual report with strengths and weaknesses of the work of the lab with 

recommendations to the Chairperson and faculty. 

C. Students: 

1. Review the lesson to be practiced and/or demonstrated as well as having read the 

assigned articles or chapters by their instructor prior to lab attendance. 

2. Gather and return the equipment used for practice. 

3. Maintain cleanliness of the area 

4. Dispose of sharps appropriately 

5. Demonstrate respect and consideration for self and others. 

6. Display professional conduct 

7. Allow others the opportunity to practice 

8. Alert the instructor of allergies including latex 

9. Report damage or malfunction of tools or equipment to lab faculty immediately. 

10. Inform the instructor of any particular learning needs 

General: 

1. No students are to be in the lab without the Lab instructors. 

2. Doors must be locked when lab is not in use. 

 
 

Equipment: 

1. No equipment or supplies can be taken out of the Lab without permission. 

2. The faculty, demonstrator or instructor must log before and after borrowing equipment to 

another lab. 

3. Failure to record after means that the equipment was not properly returned to its 

proper place. 

4. The record book is in the care of the person in charge of the Laboratory. 
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5. It is not allowed to transfer anything (e.g. equipment, furniture, supplies) from one 

laboratory to another without asking permission from the person in charge of the laboratory. 

6. After permission has been required, the Faculty, Demonstrator, or Instructor must log 

first and sign after returning the equipment to its POLICY & proper place. 

7. Failure to sign after means that the equipment was not returned to its proper place. In 

case equipment or tool will be used outside the College, permission should be sought from 

the person in charge of the Laboratory who in turn will inform the College Coordinator for 

final approval. 

8. Students are not allowed to manipulate any equipment without Faculty, or Instructors 

supervision. 

9. Never plug any equipment when in doubt of its electrical voltage. 

10. Any equipment or furniture used should be returned clean, in proper form and in 

proper place ready for the next user. 

11. Should there be any loss, breakage, or malfunctioning of any equipment or furniture 

during the laboratory hours, the faculty, demonstrator, or Instructor using the laboratory must 

submit a written incident report to the person in charge of the laboratory, who in turn will 

submit the same to the Course Coordinator In charge of the Laboratory. 

12. The laboratory should be kept clean and in proper order at all times. 

13. The Faculty member, Demonstrator, or Instructor using the lab must ensure that litters 

are properly disposed of, whiteboard is clean, & chairs are arranged as a courtesy to the next 

user. 

14. Strictly no eating or drinking inside the laboratories. 

15. The doors should be kept closed during break time. 

16. The faculty member, demonstrator, or Instructor who uses the laboratory must ensure 

that the above policies and guidelines are strictly followed during laboratory hours. 

17. The faculty member, demonstrator, or Instructor using the laboratory should be the 

last person to leave the laboratory to ensure that everything is in proper order. 

18. The laboratory door codes must not be revealed to any unauthorized persons. 

19. The inventory of laboratory equipment and supplies must be strictly enforced. 
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20. The inventory team is composed of the Coordinator in charge, the Demonstrator or 

Instructor designated by the Coordinator in charge and the laboratory manager. 

Lab Guidelines: 

1. There shall be no eating or drinking in the labs. 

2. Access to the doorway in the labs will be obvious at all times. 

3. Furniture will not be placed to obstruct the exits. 

4. All doors and cabinets shall remain closed when not in actual use. 

5. All students shall practice proper hand washing technique while utilizing lab. 

6. Gloves are worn by students and faculty during any contact with body fluids. 

7. Gloves are utilized for practice and demonstration. 

8. Gloves are utilized for personnel using harsh disinfectants to clean the lab. 

9. The labs are not to be used as a social area or a conference room. 

10. Students should report any misconduct occurring in the skills or computer laboratories 

and may be held responsible if not reported. 

11. Communication Telephones in the skill labs are not to be used by students. 

12. A telephone is located in each lab to contact security for safety in case of emergency. 

13. Cell phones and pagers must be turned off while attending Labs. 

 
 

Equipment Use Policies 

a. Laboratory Equipment: 

The Coordinator of Laboratory is responsible for: 

1. Maintaining inventory of all current equipment and supplies. 

2. Ordering consumable supplies frequently used by faculty and students. 

3. Maintaining and updating equipment. 

4. Maintaining an updated list of equipment sellers. 

5. Maintaining the equipment check-out log. 

 
 

b. Procedure for Purchase of Supplies, Equipment and Technology: 



Kingdom of Saudi Arabia 

Ministry of Education 

Jazan University 

College of Public Health and 

Tropical Medicine 

Department of Health Education 

and Promotion 

 ةيدلسعوا ةبيرعلا ةكلمملا

 التعليم وزارة

 جازان جامعة

قسم  الحارة المناطق وطب العامة الصحة كلية

 الصحي والتعزيز التثقيف

 

 

1. The Coordinator will assess available technology and lab equipment through: supply 

pamphlets and catalogues Faculty development programs Demonstrations from vendors 

Educational materials company representatives Consultation with experts 

2. The lab coordinator will update the list for equipment needed for the Skill Labs each 

semester and provide the list to administration. Items will be listed in order of priority and 

will include the following information: Item name, Vendor name and contact information 

Price Quantity Educational Purpose 

3. The coordinator will submit a purchase order for consumable supplies to the Dean at 

least 2 weeks in advance. 

4. Final prioritization and purchase decisions are made by administration. 

5. The College dean is responsible for activation of all equipment purchase orders. 

6. The coordinator is responsible for receiving, inspecting and logging equipment into 

the list of inventory. 

a) Procedure for fixing equipment purchased Lab 

1. The Coordinator will contact the vendor, verify original warranty and 

arrange for equipment to be fixed or replaced by the vendor. 

2. The Coordinator will seek administrative approval for any costs associated with repair 

of equipment not under warranty. 

3. The Coordinator will maintain records on all equipment requiring service or 

replacement. 

4. Procedure for extra of broken or outdated equipment 

5. The Coordinator will identify broken or outdated equipment purchased by College that is 

out of warranty and cannot be fixed and notify administration. 

 

 

 

 

 

Policies and Procedures for Meeting Medical Requirement 
General Terms and Conditions: 
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1- Jazan University guidelines and policies on harassment and discrimination, as posted on 

the Human Resources section of the Jazan University website, must be followed. 

2- All medical requirements will be conducted following the Jazan University Emergency 

Procedures document posted in each laboratory. 

3- The students using the all faculty labs Facilities for classes must have prior approval 

from their course coordinators, and be supervised by labs Technicians or an assigned 

designate for the entire duration of their work in the laboratory. 

4- The Faculty Laboratories Facilities are principally used for practical sessions and research 

work. Theoretical teaching sessions (without laboratory-related practical activities) are also 

acceptable. 

 
Policy Objectives: 

1- Instructors should submit via email a list of required equipment and/or consumables for all 

laboratory courses (2) week prior to the beginning of the course .medical exercise requires 

proper and satisfactory promotional of the students to work on faculty labs, therefore, the 

objective of this policy is to provide there quire number and type of patient according to the 

respective courses so that students can attain the required excellence in medical training. 

2- Faculty laboratories equipment's managed by the faculty Laboratories director and must be 

prepared and regulated by designated trained instructors, or by the Labs Technician sin order 

to ensure proper preparation and operation. Any malfunctions must be reported to the course 

Coordinators immediately. 

3- For effective and efficient practical activities, proper and acceptable materials are 

required, therefore, objective of this policy is to make aware of the process of requisition of 

material, to ensure that the required quantities and materials are provided in a timely manner 

without affecting the practical activities. 

Responsibility: 

1. Vice Dean for Clinical Affairs 

2. Faculty Laboratories Director 

3. Department Chairman 
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4. Course Coordinator 

5. Faculty Members 

6. Chief Technician 

 
 

Policy &Procedures: 

1. in the beginning of every semester and before the start of the practical sessions, the 

academic affairs unit requests the course coordinators to submit the medical requirements and 

the equipment's in the provided excel sheet form according to their course for laboratories 

requirement request submission form. 

2. The medical requirements should include the following: 

a. Clearly describe the case requirements. 

b. Any specifications and guidelines if any for their cases. 

3. Faculty staff using the Laboratories Facilities for under graduate teaching will highlight the 

location of all safety equipment during the first laboratory session of the semester. this will 

ensure that students have been informed as to where to access this equipment if needed. 

4. Faculty students must be skilled in the safe use of laboratory equipment training will be 

provided by the Course Coordinator in consultation with the faculty Laboratories director and 

will adhere to the Risk Management guidelines set by the risk management committee. 

5. Course Coordinator are responsible for providing safety guidelines fortheir specific 

laboratory activities. 

6. Each laboratory must have a first aid/safety kit in an accessible place. 

7. All equipment's posing health and safety hazards will be properly marked by the faculty 

Laboratories director. 

Procedures Protocols for Labs Social distancing within learning environments: 

*COVID-19 conditions may change and cause Jazan University to adapt and alter these 

procedures: 

1- Jazan university expects 6-foot social distancing in all instructional and learning spaces: 

- Assign individual spaces and tools/ instruments. Create self-contained spaces within the 

laboratory having all necessary equipment (including waste containers) to complete work. 
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2- Rooms with tables and chairs: 

- Mark the location for each student on the table with a sticker. In these types of 

environments, the chair would be placed at the location of these table stickers and used 

accordingly. 

3- Social distancing may be adjusted in the Faculty instructional and learning spaces where: 

- Seating is fixed to the floor 

- Seating varies in the width of and spacing between seats 

- Limitations due to instructional lab spaces 

- Course scheduling logistics necessitate flexibility 

4- Cleaning and Sanitizing guidelines for non-infected areas by Facilities Management will 

depend on the common practices used for the laboratory space. Contact Facilities to confirm 

current practices and/or to establish new service. once daily Facilities may include: 

- Disinfect all door handles/knobs including outside. 

- Disinfect light switches. 

- Disinfect common use counter tops. 

- Disinfect instructor and facilitator stations. 

- Disinfect tables, desks, and high-touch areas.
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