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The Deanship of faculty affairs
Vision:
Leadership in providing outstanding services to faculty members.
Mission:
Develop services for faculty members within the capability of the deanship to achieve the best
results.
Goals:
1. Developing and improving the services provided to faculty members
2. Providing an ideal work environment for faculty members.
3. Achieve quality performance in all transactions.
4. To ensure that the laws and regulations are implemented to protect the rights of faculty
members.
5. Seeking job satisfaction among faculty members.

Organizational Structure of the Deanship of Faculty Affairs
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Introduction:
This handbook outlines the steps and stages which every task or procedural process that takes
place in the Deanship of Faculty Affairs follow, it serves as a roadmap explaining to the service
provider and the beneficiary the processes and steps necessary to implement a specific task.

The purpose:
Standardize work procedures, reduce personal efforts, and clarify the course of each procedural
process, its legal documents and the required forms to use with it.

Sections:
Two sections:
Section one: the affairs of Saudi faculty members and the like
Section Two: the affairs of contracted faculty members and the like

Section One:
The affairs of Saudi faculty members and the like

First: appointment
A. procedural steps to appoint teaching assistants and lecturers (article 4,5,7,9 of the Regulations
for Saudi faculty members in Universities)
1. The Vice Presidency for Academic Affairs determines the need and shortage of each
department.
2. Distribution of posts from the standing committee of teaching assistants and lecturers
after the approval of the competent authority.
3. The deanship of faculty affairs advertises jobs.
4. Colleges decide between applicants, and present them to boards of departments and
colleges, which in turn assign main reserve candidates.
5. Approval of councils by His Excellency the Rector.
6. Recommendations are submitted to the standing committee of teaching assistants and
lecturers for approval.
7. Approval of committee’s report by His Excellency the Rector.
8. The Deanship of Faculty Affairs issues the decision of appointment signed by His
Excellency the Rector.
9. The dean of college signs the start of work form.
10. Inform the University Council of appointment decisions.
B. Procedural steps to appoint assistant professor and higher ranks (article 11, 12,13,14,15 of the
regulation for Saudi Faculty members in Universities)
1. The Vice Presidency for Academic Affairs determines the need and shortage of each
department.
2. The Deanship of Faculty Affairs advertises jobs.
3. Colleges decide between applicants and present them to boards of departments and
colleges which in turns assigns and reserve candidates.
4. Approval of councils by His Excellency the Rector.
5. Recommendations are submitted to the scientific council for approval.
6. Approval of committee’s recommendations by His Excellency the Rector.
7. The Deanship of Faculty Affairs issues the decision of appointment signed by His
Excellency the Rector.
8. The dean of college signs the start of work form.
9. Inform the university council of appointment decisions.

Second: Promotion
Procedural steps for promotion to the rank of Associate Professor and Professor (articles 13, 14,
21, 22, 23, 24, 26, 27, 28, 29, 30, 31, 32, 33, 35, 36, 37 of the regulation of Saudi faculty
members’ affairs in universities)
1.
2.
3.
4.
5.
6.
7.
8.
9.

Promotion Application submitted
Department Council’s recommendation
College council’s approval
Endorsement of the College Council’s approval by His Excellency the Rector
The Scientific Council’s recommendation
The President’s approval of Council’s recommendation
The Deanship of Faculty Affairs issues promotion decision signed by the Rector
The Dean of college signs the start of work form.
Inform the University Council of appointment decisions.

Third: Leave
A. Procedural steps to request a special leave (article 60 of the regulations of Saudi Faculty
members’ affairs in universities)
1.
2.
3.
4.
5.

Application for a special leave submitted to the Head of the Department
The Head of the Department raises the request to the Dean of the College
The Dean raises it to the Vice President for Academic Affairs
The application is passed to the competent authority for approval.
The Deanship of Faculty Affairs issues the final decision.

B. Procedural steps to request a birth leave (article 22, item A of the Regulations of Leave issued
by the Civil Service Council)
1. Application submitted
2. Head of the Department raises the request to the Dean of the College
3. The Dean passes the request to the Vice President for Academic Affair who submits it to
the Dean of Faculty Affairs
4. The decision is issued by the Deanship of Faculty Affairs

C. Procedural steps to request a maternity leave (article 22, item B of the Regulations of Leave
issued by the Civil Service Council)
1. Application submitted
2. Head of the Department raises the request to the Dean of the College
3. The Dean passes the request to the Vice President for Academic Affair who submits it to
the Dean of Faculty Affairs
4. The decision is issued by the Deanship of Faculty Affairs

D. Procedural steps to apply for a sabbatical (Articles 61, 62, 63, 64, 65 of the regulation of the
affairs of Saudi faculty members in universities).
1.
2.
3.
4.
5.
6.
7.

Application submitted
The board of the department issues a recommendation to the board of the college
The Rector approves the report of the board of the college.
The recommendations are submitted to the Scientific Council.
The Scientific Council’s report is approved by the Rector
The application is submitted to the University Council
The Council's decision is referred to the University's Vice President for Academic
Affairs.
8. The Deanship of Faculty Affairs issues the executive decision.
H. Procedural steps to apply for an emergency leave (article 10 of the regulations of leave issued
by the Civil Service Council).
1.
2.
3.
4.

Application submitted to the Head of the Department.
The Head of the Department raises the application to the Dean of the College
The Dean raises the application to the Vice President of Academic Affairs
The Deanship of Faculty Affairs issues the decision

Forth: Academic Consultations
Procedural steps to benefit from the services of a university faculty member as a part-time
adviser in the government, private sector or regional or international organizations based in the
Kingdom (Article 66 of the regulations of the affairs of Saudi faculty members in Universities).
1.
2.
3.
4.
5.

A request is received from concerned party
The recommendation of the Department Council
The recommendation of the College Council
The endorsement of the Rector.
The approval of His Excellency the Minister of Education

Fifth: Attendance of Conferences, Seminars and Workshops
Procedural steps to attend conferences, seminars and workshops (Articles 67, 68 of the
regulation of the affairs of Saudi faculty members in universities).
1.
2.
3.
4.
5.

Application submitted
Recommendation of the Department Council
Recommendation of the College Council
The endorsement or approval of the Rector
Approval or His Excellency the Minister of Education

Sixth: Secondment and assignment

Procedural steps to second and lend the services of the faculty member (articles 69, 70, 71, 72,
73, 74, 75 from the regulation of the affairs of Saudi faculty members in universities).
1.
2.
3.
4.
5.

Recommendation the Department Council.
Recommendation of a College Council.
The approval of his Excellency the Rector of the University.
Approval of the University Council
The issuance of the executive order by the Deanship of Faculty Affairs.

Seventh / Academic communications:
The procedural steps of academic communication in an academic mission (Article 76 of the
regulation of the affairs of Saudi faculty members in universities).
1234567-

Recommendation of the Department Council.
Recommendation of the College Council.
The approval of his Excellency the Rector of the University.
Recommendation of the Scientific Council
The approval of his Excellency the Rector of the University.
Approval of the University Council.
The executive order is issued by the Deanship of Faculty Affairs.

Eighth: Sending a faculty member to teach outside the Kingdom
Procedural steps to send a faculty member to teach outside the Kingdom (Article 77 of the
regulation of the affairs of Saudi faculty members in universities).
1- Recommendation of the Department Council
2- Recommendation of the College Council
3- The approval of his Excellency the Rector of the University.
4- Approval of the University Council.
5- The issuance of the executive order by the Deanship of Faculty affairs
Ninth: Permission to travel to conduct a research at other universities
Procedural steps to allow faculty members to travel to conduct a research at other universities
(Article 78 of the Regulation for Saudi faculty members at universities).
12345-

Recommendation of the Department Council
Recommendation of the College Council
Recommendation of the Scientific Council.
The approval of his Excellency the Rector of the University.
The issuance of the executive order by the Deanship of Faculty affairs.

Tenth: Transfer from department to department within the college

Procedural steps for transfer from department to department (Article 79 of the regulation of the
affairs of Saudi faculty members in universities).
12345-

Recommendation of the two Department councils.
Recommendation of the College Council
Recommendation of the Scientific Council.
The approval of his Excellency the Rector of the University.
The issuance of the executive order by the Deanship of Faculty affairs.

Eleventh: Transfer from college to college within the university
Procedural steps for transfer from college to college within the university (Article 80 of the
regulation of the affairs of Saudi faculty members in universities).
12345-

Recommendation of the two Department councils
Recommendation of the tow Colleges Councils
Recommendation of the Scientific Council.
Approval of the Rector.
The issuance of the executive order by the Deanship of Faculty affairs.

Twelfth / Transfer to a job outside the university
Procedural steps to transfer to a job outside the university (Article 81 of the regulation of the
affairs of Saudi faculty members in universities)
12345-

Recommendation of the Department Council
Recommendation of the College Council
The approval of his Excellency the Rector of the University.
Approval of the University Council.
The issuance of the executive order by the Deanship of the affairs of the faculty

Thirteenth: resignation or early retirement
Procedural steps to apply for resignation or referral to early retirement (Article 95 of the
Regulations of the affairs of Saudi faculty members in universities).
1234567-

Recommendation of the Department Council
Recommendation of the College Council.
The approval of his Excellency the Rector of the University.
Recommendation of the Scientific Council.
The approval of his Excellency the Rector of the University.
Approval of the University Council. 7The executive order is issued by the Deanship of Faculty Affairs.

Section 2: The affairs of the contracted faculty members and the Like
First: Contract
A - Procedural steps to contract with non-Saudis (articles 1 to 18 and 20 to 25 of the regulations
of non-Saudi recruitment in universities)
1- Announcement of academic jobs for Saudis
2- When it is established that there are no qualified citizens available for the job, the
Ministry of Civil Service is contacted.
3- Approval by the Ministry of Civil Service for contracting and granting visas
4- Addressing the Ministry of Labor for the issuance of visas
5- Visas issued by the Ministry of Labor.
6- Addressing cultural missions to provide the university with resumes according to the
required disciplines.
7- Study resumes by the departments and colleges concerned.
8- Initial nomination of contractors.
9- The formation of a committee for interviews
10- Signing of initial contracts with contractors in their country, explaining their financial
rights.
11- Informing the cultural missions with the final list of candidates and certifying their
scientific qualifications.
12- The contractor arrives at the university and signs the final contract.
13- The start of work form submitted by the dean of the college.
B. Procedural steps to extend the contract with those who have completed 60 years of age
(Article 5 of the regulations of the recruitment of non-Saudis).
12345-

The contractor submits the request to the Head of the Department
recommendation of the Department Council
Recommendation of the College Council.
Approval of the University Council.
The decision is issued by the Deanship of Faculty Affairs.

C. Procedural steps to extend the contract with those who have spent ten years (exemption of
item 3 of the resolution of the council of ministers #74 on 4/4/1439 H)
123456-

The contractor submits a request to the Head of the Department
Approval of the Head of the Department.
Approval of the Dean of the College.
The approval of his Excellency the Rector of the University.
Approval of the Ministry of Civil Service.
- The decision was issued by the Deanship of Faculty Affairs

Second: Promotions

Procedural steps to promote to the rank of associate professor and professor (item 2 of article 8
of the regulations of the recruitment of non-Saudis in universities).
12345-

The member applies for promotion to the Head of the Department
The recommendation of the Department Council
The recommendation is presented to the College Council
The recommendations are submitted to the Scientific Council
The contractor is promoted academically on the recommendation of the Scientific Council,
while functionally according to availability vacant numbers and the need for the member’s
specialization.

Third: Leave
A. Procedural steps to apply for exceptional leave (Article 36 of regulations of the recruitment of
non-Saudis in universities
12345-

Applying to the Head of the Department
The Head of the Department submits the application to the Dean of the College.
The Dean of the college submits the application to the Vice President for Academic Affairs
The request is made to his Excellency the Rector of the University.
The issuance of the executive order by the Deanship of Faculty affairs

B. Procedural steps to apply for a childbirth leave (article 38 of the regulations of the recruitment
of non-Saudis in universities
1- Applying to the Head of the Department with a birth notification.
2- The Head of the Department submits the application to the Dean of the College
3- The Dean of the college submits the application to the University's Vice President for
Academic Affairs
4- The issuance of the executive order by the Deanship of Faculty Affairs.
C. Procedural steps to apply for an emergency leave (article 35 of the regulations of the
recruitment of non-Saudis in universities
1- Applying to the Head of the Department explaining the emergency cause, and setting the
start and end date, but not exceeding ten days in the same fiscal year.
2- The Head of the Department submits the application to the Dean of the College.
3- The Dean of the College submits the application to the University's Vice President for
Academic Affairs
4- The application shall be submitted to his Excellency the Rector of the University.
5- The issuance of the executive order by the Deanship of the Faculty Affairs.
Fourth: Resignation
Procedural steps to submit a request for resignation (item 2 of article 48 of the regulations of the
recruitment of non-Saudis in universities

12345-

Applying to the Head of the Department.
Approval of the Head of the Department.
Approval of the Dean of the College.
Approval of the University's Vice President for Academic Affairs
The approval of His Excellency the Rector of the University.

Fifth: Visa extension
Procedural steps to apply for a visa extension (Ppassports Laws).
1- Applying to the Dean of Faculty Affairs
2- Submitting the request to the Cultural Missions with the signature of His Excellency the
University's vice president for Academic Affairs
3- The approval of the cultural Mission.

Sixth: addition of a newborn
Procedural steps to request the addition of a newborn (Passports Laws).
1- Applying to the Dean of Faculty Affairs
2- Submitting the request to the Cultural Missions with the signature of His Excellency the
University's vice president for Academic Affairs
3- The approval of the Cultural Mission.

Prepared by:
The Dean of Faculty Affairs
Dr. Emad Jamaan Al-Zahrani
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