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Coming to PMU

About PMLU mam

Introduction: The continuing rapid development of Saudi Arabic and the
growth of various new sectors of the Kingdom's economy call for the
substantial number of graductes capable of leadership in diverse fields of
business, engineering, information technology, culture, education, com-
munity development and public administration.

Prince Mohommod Bin Fahd University's aspiration is to be among the
potential contributors ensuring that the Kingdom develops the necessary
manpower with the appropriate competencies, technical knowledge and
foresight fo rise to the challenges ahead,

PMU is @ new private university locoted in the Al-Khobar ore a of the East-
ern Province of Soudi Arabia. The University has been established by o
group of renowned individuals under the auspices of HRH Prince Moham-
mad Bin Fahd Bin AbdulAziz.

Vision: The founders’ vision is for PMU to be a unique ond distinguished
institution of higher education that porticipates in:

» Preparing future leaders in various fields of human knowledge
and its application.

= Enriching and developing intelligence.

s Exploring innovative methodologies and technologies to achieve
e obiect:

= Removing the barrier between the academic aond business society.

Mission: The mission of PMU is to achieve the following objectives:

= Contribute to advancement of human intelligence and promulge-
tion and development of knowledge.

= Prepare specialized condidates in various fields of human knowl-
edge through utilizing modern technologies in the education
process.

= Encourage the groduate to play o pioneering and leoding role in
the community, by teaching him or her how to take responsibili-
ties and to contribute to the solving of problems through innova-
tive thinking, collective work, reflection and self-development.

s Link academic programs and specializations with actual require-
ments of the surrounding work environment. This is undertaken
by maintaining effective porticipation ond cooperation between
the University and local business firms.




= Guide research activities to create solutions for persistent prob-
lems in the surrounding communities, through applied research

= and technical consultation. The importance of performing basic

+ sciantific research for enriching human intelligence will be empha-
sized.

= Provide community service through training and education.

Employment Ofers ama

Each condidate that is selected to work at PMU, is provided an “Employment
Offer” that is sent via e-mail from the PMU HR Department to the candidote
The fundamental provisions of employment are set out in the offer and would
include the following:

= Title of appointment

» Term of appointment

= Salary in Saudi Riyals

= Housing

s Annual vocation

= Medical plan

= Educational benefit (for dependent children in Saudi Arabio)
= Air travel {coming and going ond annual vacation tickets)

s End of service benefit

In general, the “Employment Offers” are not negotiable. However, most candi-
dates have guestions of clarification. When on agreement is concluded, the
arrangements begin for preparation to travel.

Employment Contracts smm

Employment contracts may only be executed once the employee arrives in Bah-
cain or Saudi Arabia. The terms of the “Employment Offer” are included in the
actual “Employment Contract” which is required for the processing of o work
visa and igoama.




The “Employment Controct” contains standard provisions that apply to all
appointments and are designed to comply with the Soudi Arabia Labor Law
requirements and the PMU policy requirements.

The employee will be placed on the PMU payroll system on the date of
arrival in Bghroin [or Soudi Arobia, if the employee is brought directly to
Soudi Arabia from their home country or point of hire.] Employees may
obtoin o pay advance from the PMU Department of Budgets & Accounting
when they omive in Soudi Arabia.

Preparing to Travel amm

Travel orrangements will be mode by the Humaon Resources Department af
PMU. In most coses, an electronic ticket will be provided by the University's
travel agent. The dates of travel will be mutually agreeable dates between
the employee and the University.

Each employee will be asked if they have any special food requirements for
travel. The University will attempt to accommodate requests to fly on cerfain
girlines for flight points. However, this may not always be possible.

It is recommended that people travel light. In general, PMU does not
provide financiol ossistance in either moving to or leoving Soudi Arobia.
One of the frequently asked questions relates to bringing teaching materi-
als, books, and personal items. If possible, it is recommended that employ-
eas put as much of their material on to a flash drive.

Restrictions apply on bringing inoppropriate books, DVD's and CD’s into
Saudi Arabia. There is no formula that one can use other than commen
sense. Employees should be aware that materials con be confiscated. Em-
ployees and their fomilies will be required to abide by the laws, policies,
regulations and traditions of the Kingdom of Soudi Arabia

For housing and work visa procedures, PMU will need to know the nomes
of all people traveling with the employee to Saudi Arabia. Information
required will be their passport names, passport nationality, dates of birth,
ond relationship.

Employees frequently ask cbout having o medical before they come to
Saudi Arabio instead of having a medical when they arrive. Medicals are
required for all employees on Saudi Arabia end and connot be reploced by
medicals from the employee’s home country. The processing of visos to
work and live in Soudi Arabia requires the medical to be done here. How-
ever, it is recommended that employees ond, if uppFicuhlu their depen-

dents, ensure that they are medically fit before coming to Soudi Arobio.
If you hove any questions in this regard, please contact a representative
of the HR Department who con ossist you. There will be various e-mail
communications with the employee and the HR Deporiment before travel-

ing.




Documents Needed smn

Photographs: Most of the procedures in Saudi Arabia require the use of a pho-
tograph. It is suggested that you bring twelve (12) colored passport size photo-
graphs with o white background. These photos are required for each person.

Passports: A current passport (valid for ot least six (6) months) is required
where there must be a minimum of two (2] blank odjocent poges. A passport is
required for each person. Also bring two (2) copies of the main passport pages
for each person.

Birth Certificate: A birth certificate should also be part of the documentation.

Marriage Certificate: An original or an atested copy of the marrioge certifi-
cate must be authenticated. In general, this means stomps at the locol, federal
ond the Soudi Embassy levels in the country in which the marriage occurred is
required.

Highest Degree: The highest degree, on original or an attested copy, must
also be outhenticated by the University from which the person graduated, the
federal government level and the Soudi Embassy in the country in which the

degree waos obtoined.

Police Report: It is suggested that each person obtain a police report attesting
to their good choracter.




Processes On Amivalmeem

The following processes describe the procedures for the processing of @ work
visg. There is an alternative process that may be used; that is, o business visa
may be processed rather than a work visa. The business visa approach is some
times required as @ temporary measure. The business visa process does not
require a medical. In cll cases, all employees must be processed for o work visa
and then an igame. The igoma is the document that allows you and, if appli-
coble, your dependents to reside in Saudi Arabia. These processes will be
administered by PMU. It is very important that you have the required documents
before coming to Bahroin.

WORK VI5A PROCESS:

Pre-flight Instructions: You will be scheduled for a medical check-up ot 8:00
am on the morning ofter your arrival in Bohrain. You should be fasting ot least
12 hours before the check-up. It is advised that you bring yourself o small
meal or snack on the flight so you could schedule your last meal according
to the fosting requirement. The flight meal might be served either too soon or
too late, therefore prolonging or exceeding the fasting time frame.

Arrival in Bahrain: At the airport you will be required to pay for the visa fee
which will vary between $5 - $15 USD, depending on your passport cifizen-
ship. USD are accepted for visa fee payments. You will be met at the cirport by
the hotel personnel holding up o sign post with “Al Safir Hotel" written on it,
and transported to the hotel. The following morning the hotel shuttle service
will transport you to Bahrain Specialist Hospital for your medical check-up.
Please make sure you have all relative documents mentioned in the checklist
lincluding passport/s) with you before departing the hotel. At the hospital you
are to proceed to the reception desk and ask for the insurance office to com-
plete the check-in procedures. The Soudi Embassy requests that medical
reports be submitted in triplicate along with 3 photographs, so you should
have your photographs prepared. You will be transported bock to the hotel
upon completion of the medical check-up. The results of the lob tests will be
picked up by the hotel management or designated person, loter in the evening
and delivered to you at the hotel.

ob a Work Visa: On the morning of the second day, the PMU govern-
ment relations officer (GRO) will meet you at the hotel. Arrangements will be
made to transport you to the Saudi Embassy in Bahrain. The GRO will give you
three copies of your contract signed by the Rector and stamped by the Chamber
of Commerce. You should sign each of these contracts and return two copies to
the GRO who will include them in your visa packoge request. You are to provide
the GRO with 2 photogrophs and all the required decuments listed in the check-
list, previously authenticated by the Saudi Embassy, ond you are fo include the
medical check-up results which were delivered to you at the hotel on the previ-
ous day. When entering the Soudi Embassy you will toke a processing number



and visa opplication form. The application should be filled out and given to the
GRO. When your processing number is colled, you proceed to the service
window accompanied by the GRO and present the documents, visa papers and
passport for visa processing. All associated fees will be covered by the GRO.
After submitting your papers to obtain a werk visa you will be transporied back
to the hotel. In the ofterncon you will return to the Saudi Embassy with the
GRO, ofter checking out of the hotel, to collect your passport which would
include your work visa. It is imperative that you finalize check-out proce-
dures by 1:00 pm to ensure arrival at the Soudi Embassy before 1:30 pm, to
avoid delaying your departure to Saudi Arabia. You would then be transported
to the causeway across to Al Khobar, Saudi Arabia, directly to your housing
accommodation.
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Living in Al-Khobar
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Culture of Soudi Arabic ssw

There are many aspects of life here that are very different from the country and
culture you have left. We believe that the most imporiont step in adjusting to
your life in Saudi Arabia is to learn some of the customs and laws. Then you will
become more comfortable in your new environment. Once you become famil-
iar with the cultural differences life can be very exciting here.

Here are some suggested “do’s and don'is” for your own comfort and well
being.
Please do. ..

« Keep an open mind regarding the cultural and social differences
you observe. Be flexible ond open to change. You will appreciate
the new experiences. Accept the challenge of life in o wonderful,
ancient country with a rich and exciting history.

= Attempt to learn and use the Arabic language.

= Remain flexible and try to adapt to local customs. For exomple:

- Attire: women should wear conservative, loose fitting clothing.
If you feel better when wearing the obaya, then do so.

- Rameadon: is an Islamic Holy month during which Muslims
observe a fost between sunrise and sunset. Please respect this
religious holiday by refraining from eating, chewing gum, drink-
ing or smoking in public during daylight hours.




Y

Please don‘t . . .

= Try to impose your western values on the Saudi society. Don't
expect life to be just the same os it was in your home country.

= Photograph people or any area of national security such os
airports, military installations, and refineries.

Traditional Arab Etigquette

Conversational good manners and considerations for the customs and beliefs of
others prevoil in Soudi Arabio os elsewhere. The Saudis themselves are good
humored, kind and informal as they expect others to be.

Some Suggestions:

= Memorize and carry correct name and telephone numbers of your
organization (employer), or spouse's organizafion (employer).
Know the correct names, numbers and locations of the schools
your children attend.

= Maoke sure your children have the name and phone number of
your compound, your telephone number, and a trusted neighbor
in cose of on emergency. This is especiolly important for the
emergency information file at your children’s school.

= Voltage in the kingdom con be either 110v or 220v. Frequency is
60 HZ. Know the voltage and frequency and choose your appli-
onces accordingly. Check out the various types of equipment, for
example, there are several different types of YCR's in the King-
dom. If you hove a computer, a voltage regulator may be neces-
sary. A surge protector for computers and other elecironic equip-
ment is highly recommended.

You are on invited guest in the Kingdom of Soudi Arabia. Yeu were not forced
to come here. You are subject to their local laws. It is prudent for your fomily
to maoke itself oware of the relevant lows and customs
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PMU Accommodations and Locotion sas

PMU has provided its expat staff and faculty with housing accommeodations at
the Oryx Compound. The compound was purchased new especially for PMU.
The Oryx compound is located in Al Dhahran, opposite the Aziziyah Panda
Supermorket and on the highway that links Khobar, Dammam and Dhahran, as
well as Doha camp.

Some employees will be provided a housing allowance and will be able to find
o variety of rental accommodations in the Al Khobar arsa.

PMU is also building o new housing facility where Phase | is expected to be com-
pleted for the Fall of 2008.

Schooling in Al-Khobar mam

There ore many private schools in Al-Khobar. This section will provide you with
the names and numbers of the private international schools ovailable in the
greq.

1. International Schools Group in Dhahron | 03 ) 330 - 0555
2. Manarat Ashargiya School | 03 ) B59 - Bé81

3. Rahima International School {03 ) 817 - 0350

4. Orbit Academy | 03 ) 847 — 5555

Medical Focilities mmm

All expatriate staff and faculty will be covered by a medical insurance policy.
They will be provided with o medical insurance card for themselves os well gs,
for their dependents. This cord is renewed annually and automatically before it
expires, guaranieeing that you are not left without a medical card. Hospitals in
Soudi Arabia are equipped with high-tech state-of-the-art medical equipment.
Doctors, nurses and technicians from all over the world are found working in
these hospitals tending to the need of the patients with the best care possible.

Below you will find o list of the hospitals which are within our medical coveroge:
— Gulf Specialist Hospital, Qatif
— Ar Rawdha Dispensary
— Al Faraby Medical Group
- Dr. Mohd. Dossary Heospital, Al Khobar
— Dr. Fokhry Hospital, Al Khobar
— Todowi General Hospital, Dammam
— Al Yousef Hospital, Al Khobar
- Al Mouwasat Dispensary, Dammam
- Al Mouwosat Hospital, Dammaom
— Al Mona General Hospital, Al Khebar
— Al Mona General Hospital, Al Ahsa
— Al Mana General Hospital, Jubail
- Al Mona General Hespital, Demmam
— Astoon Hospital, Al Khobar
— Al Moosa Hospital, Al Ahsa




Weather Conditions mes

Temperature: Summer in the Eastern Province lasts from May until September,
with the hottest months being June through August. Averoge high temperatures
in the summer are between 110-120 degrees Faohrenheit. The winter months of
December through March are characterized by beautiful, mild weather inter-
rupted by stormy periods with some rain, thunderstorms and blowing dust.
March is usually the windiest month. The winter temperatures in the Eastern
Province are similar to Florida and Texas. Temprotures typically range from
50-70 degrees during the day and can drop to 30-40 degrees of night. Freez-
ing temperatures, though rare, have been recorded in December and Jonuary
in the Eastern Province. The Fall and Spring months are transitional periods gen-
erally charocterized by clear blue skies and mild daytime temperatures ranging
from 70-90 degrees. The humidity in the Eastern Province is highly varioble and
can range from 100% on the coast to 20% in the interior.

Rainfall: The rains in the Eastern Provinca usually start in November or Decem-
ber and end by Mey. Dhahran hos an overage seasonal rainfall of about three
(3} inches, but in some years moy have almost seven (7) inches and in others
less than one (1) inch.

Winds: Strong winds during June and occasionally July, which pick up quanti-
ties of sond and dust, are known os “Shamals.” Shamal is the common term for
sondstorm and is token from the Arobic work for northerly wind. In extreme
cases visibility moy be reduced to zero, with airperts and harbors closed. Winds
usually drop in late evenings, with the highest velocities generally in early affer-
noon. Usually, shomals blow for only o few days, but there are some excep-
tions.




Driving in Soudi Arabia mainly follows the same rules found in many western
countries. It is similar to the U.5. as to which side of the rood you can drive on.
When arriving to Saudi Arabia and ofter obtaining your Igama (residence card)
you are then enabled to obtain your Saudi Driver's license from the Traffic
Depariment in Al-Khobar. You are not required to take a driving test. You will
nave a Saudi license issued upon presenting your point of origin driver’s license,

IMPORTANT

Women are net allowed to drive in Saudi Arabio. However, taxis are plentiful
and inexpensive. The University provides tronsportation from the Oryx com-
pound to the campus.

Crossing the Border to Bahrain emm

Behrain, o neighboring country te Saudi Arabia, is a small island located on the
Arabian Gulf. It is connected to Saudi Arabia by a causeway on which the pass-
port and customs areas are located. Bahrain is o country open to tourists filled
with many different nationalities. If you want to take some time to relax, change
atmosphere and possible watch a movie or two, then Bahrain is the place to go.
After arriving in Saudi Arabio some might have a business visa which will enoble
them to travel freely from and to Saudi Arobio for a limited time (documented
in your passport]. After obtaining your residential card [“lgoma®) you will have
the chaice to opply for one of the two types of visas used for expats:

= Single exit re-entry visa; which will enable you to exit and enter
Soudi Arabia once only. It must be used within 2 months from the
date of issuance. This visa will cost you 200 Saudi Riyals.

= Multiple exit re-entry visa; this visa will enable you to travel many
times from and to Saudi Arabia for a limited time of six months.
The six month period must be activated within three months of
issuance of the visa. This visa costs 500 Saudi Riyals.

- 14 -
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Working at PMU

Location of Compus aas

The new campus is locoted in the Eastern Province of Saudi Arabia. The crea
near by is called Half Moon Bay which is located in Al Aziziyah. The campus is
about @ 30 fo 40 minute drive from the University accommodations in Al
Khobar.

Terms and Conditions of Employment san

Each employee signs an "Employment Controct” that sets out their main terms
and conditions of employment. PMU is a new start up university and as such,
new policies, procedures, rules and regulations are evolving ond developing.

The University is a private sector employer and is subject to the Lows of Saudi
Arobia. For example, the Saudi Arabia Labor Law applies to PMU. Ancther
example is thot portion of the Social Insurance Low that deals with the western
equivalent of workers' compensation applies to expatriates. PMU pays o fee of
2% per month of your basic salary to the "General Organization for Social Insur-
ance” (GOSI) for this coverage. Although working in a university is not gener-
ally considered hazardous work, what not be obvious is the fact that this cover-
age may apply if an employee should be involved in o traffic accident either
coming eor going from work.

The University provides a Medical Insurance Plan where the premium for the
coverage is paid by the university. The employee will pay a small fee for each
visit fo & medical doctor. Further details of the plan are available through the
HR Department.

Sick leave coverage is based on the provisions of the Labor Law. The employee
has caverage for 30 calendar days at full basic salary, 60 calendar days at 75%
of basic solary, and 30 calendar doys at ne salary.

One of the key benefits for expatriates is the fact that there is no income tox paid
to the Saudi Arabian outherities. Employees should seek professional advice as
to their tax liability in their home country. The taxation laws vary between the
various countries.

The University is the employee's sponsor and as such is responsible for the
conduct and behavior of each employee and their dependents while they are
resident in Saudi Arabia. This responsibility is different from the normal employ-
ment environment in western countries since there is usually a distinction
between workplace and personal life. Eoch "Employment Contract” contains
provisions that set out the University’s expectations for each employee.



Office Facilities mmm

Zoch expatriate employee holding a faculty appointment or other professional
scppointment is provided with a private office that is modern, well furnished and
squipped with the latest technology. Foculty members are provided with both a
cesk top and lap top computer for their work.

Technology mmm

The University has a very strong orientation to the use of technology in the class-
room and in day to day work. State-of-the-art equipment is provided for class-
room instruction including o smart board in each classroom. Training is avail-
sble to all employees in the use of the latest technology.

working Conditions mam

The working conditions ore based on a new and modern university facility. The
full campus facility is expected to be completed by the end of 2008, In the
nterim, the finished and occupied space is of high quality, well furnished and
equipped. The temperatures during the summer period are quite high but all of
the facilities are well air conditioned.

Transportation smm

It is important for women coming to Saudi Arabia to know that women are not
allowed to drive vehicles. In view of this fact, the university does provide daily
tronsportation to and from the campus in university buses. Transportation is
also provided for some of the evenings and on the weekends for shopping. The
university also arranges special outings for employees to see the local area.
Some men also use bus transportation to work while others hove chosen to
either lease or buy a car. Speaking with one’s colleagues is the simplest way to
decide what works best for eoch person.

= Tl =




Leaving PMU

Exit Process smm

Leaving PMU is relatively simple process where the employee is assisted by the
PMU administration. The normal leaving situation would be the completion of
a contract which for a faculty appointment would be in June of each year. The
employment contracts are normally of 2 year duration and may be renewed or
extended by mutual agreement. A process is followed to ensure that the
employee has returned computers, keys, PMU employee |.D. card, medical insur-
ance card and any other PMU material used by the employee. PMU processes
a final pay form that ensures that the employee receives any poy owing to them;
for example, the end of service benefit. The employee is responsible for closing
out bank accounts, paying electrical and telephone bills and any other expenses
incurred. The final stage for PMU requires the use of the employee’s possport
and igama to process an exit visa from Saudi Arabia,

Repatriation emm

The University arranges for the airlines tickets to return the employee to their
home country at the completion of their contract. If an employee should stay in
the Middle East by finding a job with another employer, PMU would not repatri-
ote the employee to their home country.
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Things to do Before You Start Teaching

Acodemic ond Cultural Onentation amm

Your Department Chair, usually in coordination with other departments, orgo-
nizes an Academic Orientation prior fo classes beginning. This includes on over-
view of the university, the deportment, courses taught in the deportment and the
syllobi to be used, an introduction to committees ond their leaders, ond o discus-
sion of policies and procedures.

Similerly, Human Resources will provide a cultural orientation to life in Saudi
Arabia. They will answer any questions faculty members may hove regording
how to get settled and acclimatized in our host country.

Suppliesumn

Faculty will be able to collect office and teaching supplies from the secretary of
their department. Textbooks and teaching moterigls related to textbooks con be
collected from the Bookstore. A laptop will also be provided for each faculty
member bosed on ovailability at the time of employment.

Syllabi mmm

Your Department Chair has a copy of the syllabus ovoiloble for every class you
will be teaching. This should be collected and discussed with the Chair os soon
as possible to allow you the chance to orient yourself to the teaching material.

Schedule and Class Lists sam

Your teaching schedule can be collected from the Department Chair. Class lists
will be mode oveoiloble from the Registrar's Office. Students should not be
ottending o dass without first being placed on the class list. Should this oceur,
pleose direct the student to the Registrar's Office. Do not arbitrarily place
students on your list os this must all be done through the Registrar’s Office.

Academic Policies ond Procedures Handbock mam

This manual contains all of the policies and procedures to be followed by faculty
members, ond is available through the Deportment Chair.
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During the Year

Kz=ping Rolls mmm

Astendance is critical within the University. Careful attention should be given to
maintaining up-to-date classroom attendance. Numerous problems can be
ovoided by doing this in our attempt to develop an acodemic culture at PMLU.

Awendance Policies mmm

Students should attend closs on time. If a student is 10 minutes late or more, the
student is to be counted as “Late”. Three times late equals one “Absent”. Univer-
sity policy states that when student attendance falls below 85%, the teacher con
initiate withdrowal procedures for the student. The student would be withdrawn,
borred from atending the final exam, and given o "WF” (withdrawal - failed)
grade. Because of this, faculty need to be diligent in maintaining accurate and
up to dote attendance records.

Record Keeping amm

For beth your own protection and the protection of the students themselves, it is
essential that faculty maintain accurate recerds of their interaction with students
both in and out of the classroom. Discipline, advice and other counseling efforts
need to be documented. Assignment and testing scores need to be maintained,
and miditerm/final exams archived for ot least 1 year.

Handling Complaintsmam

Complaints by students to faculty need to be handled with care. If the student is
complaining about another faculty member, it is important not to get involved,
but to direct the student to that faculty member to discuss the issue together. If
you cannot resolve complaints of students to their satisfaction, you may give
them the option of writing and signing their complaint on a form available from
the department office. Please be sensitive at all times to student needs. Keep
your Department Chair advised os to any complaints which are acodemic in
nature, or that are serious. If it is a non-ocodemic issue, direct the student to the
Student Counselor.
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Committee Responsibilities amm

Membership in faculty committees plays a vital and necessary role in the univer-
sity. All foculty members are automatically members of the curriculum commit-
tee governing the course they are teaching. Your Department Chair can direct
you to the oppropriate committees. Faculty members are expected to be adlive,
constructive members of these committees. Student advisement forms an inte-
gral part of ocademic life, so foculty must moke a point of keeping obreast of
curriculum chonges and giving accurate advice fo students under their control.
in addition, there are other special and ad hoc committees for o vaniety of other
acodemic matters. If you have skills or interest in these areas, you are encour-
aged to speak with your Department Chair regording membership.

Student Assessment Procedures mma

The procedures for assessing students should be as transparent and clear as
possible. Students need to know both what will be assessed ond how it will be
assessed, and be given adeguate time and support in preparing for the assess-
ment. Students should be given on assessment plan for the course at the very
beginning of the course so that they can plan their study ond their fime.

Starting e-Portfolios and Setting Goalsmum

Faculty members should begin building their professional e-portfolios as soon
as possible. Porifolios are maintained by the faculty members themselves, and
should contain os much information obout o faculty member’s professional
activities as possible, including professionol development ond further training,
curriculum development, community involvement, etc. As this portfolic will be
used in faculty eveluations, the Department Chair will need to have occess to it.
Setting ond reaching cleerly defined goals, ond documenting this process,
should be on integral part of your poartfolio.




At the End of the Semester/Year

Fnal Exams and Graodes mam

& simetable for final exams will be provided by the Department Chair in coordi-
mohon with the cumculum committees. Cumculum committees, of which all
Saculty porticipate, will be responsible for designing and delivering their exams.
Student grodes are maintained by faculty members, and ought to be well main-
foned ond ovoiloble to Department Chairs. Grodes olso need to be regularly
arovided to students in order for them to properly gouge their progress in the
couTse.

Submit Final Reporis mmm

Fnol reports are to be submitted via the Department Chair in a form which they
will provide. it should include the final grade of the student, as well as informa-
son regarding attendonce where opplicable. Grades need to be submitted prior
to the foculty member departing the university for vacation.

Contact Number and Vacation Dates ans

Prior to deporting Soudi Arabio on vocaotion or for any other reason, o contoct
number where the university can reach you needs to be provided. Vocation
dotes con be found in the Acodemic Calendar, and are available from the
Department Secretary.

Get Colendar for Startup of the Following Acodemic Year amm

it iz important that foculty members ensure that they have the Academic Calen-
dar for the following Acodemic Yeor prior to deparfing Soudi Arabia for the
summer break, in order that they are aware of the date they are required to
return to campus. The current Academic Calendar is available from the Depart-
ment Secretary.

Acodemic Calendar
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