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                                                    Introduction 

Preliminary 

Buraydah Private Colleges (BPCs, henceforth) are one of the emerging 

private higher institutions that have been established with the support of the 

Custodian of the Two Holy Mosques for private institutions to play a vital role 

in promoting higher education. BPCs Administration however realizes that 

there are several challenges involved in this role including but not limited to the 

rapid growth of higher education, dramatic environmental changes, impact of 

globalization, advancement of information and communication technologies, 

and so many other factors. Therefore, these challenges have made many higher 

institutions to transform from teaching style to learning style in addition to 

considering mechanization of education – at both the administrative and 

organizational levels– in order to promote student-staff interactions. Such 

factors are key to improving graduates’ attributes that will ultimately fulfil 

changing needs of job market.  

As we present this document - a brief guide to the faculty members of BPCs 

- this stems from the firm belief in the colleges that investing in the human 

resources is the driving force of any educational system in continuous 

development. The faculty member is the focus of this development – instrument 

of development. Therefore, this   organizational document for the relationship 

between faculty member and Buraydah colleges is an inception of this 

continuous development. 

In this regard, we would like to thank all those who have contributed to this 

work and wish all of them success. 

Chairman of the Board of Trustees 

Dr.. Abdullah bin Saleh Al-Shteiwi 
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Introduction to Qassim Region 

Qassim is one of the administrative regions of Saudi Arabia. Its capital city 

is Buraydah, and its main cities are: Buraydah (the largest city), Onaizah, Rass, 

Almithnab, Bukairiyah, Al-Badai, Al-Khabra, Riyadh Al-Khabra, Al-Asyah, 

Dhuryah, OyounAljewa, and other governorates. 

Qassim is located at the centre of the Kingdom within Najd Plateau, which 

includes Riyadh, Qassim, and Hail. Hence, it is a unique location in terms of 

trade, agriculture and population. 

Al-Qassim residents are engaged in trade, agriculture, grazing and industry 

and are distributed in more than 400 cities and villages. Al-Qassim region is 

connected to all areas of the Kingdom of Saudi Arabia with a network of 

highways designed and implemented according to international quality 

standards. Prince Nayef bin Abdul-Aziz International Airport is one of the most 

important regional airports. It is a hub for international and domestic flights. 

Area and Borders 

The area of Qassim is about 73,000 square kilometers and is bordered from 

the east and south by Riyadh region, from the north by Hail and from the west 

by Madinah area. 

Population 

The population estimates in mid-2014 indicate that the population of Al-

Qassim region is about   1.37 million people, representing about 4.5% of the 

total population of the Kingdom, which is estimated at 30 million and 770 

thousand people according to available statistics (Statistics and Public 

Information Department, Kingdom Saudi Arabia, population estimates in the 

middle of the year for administrative regions and governorates 1431/1432 AH, 

1446/1447 AH Madaen (2010/2025 AD). 

Services 

• Healthcare 

Al Qassim has the highest level of health services based on a referral system 

at the highest level starting from the health centers located in each 
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neighborhood and then a number of public and specialized hospitals, in addition 

to   King Fahd Specialist Hospital. 

Education 

• General Education 

Al-Qassim region has witnessed a vast development in the field of general 

education. The number of schools was 47 with 3233 students when educational 

administration was founded in Al-Qassim region. The number of primary 

schools has grown to 252, intermediate schools to 146 and secondary schools 

to 82. 

• Higher Education 

As for the higher education there is a huge boom in this field. Higher 

education has been expanded in both governmental and private institutions.    

There are a number of universities and colleges, governmental or private in Al-

Qassim region, such as:  

 Qassim University and its affiliated colleges 

 Technical College of Buraydah 

 Faculty of Applied Health Sciences 

 Buraydah Private Colleges 

 Qasim Private Colleges 

 Al - Ghad Private Colleges 

 Al Rajhi Colleges 
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1. Preface 

In spite of their different orientation and ideologies, societies pay attention 

to the human element in order to establish the foundations of   progress and 

sustainable development. It seems that the faculty members are important 

enough to occupy the top ranks of the state’s care and its institutions for their 

expertise in nation building and their contribution to interaction with 

intellectual, scientific, cultural and social variables. 

Since the faculty member is a main pillar and a main supporter in the 

educational and academic process, the various systems have set a number of 

regulations, rules and laws governing the relationship between the faculty 

member and the institution as an informative and organizational guide for this 

relationship. These systems are governed by a set of considerations and 

determinants, common for all higher education institutions in Saudi Arabia and 

for all the faculty members, whether Saudis or otherwise. 

The ultimate goal of these rules is that it is the ethical covenant between the 

institution and its faculty members, in which s/he undertakes not to violate the 

professional terms and conditions governing the relationship with the student, 

the university and the local community. 

The guide of the faculty member at Buraydah Private Colleges is the 

organizational and knowledge link of the relationship between Buraydah 

colleges as an employer and a faculty member. The provisions of the guide 

apply to the faculty members in the male and female students' sections. 

This brief guide consists of two sections:  

 Section I: It includes the general rules regarding the classification 

of faculty members and their provisions. 

 Section II: includes basic academic policies and procedures based 

on the list of colleges regulations and the regulations of the Council 

of Higher Education. 

1.1 Establishment and history of colleges 

Buraydah Colleges is a private educational institution with an independent 

budget, run by a board of trustees and a general supervisor of the colleges. 
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The year 1425 AH witnessed the dawn of Buraydah colleges as one of the 

most prominent institutions of higher education in the Kingdom. The Ministry 

of Higher Education approved the initial licensing of colleges under Resolution 

No. 15168 under the name of Zarqa College. On 16/9/1426 H., the Buraydah 

Private Colleges Company was registered with the aim of establishing and 

managing an educational institution within the institutions of higher education, 

that is located in Buraydah, Qassim Region. 

In the year 1426H, the name was changed to Buraydah colleges by virtue of 

the decision of the Minister of Higher Education No. 35378 on 7/10/1426 H. 

On 15/3/1429 H. the Minister of Higher Education approved the formation of 

the first Board of Trustees. 

On 15/7/1430 AH, an educational institution was approved by the Ministry 

of Higher Education under the name of the colleges of Buraydah, by approval 

No. 55815. The ministry approved the study plans in five colleges: Applied 

Medical Sciences, college of Administrative and Human Sciences, college of 

Pharmacy and Dentistry, college of computer. 

 

1-2 Vision, Mission and Objectives 

  

Vision 

Leadership and Excellence of private Higher Education Institutions in the 

Kingdom of Saudi Arabia. 

 

  Mission 

 Providing higher education that contributes to meeting needs of the labor 

market and achieving community partnership, in accordance with the national 

quality standards. 

 

Objectives 

 Raise the efficiency of the institutional system of the colleges to 

improve the competitive situation. 



  
 

11 
 

 Improve the quality of education in all disciplines in accordance with 

national standards. 

 Enhancing the competitiveness of college graduates in the labor market. 

 Develop the skills and abilities of the college and staff members and 

improve the services provided to them. 

 Activate scientific research to contribute to the service of knowledge 

and society. 

 Strengthen cooperation and partnership with the local community. 

 Completion, development and maintenance of infrastructure. 

1.3 Objectives of the Handbook 

 

 Enlighten Faculty members and the like with their rights and duties  

 Bring the faculty members and their assistants in contact with the 

modern executive frameworks that conform to the standards of the 

National Commission for Academic Evaluation and Accreditation. 

 Spreading awareness of the general institutional controls governing the 

behavior of faculty members and their assistants in the framework of 

faculties and society service. 

 The moral evaluation of actions, statements and behavior in the 

framework of collective action. 

 Developing social relations among faculty members on sound university 

bases. 

 Developing and supporting the values of accuracy, integrity and 

scientific honesty in the production and supervision of research. 

1-4   Agreement of the faculty member Handbook 

I, as a faculty member of   Buraydah Private Colleges, certify   that I have 

gone through all the provisions of the Handbook and the work regulations of 

the faculty members and their assistants as approved by the Board of Trustees 

and fully committed to it. 
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  SECTION ONE  

 

 

CLASSIFICATION OF FACULTY MEMBERS 

AND THEIR PROVISIONS 

 

 

1 - Classification of faculty members and their provisions  

 

This section relates to the classification of faculty members, their scientific 

ranks, their employment, performance, rights and duties. The provisions in the 

manual apply to faculty members in the sections of male and female students. 

1.1 Classification of jobs  

 

The faculty members are classified according to the nature and duration of 

the academic responsibilities. The faculty member may be a regular, a visiting, 

a delegate or a part-timer. The purpose of the classification of the teaching staff 

in this manner is to set the guidelines for appointing the faculty members, 

determining their salaries, describing the roles they perform and their 

expectations from different ranks and categories. 

1.1.1 Regular (common) faculty member 

Regular faculty members are individuals who hold specialized academic 

degrees and perform a full term and are appointed by the colleges to perform 

the following duties and responsibilities: 

• Teaching. 

• Development of programs and courses. 

• Academic and student counselling. 

• College service. 

• Community service. 
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• Other responsibilities and duties that colleges deem necessary. 

1.1.2 Visiting Faculty Members 

Visiting faculty members are faculty members from outside colleges who 

are employed by colleges to undertake specific academic assignments and 

duties such as teaching, research or developing programs for a limited period 

of time. The term "visiting" is used for a person belonging to another institution 

of higher education.  Visiting faculty members can be contracted for a year or 

semester or for any specified period. 

1.1.3 Collaborating Faculty Members 

They are academics or community professionals hired by colleges to 

perform full-time or part-time teaching assignments. The collaborating faculty 

members can be of any degree brought by the colleges   to perform a part-time 

load. A part-time faculty member performs the same duties of a full-time. A 

part-time faculty member must have the same qualifications as a faculty 

member on a full-time basis. 

1.2 The scientific rank of the faculty members and the like 

The scientific ranks applicable to faculty members are professor, associate 

professor and assistant professor. The academic ranks of the academic 

assistants are assistants, lecturers, language instructors and research assistants. 

Other grades may be introduced after the approval of the Board of Trustees. 

1.2.1 Professor 

The Professor must be a distinguished one and must have achieved a 

nationally recognized position in his / her field of specialization or profession. 

He may be promoted to this rank after becoming Associate Professor in 

accordance with the Saudi Education System. In the case of the newly appointed 

professors, the same qualifications must be shown which, without any doubt, 

would satisfy those requirements in the future. 

1.2.2 Associate Professor 

A faculty member shall be awarded the rank of Associate Professor upon 

his promotion to the post of Assistant Professor in accordance with the Saudi 
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Education System. In the case of the newly appointed, he shall show equivalent 

qualifications that will satisfy the above requirements in the future. 

1-2-3 Assistant Professor 

The faculty member shall be awarded the rank of assistant professor when 

he obtains a doctorate degree from one of the recognized universities or 

institutes of higher education. He should also show scientific potential in 

teaching, research, and service of colleges and society. 

1-2-4 Part-time professor 

Colleges may employ a part-time professor provided that they are former 

faculty members or distinguished scholars with vast experience in the 

specialization to be taught. 

1.2.5 Instructor / Lecturer 

The Instructor / lecturer holds a master's degree / bachelor's degree or above 

and is appointed by the colleges for the purpose of teaching and other academic 

assignments. The applicant must be a Saudi national. 

1.2.6 Language teachers and research assistants 

Faculty assistants are academics who hold a bachelor's degree at minimum 

and are hired by colleges because they have great abilities and are proud of the 

investment of colleges in their careers. Teaching assistants assist faculty 

members in performing their teaching and research duties. they are supervised 

direct by the staff members. Faculty assistants are in no way allowed to carry 

out the duties of faculty members 

1.3 Appointment, recruitment, retention and promotion of faculty 

members 

 

The Dean will recommend the appointment of the faculty members after the 

recommendation of the department heads and after the presentation to the 

deputy for educational affairs, and after the adoption of the Board of Trustees 

and the decision of the Chairman of the Board of Trustees. 

1.3.1 Appointment 
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The appointment of faculty members is a process initiated by the colleges 

in accordance with established policies and procedures while adhering to the 

following principles: 

1- Advertising vacancies in the media. 

2 - give the opportunity for candidates to show their competence. 

1.3.1.1 Conditions of appointment 

Candidates must meet the following general conditions: 

• Must obtain a degree from a university or higher institute accredited by 

the Kingdom of Saudi Arabia and its universities. 

• Demonstrates efficiency in teaching. 

• Demonstrates ability to participate in scientific activities. 

• Demonstrates communication skills and skills in relationships with 

colleagues. 

• Be physically and mentally healthy. 

• Have not already been convicted in a case. 

• Meet other conditions that colleges deem necessary. 

1.2.3 Contract types 

The following contracts apply to faculty members and academic assistants. 

1-2-3-1 Work contracts for non-Saudi PhD, Masters and BA students 

The duration of the contract shall be one or more academic years. In all 

cases, the first three months shall be a probationary period. The assessment of 

the performance of the member shall be taken annually. The decision shall be 

made as to whether the faculty member will be allowed to pass the contract for 

the full period. the faculty member shall be notified that his contract will not be 

renewed during the probationary period. The contract terminates automatically 

at the end of the term. This type of contract can be renewed for a further period 

on the basis of agreement between the parties according to the terms of the 

contract. The contract also regulates the termination of the contract by the 

colleges or by the faculty member. 

1.3.2.2 Continuing contracts 
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Saudi faculty members can be awarded continuous contracts that are 

automatically renewed according to the rules of the civil service system and the 

regulations of the private colleges and the rules and regulations of   Buraydah 

private colleges according to the rules controlling the affairs of the university 

employees from the Saudi faculty members and the like, issued by the decision 

of the Higher Education Council. 

1.3.2.3 Special contracts 

Special contracts may be awarded to academic persons to carry out specific 

tasks. The terms of these contracts shall be agreed in terms of salary, duration 

of the contract and any other conditions agreed upon between the member and 

the head of department or the dean of the relevant faculty. 

1-4 Promotion of faculty members 

1.4.1 Conditions of promotion 

The terms and conditions of   promotion   of the Higher Education Council, 

its regulations and universities are   applied to the promotion of Saudi faculty 

members only. 

1.4.2 General rules for promotion 

The rules of promotion are subject to the availability of the promotion 

requirements in accordance with the rules and regulations of the faculties and 

the regulations of the private colleges, as well as the rules of the Saudi Higher 

Education System. After obtaining the internal recommendations from the 

scientific departments or councils and academic and scientific committees 

concerned. Faculty members are promoted according to the following criteria. 

 Scientific production. 

 Teaching. 

 Community service. 

1.4.3 Conditions for obtaining each degree 

1.4.3.1 Professor 

To be promoted from the rank of Associate Professor to the rank of 

Professor: 
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• A minimum of four years at the rank of associate professor at a Saudi 

university or other recognized university. The duration of service in Saudi 

universities should not be less than one year. 

• Minimum scientific production required for promotion. 

•   His scientific production has been published or accepted for publication 

during his tenure as Associate Professor. 

1.4.3.2 Associate Professor 

To be promoted from the rank of assistant professor to the rank of associate 

professor: 

• A minimum of four years at the rank of assistant professor at a Saudi 

university or other recognized university, provided that the period of service in 

Saudi universities shall not be less than one year. 

• Minimum scientific production required for promotion. 

• His scientific production has been published or accepted for publication 

during his tenure as assistant professor. 

1-4-3-3 Assistant Professor 

The promotion to the rank of assistant professor shall be awarded for a 

faculty member who meets the following requirements: 

• Obtaining an appropriate doctorate degree.  

• The lecturer who works to complete the work of obtaining the appropriate 

doctorate degree is entitled to be promoted to the rank of assistant professor. 

• Have the potential to qualify for successful teaching performance. 

• Participate well in research or other creative activities. 

• Colleges may have any other conditions that conform to the systems and 

seen as appropriate. 

1.5 Termination of contract 

The contract of a faculty member may be terminated for one of the 

following reasons: 

• Resignation. 

• Request for retirement before reaching the statutory age according to the 

retirement system. 
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• Cancel of the job. 

• Health disability. 

• Absence without a legitimate excuse or failure to implement the transfer 

decision. 

• Dismissal for disciplinary reasons. 

• Dismissal by royal decree or by a decision of the Council of Ministers. 

 

1.6 Performance Evaluation 

Performance assessment is applied to faculty members and the like on a 

regular basis and in accordance with the rules and regulations established 

by the colleges. 

• Performance assessment is based on the following three main activities of 

the faculty member: 

1 - teaching and education. 

2. Scientific effort and research. 

3 - Colleges and society service. 

• The head of the department shall periodically be evaluated by the Dean of 

the College in terms of performance of his duties and responsibilities in 

accordance with the procedures and policies established by the colleges. 

• The general supervisor assesses the deans of the colleges in terms of 

performance of their duties and responsibilities in accordance with the 

procedures and standards set by the colleges. 

1.7 The Duties of Faculty Members 

• The faculty members are required to submit recent reports on their 

teaching activities and academic guidance assignments assigned to them by 

their departments. 

• The faculty members are responsible for the development of courses and 

participation in the development of curricula. 

• The faculty members are responsible for their teaching and guidance as 

defined by the policies and procedures. 



  
 

19 
 

• Participate in research and scientific activities meant to develop 

themselves professionally and scientifically. 

• They serve in the special committees of the department or college or 

colleges in general. 

• Provide professional services to colleges and the community. 

• Quality and work tasks on obtaining and maintaining institutional and 

academic accreditation are among the most important responsibilities of faculty 

members according to the policies and procedures within the faculties. 

1.8 Financial Compensation 

Buraydah colleges seek to attract and retain faculty members and those in 

their qualified positions, as well as members of the academic support body by 

providing salaries and features that compete with their counterparts abroad and 

inside. 

 Buraydah colleges adopt a flexible system of salaries and rewards 

sufficient to attract qualified faculty members or retain them in all the 

disciplines offered by the colleges. 

1-8-1 Salaries 

1.8.1.1 General Regulations 

The salaries of faculty members and the like shall be within the limits of the 

policy of salaries and wages approved by the Board of Trustees. The colleges 

shall negotiate with the person they wish to bring to work in respect of the basic 

salary as well as the salary increments in accordance with the limits approved 

by the Board of Trustees. 

The Human Resources Department, in consultation with the relevant units, 

periodically obtains reference   data on local and regional salaries and rewards 

that are commensurate with the specialties of Buraydah Private Colleges. 

1.8.1.2     Promotion Increment 

When promoting the faculty member and the like to a higher degree, the 

basic salary is adjusted by adding the value of promotion increment to him 

according to the policies and procedures established by the colleges. 

1.8.2 Allowances 
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1.8.2.1 Administration Allowance 

The Board of Trustees shall be entitled to the value of the administrative 

allowance in accordance with the potential of the faculties and in accordance 

with the policies and procedures established by the Board of Trustees and in 

accordance with the rules of the Personnel Affairs Committee. 

1.8.2.2 Additional Allowances 

A faculty member and the like shall be entitled to one or more of the 

following allowances in accordance with the policies and procedures of 

Buraydah Colleges. 

1.8.2.3 Special Allowance 

The Chairman of the Board of Trustees may, on the recommendation of the 

General Supervisor of Colleges, pay a special allowance to a faculty member, 

provided that such allowance shall not exceed 100% of his salary in accordance 

with the internal rules and regulations of the faculties and in accordance with 

the following conditions. 

• The field of specialization of faculty members should be rare and the 

member should be highly qualified in this field. 

• Colleges should be in urgent need of this specialization. 

• The colleges do not have sufficient faculty members in this field. 

1.8.2.4 Annual Performance Allowance 

The faculty member and the like shall be subjected to the performance 

assessment system at least once a year. The member shall be awarded on the 

basis of his performance and contributions to the department and colleges. He 

shall give the same consideration to teaching and research as well as any 

creative works in addition to his services to the State and society. 

 The Board of Trustees shall determine the annual bonus budget. The 

Chairman of the Board of Trustees shall be empowered to disburse such funds 

on the recommendation of the General Supervisor and in accordance with the 

policies and procedures established by the faculties. 

1.8.2.5 Annual Distinction Bonus 

Rewards shall be awarded in accordance with the following provisions: 
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• Rewards are granted to faculty members who are proven to be active, 

faithful and efficient in a manner that leads to increased production; or 

performance of exceptional works within their domains; or who develop new 

methods and regulations in the work that lead to increased efficiency and 

production capacity; or who protect colleges or employees from risk or damage.  

• Performance reports provided for in the Personnel Regulations are a basis 

for awarding bonuses. 

• Rewards shall be classified as moral rewards and material rewards granted 

in accordance with the policies and procedures determined by the colleges. 

1.8.2.6 Overtime Allowances 

Faculty and teaching staff assigned to additional tasks and obligations 

over normal limits shall receive overtime allowances determined by the General 

Supervisor as per BPCs policies and procedures. 

1.8.2.7 Assigning Work Tasks 

Teaching or assistant academic staff members assigned to specific 

duties or tasks shall receive allowances as per policies and procedures 

determined by the Board of Trustees. 

1.8.2.8 Leave Allowances 

Teaching staff members shall receive a financial allowance equivalent 

to their salaries and allowances in case they are assigned to certain duties within 

part or all of their leave duration. The General Supervisor shall determine such 

allowance as per BPCs policies and procedures. 

1.8.2.9 Work Tasks Expenses (Travel Allowances) 

 Teaching assistant academic staff traveling for work shall receive 

appropriate financial allowances and transportation as determined by 

BPCs and based on the mission assignment letter. 

 The same shall be applicable to assignment allowances and work-nature 

allowances. 
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 Generally, allowances and bonuses shall be subject to controls 

determined by BPCs personnel regulations and in line with BPCs 

policies and procedures. 

1.8.2.10 Special Provisions for Non-Saudi Teaching Staff Members 

 BPCs shall pay fees for obtaining or renewing residence permits for 

non-Saudi teaching staff members together with exit and re-entry visa 

fees in annual leaves, main tasks and final exit visa. 

 The College shall provide non-Saudi teaching staff members and their 

families accompanying them with transportation along with expenses of 

baggage transportation; yet, fees should be within the range of a one-

month salary. 

 Upon renewing their contracts for another year, BPCs shall provide non-

Saudi staff and their families with maximum four return tickets, 

including staff himself/herself, two tickets for his/her children, and one 

for his/her spouse or the Islamic legal escort (Mahram). Tickets shall be 

given regardless whether family members travel with the staff or not. 

Furthermore, tickets shall be given as per provisions, procedures and 

policies set in the Teaching staff members regulations. 

1-9 Vacations and Holidays 

1.9.1 Annual leave 

The summer vacation for faculty members and the like is the annual leave. The 

Board of Trustees shall determine the dates of return of faculty members, 

provided that the summer vacation shall begin only after the completion of the 

tests and the announcement of the results. 

The General Supervisor may assign a teaching staff member to teach during the 

annual leave. S/he shall be compensated for the period with an additional salary 

equivalent to his salary for such period, provided that the period for which he is 

compensated shall not exceed sixty days in the year. 

Upon the requirements of work interest, the General supervisor may postpone all or 

part of the annual leave of teaching staff members. 

1.9.2 Leave for A Scientific Mission 
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By a decision of the Board of Trustees on the recommendation of the Council 

and the College, a faculty member may be dispatched to a scientific mission 

outside the college premises for a period not exceeding four months, and may, if 

necessary, extend it to one year. 

The staff member shall be treated as a delegate if the period does not exceed one 

month. If the period is longer than that, s/he shall be treated as an employee sent 

abroad for training. 

1-9-3 Scientific Leave 

The Board of Trustees may, following the recommendation of the faculty and 

faculty councils, grant a faculty member a scientific leave, provided that he has 

spent five years working in faculties or enjoying a previous scientific leave. 

A member of the faculty shall be granted a scientific leave for one semester after 

three years of his appointment or enjoy a previous scientific leave, provided that 

this does not affect the progress of the educational process and the duration of 

the secondment shall not be counted within the required period. 

The Board of Trustees shall establish the rules governing the leave for scientific 

leave. 

1.10 Penal Procedures 

Penal procedures shall be applied when a member of the faculty and the like 

violates the rules and regulations of the colleges. The penalties include the 

following: 

 Oral warning. 

 Written draw of attention. 

 Final warning. 

 Deprivation of advantages granted by colleges. 

 Turn off the promotion for a specified time period. 

 Suspension. 

 dismissal 

The rules stipulated in the Saudi Higher Education System and the regulations 

of the private colleges shall be applied in case of the absence of a provision in 

the regulations of BPCs. 
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1.11 Grievance 

A member of the faculty may lodge a complaint against the penalty imposed on 

him, and submit his grievance in writing in accordance with the procedures, 

policies and regulations adopted within the regulations of colleges. 

 

 

 

 

SECOND SECTION 

ACADEMIC PROCEDURES AND POLICIES 

 

2- Workload Policies of Teaching Staff Members 

About the Policy: 

This Policy describes workload of teaching staff and cases of teaching over-or 

underloads along with procedures regulating this policy. 

Individuals who should be aware of this Policy: 

 Chairman of the Board of Trustees 

 BPCs General Supervisor  

 Legal Advisor/ Legal Department 

 The Dean of the college  

 The Head of department/ Unit Managers 

 Teaching Staff Members 

 Accounting / Finance Staff 

 Students 

 Human Resources (HR) Staff 

2-1 Policy  

The policy of the faculty member's workload is to ensure that the resources of 

the faculties are used effectively while taking into account the fairness of the 

distribution of responsibilities among faculty members. 

 The faculty's daily attendance is eight hours per day. The faculty members and 

those who are in their status, along with the teaching workload, are required to provide 

the necessary academic support for preparing and evaluating the grades. This includes 
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administration, counselling, research, college and community services and other 

duties. Teaching summer or additional courses during the normal school year or any 

other tasks assigned to it do not fall within the account of the annual faculty member 

workload. 

(See Teaching Staff Remuneration Policy) 

 

 

2-2 Teaching Workload  

Weekly teaching workloads shall be fourteen hours for Professors and Associate 

Professors; sixteen hours for Assistant Professors; and eighteen hours for assistant 

academic staff. Moreover, the remaining time shall be allocated for supporting 

administrative and academic tasks. In case of being assigned to evening work, the 

weekly workload shall then be fifteen hours. Any increase or decrease of workload 

shall respectively be either calculated or deducted according to the value of basic salary 

hours. 

Head of departments shall take all necessary measures not to assign teaching 

staff members with more than three courses per semester. Any exceptions; however, 

shall be approved by the Dean of the college. 

Any increase of teaching workload over that limit shall be jointly approved by 

both BPCs and the concerned teaching staff members provided it does not exceed six 

teaching hours outside the limit of teaching staff remuneration policy. 

2-3 Procedures 

The number of full-time teaching staff (for programs, departments and colleges) 

is determined on the basis of the total number of teaching hours. The department also 

takes into consideration the extra teaching workload of large classes. Therefore, there  

should be a limited number of students per class; then the total number of full-time 

teaching staff for each program shall be referred to the Deputy Supervisor for 

Educational Affairs for review and approval. 

2-4 Increasing Teaching Workload  

In some exceptional cases, head of departments may assign teaching staff 

members to perform additional teaching workload provided that it does not exceed 
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three teaching hours per semester. These staff members shall receive a financial 

compensation for such additional workload (See Teaching Staff Remuneration Policy). 

2-5 Decreasing Teaching Workload  

The annual workload may be reduced according to the following conditions: 

 Administrative duties 

 The General Supervisor and his/her deputies- specified by him/her -shall be 

exempted from all teaching duties. 

 The Deans and their deputies shall be exempted from all teaching tasks 

except for one or two courses (6 teaching hours) per semester. 

 Teaching workload of department heads and program coordinators may be 

decreased according to a recommendation from the Dean.  

 Assignment to Work  

Senior academic staff (Chairman of Board of Trustees and General Supervisor) 

may assign a teaching staff member to certain duties or obligations. Thus, teaching 

workload may be decreased according to the following: 

 The General Supervisor may partially or completely exempt a teaching staff 

member from teaching tasks to allow him/her to perform other tasks to which 

he/she is assigned. 

 Upon the approval of General Supervisor, the Deputy Supervisor for 

Educational Affairs may exempt a teaching staff from part of teaching 

workload provided this decrease does not exceed three hours per semester. 

 The dean of the college may reduce part of teaching member workload 

provided this decrease does not exceed three teaching hours per semester 

and after being referred to General Supervisor. 

 Decrease of workload may be requested upon assignment of tasks for each 

semester. Such decreases may be coordinated through the dean office. Head of 

departments may assign teaching staff members to tasks if their teaching 

workloads are incomplete. They may also assign teaching staff members for 

full- or part-time duties to cover decreased workload provided cooperative 

staff’s hours do not exceed 20% of those of permanent teaching staff members. 

More importantly, substitutes of teaching staff members shall hold the same 

or less degree of that held by a regular teaching staff, as much as possible. 

 Research: 
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Teaching workload of a faculty member may be decreased for research purposes 

in compliance with one of the following conditions: 

 When a teaching staff member obtains an internal research scholarship, then 

his/her teaching workload will be decreased. To do so, s/he shall submit an 

application to decrease their teaching workload provided their request is 

certified with some reasons justifying such decrease. The head of department 

shall, then, consider the application and provides recommendations to the 

Dean of the college who is authorized to approve this decrease up to a 

maximum of three teaching hours per semester. Such request shall be 

approved according to how far the teaching staff member uses this as 

required. 

 When a teaching staff member is assigned to conduct a research project that 

contributes to achieving BPCs’ objectives. 

2-6 Teaching Workload of Assistant Academic Staff 

 

This part illustrates the limits of workload of assistant academic staff according 

to the Saudi private education regulations, as follows: 

 18-20 teaching hours per week for Master degree holders. 

 20-24 practical teaching hours per week for Bachelor degree holders. 

Any increase of teaching workload over that limit shall be jointly agreed upon 

between BPCs and the concerned assistant academic staff provided it does not exceed 

six teaching hours beyond the scope of teaching staff remuneration policy. 

3- Policy of Scientific Full-Time Leave 

About the Policy:  

This policy clarifies the provisions concerning the faculty's full-time leave for 

faculty members and related procedures and benefits. 

 Individuals who should be aware of this Policy: 

 Chairman of the Board of Trustees 

 BPCs General Supervisor  

 The Legal Adviser  

 The Dean of the college  

 The Head of department/ Unit Managers 
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 Teaching Staff 

 Accounting / Finance Staff 

 Students 

 Human Resources (HR) Staff 

3-1 Policy  

BPCs adopt policies that are part of their strategic plan. Full-time scientific 

leaves are therefore an excellent opportunity to enhance and develop assistant 

academic staff in addition to promoting high quality research and initiatives. They 

exempt teaching staff from administrative and teaching duties to allow them to have 

free time for full-time scholarly activities based on an agreed upon period of time. Full-

time scientific leaves are part of a functional relationship between BPCs and their 

permanent academic staff that involve providing them with times during which they 

can   focus on scientific studies and activities aimed at enhancing the message of the 

colleges and their objectives, which will contribute to the development of the faculty 

member himself. 

 

3-2 Eligibility  

 

  Full-time scientific leaves can be granted for all Saudi teaching staff with 

continuing or indefinite contracts provided they have worked at least four consecutive 

years at BPCs (full service duration shall be determined with full-time work for at least 

eight semesters). 

 

3-3 Standards  

 

Upon a resolution adopted by the Board of Trustees and recommendation 

provided by the concerned department and college councils, teaching staff may be 

granted a full-time scientific leave provided it does not affect BPCs educational 

process.   The duration of the secondment is not counted within the required period. 

The Board of Trustees shall set the rules and controls regulating full-time 

scientific leaves upon a proposal written by scientific councils. 
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To grant a teaching staff member a sabbatical leave, the following conditions 

shall be met. 

a) No full-time scientific leaves are granted to more than one teaching staff 

member or 10% of the total number of teaching staff in each department per 

year. 

b)  A teaching staff member shall propose a scientific program to be 

accomplished during his/her full-time scientific leave. 

Full-time scientific leave holders shall not be seconded or assigned to further work 

outside BPCs. Furthermore, they shall not sign a contract of employment or 

counselling activities during their full-time scientific leave. 

3-4 Duration  

Teaching staff members may receive a full-time scientific leave   for one 

academic year after completing a five-year service of the date of appointment; or 

having had a previous full-time scientific leave. However, teaching staff members shall 

receive a full-time scientific leave for one semester after completing a three-year 

service of the date of appointment, or having had a previous full-time scientific leave. 

   3-5            Financial Entitlements  

 

Authorized full-time scientific leave holders shall be paid the following: 

a- A full salary and monthly transportation allowance for the whole duration 

of the full-time scientific leave. 

b- Travel tickets for him/her, his/her spouse, sons under eighteen and 

daughters of whom they are guardian. 

c- Scholarship-book allowance. 

d- Research expenses shall be estimated according to each research project 

with a resolution adopted by the Board of Trustees and upon being referred 

to the scientific council. 

e- Health insurance expenses are paid for those spending their full-time 

scientific leave outside the Kingdom. The health insurance should cover 

teaching staff and their families. Such expenses shall be within the range 

of SR 5,000 if teaching staff members are alone and SR 10,000 if their 

families accompany them. Yet, half of that amount shall be granted to one 

semester-leave holders. 
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f- Assignment allowances shall be granted for teaching staff physicians for 

their assignments and performance of overtime work not less than three 

hours per day, including Thursday with a minimum of SR3000 if the full-

time scientific leave is spent at hospitals inside the Kingdom. 

3-6     Arrangements 

 

The Board of Trustees shall set rules, procedures, and policies for full-time 

scientific leaves in light of a range of general controls and determinants. The concerned 

heads of departments or deans of colleges shall be responsible for filling the vacancies 

of full-time scientific leave takers’ main duties. 

Head of departments shall also ensure full continuation and flow of the 

department educational and administrative performance. It is expected that full-time 

scientific leaves shall not be granted if they are at the expense of students’ interests or 

the concerned department program. Vacancies occurring due to full-time scientific   

leaves may possibly be filled with full-time teaching staff members. This policy shall 

be based on the following: 

 full-time scientific leaves should contribute to the educational process. 

 full-time scientific leaves should not lead to assigning other teaching 

staff members to duties more than normal hours. 

3-7 Return to BPCs 

 

The faculty member is obliged to return to serve the   colleges for a period at 

least equal to the duration of the academic leave. In the case of the resignation of the 

faculty member or leaving the   work in the colleges during the full-time leave or upon 

returning from their leave, he shall be obliged to return all the financial allocations 

granted to him for this leave to BPCs.  

 

 3-8 Submitting a Report  

A report shall be prepared within six months from the last day of full-time 

scientific leaves including tasks accomplished. The report shall be submitted to head 

of departments with a copy thereof submitted to the Dean of the college and Deputy 

General Supervisor for Educational Affairs. This report aims at demonstrating how far 
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teaching staff members accomplish the targeted objectives of their full-time scientific 

leaves. 

  3-9 Procedures  

Teaching staff members intending to obtain a scientific full-time scientific leave 

shall submit a written application including: 

 Any previous assignment activity (together with its date, field, focus, 

and results of previous sabbatical leaves). 

Project Description 

 Description of work and activities conducted by teaching staff members during 

their full-time scientific leaves including the project timetable (if full-time 

scientific leaves applications are related to preparation for written work, then 

a brief description thereof shall be submitted). 

 Description of timeframe during which the project is conducted along with 

specifying institutes, institutions, and/or individuals with whom teaching 

members will be working. 

 Obtaining funds for the project from foreign authorities (with specifying the 

source, level, and status). If funds are actually available, then teaching staff 

shall elaborate on how such funds can support their projects. 

 Project Results: 

 Description of Expected Project Results 

 Description of expected results importance for BPCs and for the 

applicant scientific aspect. 

 Description of how full-time scientific leaves importance for 

improving the applicant's professional competence. 

 Recent copy of the applicant's resume. 

 Acknowledgement from the head of department of how the 

applicant shall fulfill his/her obligations during the proposed full-

time scientific leave. 

4. Remuneration Policy 

About the Policy:  
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This policy describes the bases upon which teaching staff remuneration are 

calculated for their work and tasks in BPCs as well as the workload and the procedures 

related to this policy. 

Individuals who should be aware of this Policy: 

 Chairman of the Board of Trustees 

 BPCs General Supervisor  

 Legal Adviser  

 Dean of the college  

 Department Manager/ Unit Managers 

 Teaching Staff 

 Accounting / Finance Staff 

 Students 

 Human Resources (HR) Staff 

4-1 Policy  

BPCs acknowledge that faculty members are one of the most important assets of 

any higher education institution, especially in terms of strategic objectives in 

educational aspects and scientific efforts. Thus, teaching staff members are 

remunerated for their educational, counselling, research, and other scientific 

contributions. These contributions also include services provided to BPCs, local, 

regional, and international communities. 

Board of Trustees shall set the rules, procedures, and policies required for setting 

remuneration policy together with defining its controls and requirements. 

Remunerations shall be approved by the General Supervisor after taking into account 

the policy controls and procedures. 

Total compensations shall include teaching staff basic salary and other additional 

benefits. In some cases, there could be an addition to staff basic salaries from internal 

sources (e.g. remuneration of additional teaching hours or other tasks assigned to 

teaching staff) or from external sources (e.g. certified external counselling). 

4-2 Procedures  

 Additional Compensations  
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In all cases, additional compensation arrangement requires the approval of the 

Dean of the college. This approval shall be obtained prior to undertaking any additional 

work or activity. Further, the approval shall be based on how far teaching staff 

members fully and satisfactorily accomplish their duties, taking into consideration the 

impact of their additional activities on current responsibilities. 

 Increase of Teaching Workload  

When a teaching staff member is engaged in additional teaching workload 

(over the specified workload), it shall be calculated according to the educational 

qualification and on the basis of 50% of daytime salary divided by daytime monthly 

workload. 

Summer class remunerations shall be calculated on the basis of teaching hours 

whose value is determined as per the financial regulation in BPCs. 

 Assigning to Work:  

When one of BPCs senior administrative staff (such as the Chairman of Board 

of Trustees, the General Supervisor, the General Supervisor deputies, or the Dean) 

assigns a faculty member to perform tasks or duties that are not within the scope of 

their regular responsibilities, then compensations may include additional 

remunerations, exemption from work, or provision of employees for administrative 

support. 

 Counselling work: 

This applies when an external organization provides a faculty member with 

remuneration for his/her work. Such work shall however not make any form of conflict 

with his/her work at BPCs. Furthermore, teaching staff shall not, under any 

circumstances, identify themselves as working on behalf of BPCs or as representatives 

thereof as well as obtaining the prior approval from the authorizer. 

4-3 Assistant Academic Staff Compensations  

 

The aforementioned rules and teaching staff remuneration policy shall be applied 

to assistant academic staff according to the workload assigned to them and in 

accordance with that specified in teaching staff financial regulations. 

5. Professional Ethics Policy 

About the Policy:  
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This policy describes professional conduct relationships, different professional 

ethics, forms of professional misbehaviours, disputes, solutions, and procedures that 

should be followed in such cases. 

(See Code of Ethics Manual of BPCs) 

Individuals who should be aware of this Policy: 

 Chairman of the Board of Trustees 

 BPCs General Supervisor  

 Legal Adviser  

 Dean of the college  

 Department Managers/ Unit Managers 

 Teaching Staff 

 Accounting / Finance Staff 

 Students 

 All Employees 

5-1 Introducing Policy  

 

BPCs realize that as much attention paid to and benefits given for teaching staff 

members, the latter should therefore take on several responsibilities, namely, 

compliance with professional ethics and behaviour standards. Teaching staff in BPCs 

shall be responsible for performing different tasks with good behavioural expectations. 

 As Researchers:  

When conducting research projects, faculty members seek to acquire 

knowledge and truth and therefore must uphold the highest levels of accuracy, ethical 

standards and recognition, and must always show intellectual honesty and not allow 

other interests to influence the freedom of inquiry. 

 As Teachers: 

Faculty members should urge their students to learn and demonstrate respect 

to students through maintaining their appropriate roles as intellectual instructors, 

advisors and advocates of university freedom. They should also promote honest 

behavior in addition to assessing students’ work fairly and objectively. In addition, 

they should not inappropriately exploit, annoy, or discriminate against students on the 

grounds of anything.  
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 As Colleagues  

Faculty members should treat each other respectfully and should not prevent 

others from taking responsibility of research. Moreover, they should be objective in 

terms of demonstrating professional recognition to other academic members in 

addition to accepting their part of responsibility in institutional governance. 

 As members in BPCs Community 

They should have the right to express opinions freely and seek for improving 

BPCs performance and policies. 

 As individuals who preserve the same responsibilities and rights like 

others in BPCs. In addition, they should not speak on behalf of BPCs if 

they are not authorized to do so. 

 

 

5-2 Violation of Code of Ethics by Faculty Members 

Certain forms of teaching staff’s behavior represent a violation to the code of 

ethics in conjunction with their university-related duties and behaviors. Such behaviors 

would compromise the trust of teaching staff members and the integrity of the 

institution. Therefore, BPCs will take certain actions to ensure teaching staff’s full 

understanding of such policies and sharing of responsibility for preventing violation of 

code of ethics. 

In case code of ethics is violated, BPCs ensure immediate action by taking 

necessary measures. Moreover, if violations are repeated in future, the concerned party 

will receive severe punishments. 

In certain exceptional cases, the Board of Trustees shall have the right to punish 

any teaching staff for behaviors not included into this document. BPCs are strictly 

committed to protecting the Academic Freedom. Furthermore, when teaching staff 

members participate in scholarly discussions, BPCs respect the presentation of their 

views, materials, and topics as long as they are appropriately presented and respect the 

culture, values, and ethical behavior of the society. 

Forms of code of ethics violation: 

 Any academic misconduct that does not represent academic 

righteousness, which may include falsifying or fabricating data, 

plagiarizing others’ scientific literature paying no attention to intellectual 
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property rights, non-compliance with research standards (including 

protection of human subjects), forging, or fabricating qualifications, 

intentional deception, or any other activities compromising teaching staff 

members’ ability to assume their principal role in teaching, research, or 

services. 

 Conflict of interest, where behaviors are associated with personal or 

family relations or interests inside or outside BPCs. 

 Abandonment of job where teaching staff members quit completing their 

duties and fulfilling their responsibilities. 

 Violating confidentiality and faith in respect of accessing BPCs private or 

privileged data without official delegation. 

 Misuse of BPCs funds, equipment, or facilities when used for purposes 

other than those for which they are assigned. 

 Violating intellectual property rights of colleagues, students, or any other 

parties. 

 Accepting unethical relationships, including a relationship between a 

teaching staff member and a student (or between a teaching staff member 

and another university staff member), which goes beyond the 

professional academic nature of the relationships. 

 Harassment committed against individuals for discriminatory behaviors 

based on race, age, or gender. Harassment forms may include oral, 

written, or physical abuse of individuals such as indecency, threats, 

humiliation, or anything that may disrupt job performance (However, 

BPCs comply with the ethics of free debate and open discussions of 

academic freedom). 

 Violating BPCs policies and procedures. 

 Being accused of integrity or righteousness-related crimes. 

 Violating professional ethics, indicating that faculty members don not 

maintain professional standards. 

 

5-3 Procedures  

In case a faculty member violates code of ethics, the university community 

members should attempt to address this violation through existing administrative 
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channels. The staff member who is directly responsible for the violated staff should be 

notified of the violation. Then, s/he may seek to solve the violation according to BPCs 

policies and procedures. The violation can however be referred to higher administrative 

levels if required. 

5-3-1 Amicable Solutions 

In case a satisfying solution is achieved, an amicable mediation can be 

triggered by the dean whenever necessary. Amicable mediations occur at the college 

level in order to find unbiased individual who works with the concerned parties to settle 

the violation of code of ethics. 

5-3-2 Regulatory Complaints  

 In case an amicable solution fails, a regulatory complaint can be submitted.  

 The process of submitting   a regulatory complaint complies with the 

standards stated in BPCs policies, procedures, and rules. (Refer to the 

Professional Ethics Manual of BPCs). 

5-3-2-1 Complaint General Regulations: 

 Beginning of Process:  

Filing in a written regulatory complaint to a senior administrative and 

regulatory level. The complaint should contain the following: 

 Name of plaintiff, job, address, email, and phone number. 

 Name of defendant. 

 Statement of the potential misconduct. 

 Names of individuals who have information related to the incident. 

 Any other information that may help with the investigation and settlement 

of the complaint. 

 Signature of plaintiff. 

 Notifications and Procedures:  

The individual who receives the complaint shall confidentially inform the 

concerned parties - the plaintiff and defendant -, the head of department under which 

the plaintiff works, and the dean of the college. Then, s/he should send the documents 

to the concerned party for review. 

 Temporary Action:  

The General Supervisor discusses with the dean of the college the possibility 

of taking a temporary action whilst examining the complaint. It may be necessary to 
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take such temporary actions in case there is an imminent threat to BPCs members or 

facilities, a potentiality of a criminal infringement of the Kingdom laws, or an urgent 

need to protect the resources of BPCs (including equipment, funds, facilities, a need to 

exert efforts to ensure maintenance of related evidence, or to ensure that witnesses are 

not inappropriately influenced). 

 Formation of a faculty members Investigation Committee: 

The General Supervisor shall, on annual basis, compose a Teaching Staff 

Conduct Review Committee of three members. A fourth member (reserve) shall be 

added in circumstances where one of the three original members has a conflict of 

interest or fails to attend a meeting. The Committee shall include people with the 

necessary experiences to address issues of special nature and one of them must have a 

legal background. None of the Committee members shall have a real (or virtual) 

disagreement with the case. 

 Investigation:  

Investigation shall be started by the competent authority (the composed Investigation 

Committee) within three days to identify the case factors and the nature and scope of 

investigation. The Committee shall set a date for the investigation meeting and inform 

the office of the chief officer of the relevant parties to notify them of the date and place 

of meeting. 

 Hearing the investigation subject-matter:  

The Chairman of the Committee shall hear the complaint within five days. During this 

period, the Committee may review additional evidences or testimonies of complain 

parties, call to record testimonies and summon and examine witnesses. Each party may 

seek advice from a lawyer. Hearings shall not be attended by university community 

and the public. 

 Preparation of the Investigation Committee report:  

Upon completion of hearing, the Committee shall prepare a report including a full 

description of the claims, evidences, testimonies and the achieved conclusions. Such 

report shall include a recommendation on its suggested action in one of the following 

forms: (A) rejecting charges or (B) imposing penalties. The Committee shall clearly 

identify the reasons behind such recommendation. The Committee report shall be 

submitted within seven days from completing the investigation conducted by the 
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Committee. The Committee may request a five-day extension upon the approval of the 

General Supervisor. 

 Committee decision: 

 The Committee shall prepare a written statement, including the decision in the case 

and the reasons thereof, as well as, the details of the imposed penalties, to be submitted 

to the General Supervisor for approval. The Deputy Supervisor for Educational Affairs 

shall inform the Head of the Department and the Dean of the College where the accused 

person works of the final status of the case. 

 Penalties:  

Potential penalties may include: 

 verbal warning  

 warning/reprimand  

 cancellation of benefits (a period not exceeding one academic year) 

 withholding promotion for Saudis (for maximum one academic year) 

 temporary suspension from work  

 termination of service in BPCs  

5.3.3 Appeal  

The party affected by the decision may appeal the decisions taken in cases of violation 

of professional rules of ethics, in all cases, within a maximum period of three days 

from the date of notifying the parties of the decision. The policies, procedures and rules 

set forth in BPCs' Professional Ethics Manual will apply. 

6. Low Academic Performance Procedures 

6-1 Objectives 

The policy aims at defining the process of reviewing the performance of teaching staff 

members and their repeated low performance and identifying the procedures in relation 

to the termination of teaching staff members due to repeated low performance. 

6-2 Repeated Low Performance 

 A teaching staff member low performance appears when he/she fails to 

discharge his/her professional duties as defined in the Teaching Staff 

Handbook and detailed in the BPCs' regulations, policies and 

procedures. 
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 According to the established procedures, repeated failure to discharge 

academic duties by a teaching staff member in the presence of 

opportunities for professional development may lead to the 

consideration of his/her termination from BPCs. 

6-3 Procedures Related to the Termination of a Teaching Staff Member Due to 

Repeated Low Performance  

 

6.3.1 Policy 

BPCs is keen on appointing teaching staff members who show signs of success 

in the academic realm. In this context, BPCs comply with the principle of academic 

freedom and the long-term employment system. Indefinite employment contracts, 

continuing contracts and long-term regular contracts do not hinder the accountability 

of any teaching staff member when failing to discharge his/her academic duties. As far 

as BPCs is committed to appoint teaching staff members and ensure performance 

excellence, it is also committed to upgrade and develop their performance. Thus, 

regular and careful review of teaching staff performance is a part of BPCs commitment 

to support all of its staff. 

6.3.2 Implementation  

6.3.2.1 Due Process before Termination  

 The staff performance review and development system in BPCs shows the 

general acceptable level of performance, which meets the academic 

responsibilities of the teaching staff. This is a requirement for the development 

of teaching staff performance and also shows the teaching staff right to 

challenge in case of any disagreement related to evaluation. 

 Head of the relevant department shall, on an annual basis, assess each member 

of the teaching staff using the appropriate criteria and methods approved by 

BPCs to the contributions of teaching, scientific research and community 

service in accordance with the reference systems to develop BPCs' teaching 

staff performance. BPCs shall develop a professional development plan for the 

teaching staff member whose performance is, in the opinion of the head of the 

relevant department, below expectations. The professional development plan 

should define the deficiencies and propose ways of improvement. 
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 (Skills and capacity development of teaching staff members) is the term used 

by Buraydah Private BPCs for investing in the teaching staff. If the head of the 

relevant department realized that the performance of any teaching staff 

member is below expectations, he/she shall develop a written plan with that 

teaching staff member to improve his/her performance. Such plan may include 

appropriate provisions such as providing opportunities for member 

development within BPCs campus, reducing the burden of teaching or school 

vacations, providing advice or changing teaching tasks. 

 Head of the department may invite BPCs administration to helpdeveloping the 

plan including the provision of additional resources, when needed. The 

teaching staff member may reject any recommended plan to improve his/her 

performance level, however, he/she should be aware that repeated law 

performance and failure to meet expectations is a main reason for termination. 

 

6.3.3 Recommendations of Termination  

According to the assessment results indicating a general repeated decrease (less than 

expected or unsatisfactory) in a teaching staff member performance within two 

consecutive years or twice within three years, which may be based on the member 

failure to achieve the average of meeting expectations or submit assessment documents 

without acceptable reasons, the head of department may recommend the Dean of the 

college to compose a review committee to consider such issues. When making such 

recommendation, the head of the department must state the following: 

 nature of the failure to meet expectations. 

 head of department viewpoint towards the reasons for such failure. 

 number of years the member failed to meet expectations. 

 the member's extent of commitment to the requirements of any 

professional development plan. 

The review committee shall make a recommendation on the above conclusions, 

and it may suggest a development plan for the teaching staff member over a 

period not exceeding one year. 

 If the review committee in the college recommended the relevant Dean to 

terminate a staff member and the recommendation was approved by the 

Dean, the Dean shall refer the recommendation with his own assessment 



  
 

42 
 

of the situation to the Deputy Supervisor for Educational Affairs. In this 

case, the file should also include the review committee assessment 

 of the nature of the failure to meet expectations, reasons for such failure, 

number of years the member failed to meet expectations and the member's 

extent of commitment to the requirements of any professional 

development plan. 

 The Deputy Supervisor for Educational Affairs shall compose a committee 

to assess the situation. If the committee made a recommendation to 

terminate the teaching staff member, the Deputy Supervisor for 

Educational Affairs may review the recommendations. In case of approval, 

he/she may recommend the General Supervisor to terminate the staff 

member. If the General Supervisor approved such recommendation, the 

staff member may appeal that decision. 

 The results of any repeated failure shall not affect the academic freedom 

or be used as a cover to terminate people from service in a discriminatory, 

unfair or arbitrary manner or based on personal considerations. 

6.3.3.1 Appeal against Decisions 

In cases of repeated low performance, a decision may be appealed, particularly 

when objection is on the grounds that the procedures has not been adequately applied 

or the termination of service was in a discriminatory, unfair or arbitrary manner. A 

teaching staff member must file their appeal within seven days of being notified of the 

decision. An appeal should include the reasons thereof, as well as, the supporting 

evidence. 

 The General Supervisor may compose a committee of three members to 

consider the appeal. If such committee is composed, it shall review the appeal within 

seven days. The committee may have access to all the documents related to the appeal. 

The committee shall review all the documents then make a recommendation to the 

General Supervisor. If the committee considering the appeal concluded, based on 

evidence, that such rules and procedures have not been duly and well applied, the 

committee shall recommend the General Supervisor to stop the termination procedures. 

It must be taken into account that the Committee should include a member with a legal 

background, who should hold at least the same scientific and academic degree as the 

appellant staff member. If there is no such member in BPCs, the General Supervisor 
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shall assign someone meets the requirements from another university based on a 

nomination from that university.  

The General Supervisor shall have the final authority to confirm termination, 

grant a teaching staff member more time to meet expectations or reject the penalty and 

its results. The General Supervisor decision in this stage shall be final.    

7. Intellectual Property Policy 

 

About the Policy:  

The policy describes BPCs' types of intellectual property, the rights resulting therefrom 

and the actions to be taken in cases of failure to maintain intellectual property in BPCs. 

Individuals who should be aware of this Policy: 

 Chairman of the Board of Trustees 

 BPCs General Supervisor  

 Legal Advisor/ Legal Department 

 Dean of the college  

 Department Manager/ Unit Managers 

 Teaching Staff 

 Accounting / Finance Staff 

 Students 

 All Employees 

7-1 Policy  

BPCs believes that science and research contribute to the achievement of  its 

mission, as scientific and research efforts benefit community and BPCs' educational 

environment. This policy applies to all teaching staff members, employees, student and 

others who use BPCs facilities and receive salaries, wages, benefits or any other form 

of support therefrom. 

Key definitions 

 University research 

University research is a research or a development activity related to the duties 

and responsibilities BPCs compensate individuals for carrying out or those consuming 

a great deal of BPCs resources or facilities (including student and employee works). 
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"Great deal of BPCs resources" means an extraordinary level of using office space and 

office equipment and resources or staff time. 

 Producer (creator)  

Producer (creator) person refers to an author, inventor, developer, designer or 

intellectual property owner. BPCs shall reserve its full right to any intellectual property 

resulting from university researches. All creators should declare all intellectual 

properties and authorize to BPCs the rights related to such intellectual properties. BPCs 

shall share with the creator (producer) the income resulting from such intellectual 

property as shown in this policy. 

Intellectual properties include: 

 Patents 

BPCs shall have the right to all patents resulting from any scientific research 

conducted therein or funded by them. 

 Copyright  

BPCs shall have the right to publish all materials, including those 

electronically stored, commensurate with the academic traditions. In normal 

conditions, BPCs shall not claim copyright of textbooks, scientific articles, research 

papers, academic theses or artworks, but creators reserve such copyright - unless such 

works are carried out according to conditions authorizing copyright to people other 

than the creator (producer): 

In addition, when BPCs assign its employees to certain tasks, BPCs shall 

reserve the ownership of the produced work, unless it has been determined, from the 

beginning, that the producer (creator) is the owner. 

 Other intellectual properties  

BPCs shall reserve the intellectual property rights of all other forms (including 

product commercial secrets or trademark) produced through it. The things related to 

intellectual property and not provided for in BPCs regulation or this Handbook shall 

be governed by the laws established in the Kingdom. 

7-2 Intellectual Property Advisory Committee  

BPCs General Supervisor shall compose an Intellectual Property Advisory Committee 

(the Higher Academic Committee shall undertake the Committee's functions until 



  
 

45 
 

composition). Such Advisory Committee shall provide advice and recommendation to 

BPCs General Supervisor on: 

 the guidelines and procedures for the implementation of this policy; 

 proposing amendments to this policy; 

 granting exceptions for individuals in this policy; 

 BPCs ownership of certain inventions; 

 other matters the General Supervisor deems appropriate. 

The Committee shall also report to the General Supervisor on the important 

matters related to the implementation of this policy. 

 

7-3 Procedures  

BPCs shall approve a set of procedures and controls ensuring the implementation 

of previous policies. 

 Disclosure  

Any invention that can initially be conceived or implemented to support the 

researches conducted by the teaching staff members or employees shall immediately 

be disclosed. This shall be done through a written notice to the Intellectual Property 

Advisory Committee. Everyone should contribute, in every necessary way, to protect 

BPCs intellectual property of inventions. 

 Waiver of rights  

Creators shall waive all the intellectual rights to BPCs in writing, unless BPCs 

have decided that the creators shall reserve the intellectual property (if this in favor of 

BPCs). In this case, BPCs shall provide a waiver document. 

 Return distribution  

When BPCs receive any material return related to an intellectual property, such 

return should initially be used to cover all the costs and expenses incurred by BPCs 

(e.g. costs of registration of patents, copyrights or trademarks; or licensing, protecting, 

implementing or marketing intellectual properties), while the remaining money shall 

be distributed in accordance with the controls approved by the Board of Trustees. 

8. Teaching Responsibilities of Staff Members 

About the Policy:  

This Policy describes the teaching loads expected to be carried by teaching staff 

members in BPCs. 
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Individuals who should be aware of this Policy: 

 Chairman of the Board of Trustees 

 BPCs General Supervisor  

 Legal Advisor/ Legal Department  

 Dean of the college  

 Department Manager/ Unit Managers 

 Teaching Staff 

 Accounting / Finance Staff 

 Students 

 All Employees 

8-1 Policy  

For BPCs educational mission to be achieved, it is expected from the teaching staff 

members to achieve excellence in teaching. In addition to teaching in classes, teaching 

responsibilities also include providing advice to students. BPCs adopt policies 

emphasizing that the pursuit of excellence in teaching involves accepting 

responsibilities towards BPCs by undertaking education, discovery and participation 

activities. It is also expected from staff members as dedicated researchers to undertake 

such responsibilities out of commitment towards the students, each other and BPCs. 

All teaching staff members shall be accountable for undertaking the following 

responsibilities to BPCs through tasks and events during the academic year. In 

addition, they are responsible for continuously pursuing effective performance and 

improving teaching strategies. 

8-2 Commitment to work time  

Teaching staff members shall undertake the responsibility of attending their 

classes at the times and places determined by the relevant officer in BPCs. In order to 

enable the academic departments to take appropriate actions, the teaching staff 

members shall notify the supervising authority in cases of absence and failure to take 

appropriate arrangements for their classes. The teaching staff members shall be 

responsible for informing the head of the department in case they need to change the 

determined class time or place. 

8-3 Behavior in the Classroom  
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It is expected from the teaching staff to maintain the classroom environment 

so as to support positive learning and free exchange of ideas. The teaching staff must 

promote and encourage the students' quest for knowledge acquisition, while showing 

courtesy and understanding and respecting students as individuals. 

The teaching staff members shall undertake the responsibility to exert all 

reasonable efforts to ensure that student assessments reflect their true performance, are 

based on their academic performance and are based on professional grounds rather than 

things irrelevant to performance, such as personality, political activity, personal 

beliefs, race, religion, color, disability, gender or age. 

 

8-4 Confidentiality of Students’ Records  

Student Records and their relevant financial records are confidential. However, 

confidential student information may be released in the following two reasons: 

 For review by parent or guardian. 

 For review by BPCs' authorized employees with permitted educational 

interest. 

8-5 Conflict of Interests  

A conflict of interests may arise when a staff member has duties towards more 

than one person or group. In cases of such conflicts, it is impossible for both persons 

to take actions based on good awareness. Therefore, the teaching staff in BPCs must 

avoid any conflict of interests or the like. Generally, a conflict of interests may arise if 

a staff member has been involved in a decision affecting a family member, adversely 

affects BPCs or bringing benefit to an external organization with a personal gain. 

Examples of difference in interest are as follows: 

 Teaching family members (i.e. husband, wife, parents, brothers, sisters, 

sons). 

 Accepting gifts from students, their relatives or a family member. 

 Supervising over or participating in a decision affecting a family 

member. 

 Working outside BPCs with competitive entities or organizations with 

interest different from those of BPCs without a written permission from 

the competent authority. 

 Favoritism towards employees or supervisors. 
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Wherever a conflict of interest arises, the teaching staff member should 

disclose it to its Supervising Authority as appropriate, and the Supervising 

Authority shall be responsible for determining the appropriate decision. 

8-6 Syllabus  

Teaching staff are responsible for distributing the syllabus to all registered 

students within the first week the semester. The course should at least include the 

following information: 

 Course description. 

 Course Learning Outcomes. 

 Schedule of lectures or lab sessions 

 Sudden evaluation procedures. 

 Course procedures and teacher assessment. 

 Contact details. 

 Office hours. 

 Teaching resources. 

Syllabus should be deemed as contract for the course, therefore, amendment 

to the syllabus should only be made in extenuating circumstances. In case of necessary 

amendment to the syllabus, all students should be informed. Such amendment should 

not be biased in favor of students and encourage BPCs to develop its syllabus-related 

standards. 

8-7 Communication with Students outside Classroom  

BPCs provide the colleges with e-mail services to enable the teaching staff, 

employees and administrators to more effectively communicate with students. E-mail 

is the formal mechanism for communication in BPCs. Correspondence between a 

professor and his/her students must be by BPCs e-mail. It is expected from the teaching 

staff and students to regularly check their e-mails. 

8-8 Dates of Final Exams  

All final exams shall be conducted in accordance with the schedule issued by BPCs 

based on the university calendar. Unplanned amendments are in violation of BPCs 

policy, and amendments, in extenuating circumstances, can be considered, if they are 

in accordance with the General Guidelines. 

8-9 Final Marks  
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Teaching staff are responsible for submitting all final remarks as scheduled. At the end 

of the semester, the teaching staff should provide the head of the department with a 

comprehensive file for each course, including the following: 

 Course scheme. 

 The course material used in the assessment of the student. 

 Detailed analysis to the assessment procedures and the marks used to 

assess the students. 

 Any other subjects added by the department. 

8-10 Assessment of Marks and Grades & Review  

Teaching staff members are expected to use at least three different procedures in 

the assessment of student academic performance. Teaching staff members are 

responsible for provide assignments and graded examinations within a reasonable 

period of time. Students shall have the right to review and discuss the assessed 

coursework, to receive a comprehensive review for their classroom performance and 

score grades and to review their grades before the final exams. 

8-11 Student Attendance 

Teaching staff members shall be responsible for tracking student attendance, 

ensuring that all attending students within teaching hours are formally registered, 

attendance in the class is not among procedures of assessment. Non-attendance shall 

not make the teacher decrease student marks as per student Handbook in BPCs. 

Furthermore, students may not be absent for more than 25% of teaching hours during 

the single semester. 

8-12 Student Handbook 

Teaching staff members are expected to be aware of BPCs policies defined in students’ 

Handbook. 
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Conclusion: 

It's my pleasure to extend my thanks and appreciation to the employees of the BPCs for 

their continuous, and true efforts driving the development and update, which became 

characteristic of the work inside BPCs. Believing that collaboration is the only right way to 

achieve progress, we launched the development and update campaign related to the working 

manuals inside BPCs, for they are a gateway to a collaborative life featured with the 

mechanism needed to improve the academic work. 

Therefore, the responsibilities and strategic objectives have been set, and the humans 

were paid the due attention. As a result, teaching staff members manual is considered the 

first regulatory document that regulates their relations inside BPCs.  

I take pride in presenting such manual to BPCs’ Board of Directors, boards of trustees 

therein, my colleagues -the teaching staff members-, the administration officers and my dear 

students. It is one of the efforts along the way of development and update. I wish Success for 

Everyone.     
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 Dr Ali Bin Mohammad Al Moheimeed  

  -BPCs General Supervisor 

 

 

 

 


