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Summary:

The university's compiled employee handbook details all policies, procedures,
systems, regulations and decisions.

Appointment: It is required for someone to be appointed to a job, or
contracted with him to perform its tasks in accordance with Articles (93), (94)
and (95) of the regulations, the most important of which are:

A- Saudi nationality, provisions prohibiting this.
B - Completing eighteen years of age.

C- Healthy fit for service.

D - Good morals.

E - Having the qualifications required for the job based on the job
classification in the civil service. He has not been sentenced to a legal penalty,
retaliation, or imprisonment for a period exceeding one year, or conviction
and punishment for any of the following crimes: bribery, forgery,
embezzlement, smuggling, promoting, or trading in drugs or intoxicants, or
he has been convicted and at least one year has passed since the end of his
execution. Punishment or exemption from it.

G - Not dismissed from state service for disciplinary reasons, or was
dismissed and at least one year has passed since the date of dismissal.

Upgrade:

Promotion is a means of advancement and career development for an
employee and is linked to his level of performance. It is in no way considered
a binding entitlement on the government entity towards its employees. Article
(48): The most important of them.

A- An employee may be promoted to the tenth rank or below under the
following conditions:

1- The position to which one is actually being promoted is actually vacant.
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2- The candidate for promotion must have the qualiﬁcatiohs;é@ndn T
experience required for the position to which he is to be promoted in
accordance with what is specified in the job classification in the civil service.

3- The position to which one is to be promoted must be classified in the rank
immediately following the rank held by the candidate for promotion.

B - The following periods are not counted for the purpose of completing the
period of experience required for the position to which one wants to be
promoted:

1- The period of exceptional leave.

2 - The period of loan to non-governmental agencies, regional or international
bodies and organizations

3 - The duration of the scholarship, delegation, or study leave if the purpose
of any of them is not achieved.

4- The period of absence if it is not counted as official leave.
5- The period of restraint if a penalty is issued against him

Article (49): An employee may not be considered for promotion in the
following cases:

A- If he 1s on scholarship or delegated to study, or attached to a training course
exceeding (six) months at home or abroad.

B - If he is on academic or exceptional leave. C- If he is handicapped, or
referred to trial in matters related to his job or matters that are contrary to good
conduct and morals. D- If he was punished by deprivation of the bonus or
deduction from the salary for a period of fifteen (15) days or more,
consecutive or separate, during the year preceding the date of consideration
of his promotion. E- If a job performance evaluation was prepared for him in
the last year with a rating of less than (good) or its equivalent.

Article (54):
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A- He must have the minimum academic qualification required foni > jeoliator
the job he wants to be promoted to, according to what is specified in the job
classification in the civil service.

. B- He must have obtained a job performance evaluation result in the last year
of no less than (excellent) or its equivalent.

C - The candidate must not be more than fifty-five years old.
D - He must have spent at least one year in the position he holds.

E - The number of those promoted in the fiscal year does not exceed (1)
percentage of the number of positions subject to the general employee salary
scale in the entity, and does not exceed (50) employees per year.

G - The promotion shall be through a committee headed by whomever the
competent minister deems appropriate, and with membership of whomever he
deems appropriate, provided that among them is the person responsible for
human resources in the entity and the person responsible for financial affairs
therein, in addition to a representative from the Ministry of Finance and a
representative  from the Ministry of Human Resources and Social
Development, and the promotion shall be approved. By decision of the
competent minister.

Article (56):

An employee may not be given an exceptional promotion unless at least three
years have passed since the previous exceptional promotion.

Atrticle (57):

It is not permissible to combine more than one promotion during one year.
The promotion decision shall be issued by the authority that has the authority
to appoint, and the promotion shall be effective from the date of issuance of
the decision, and shall not be retroactive.

List of financial rights and benefits

First - Approval of the attached formula regarding the preparation, numbering
and arrangement of the articles of the list of rights and financial benefits).
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Second - Approval of the attached formula regardingwtheisjgolisaloc
preparation, numbering, and arrangement of articles (List of Financial Rights
and Benefits). Minister of Civil Service

First - salaries and bonuses
Article One: The most important of them

If the employee is promoted from the beginning of Muharram, he is granted
the increase prescribed for the promotion in accordance with Article (18/B) of
the Civil Service Law, then he is given the periodic increment based on the
grade he deserves in the rank to which he is promoted.

Article two:

An employee who is appointed to a job subject to the civil service system will
be placed in the grade that is equal to or directly above the salary he received
in his previous job, depending on the circumstances. If this salary exceeds the
last grade in the rank of the job to which he is appointed, he will be granted a
monthly bonus equal to the difference, and this bonus will decrease by the
amount What he gets after that is an increase in his salary.

Article Eleven:

If an employee is assigned to participate in a committee, the entity to which
he belongs shall bear what he is entitled to in terms of allowances,
compensation, or reward.

Article Thirteen:

If an employee working abroad is seconded to perform an official mission
within the Kingdom or within the country in which his workplace is located,
he will be treated as an employee seconded inside.

Article Thirty-Four:

It is not permissible to combine overtime remuneration with assignment
allowance.
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In the event of an employee suffering from a disability or impairment that
permanently prevents him from working, or to his heirs in the event of death,
if the death or disability arises due to work, a compensation amounting to one
hundred thousand (100,000) riyals (3) will be paid to anyone who suffers a
partial disability or permanent disability that does not prevent him from
performing his work. If they suffer due to work, compensation is estimated on
the basis of the percentage of disability that he sustained, estimated on the
basis of the compensation referred to, and the report on the percentage of
disability shall be from the competent medical authority. 1) Cabinet
Resolution No. (551) was issued, dated 12/25/1437 AH, included in Clause
(Fifth): “The maximum limit for the reward paid to an employee for overtime
hours (work outside official working hours) shall be (25%) of the basic salary
for the days of assignment and (50%) on official holidays or holidays. 2))

Royal Order No. (A/158) was issued, dated 7/25/1438 A.H., stipulating (first)
the return of all allowances, rewards, and financial benefits to state employees,
both civilians and military, referred to in Council of Ministers Resolution No.
(551), dated 12/25/1437 A.H., which had been canceled. Or amend or suspend
it to what it was, and (secondly) this order shall be effective as of its date. 3)
Council of Ministers Resolution No. (145) dated 3/21/1436 AH stipulated that
a grant amounting to (500,000) five hundred thousand riyals be disbursed to
the families of the deceased due to (Coronavirus) working in the governmental
or private health sector, whether civilian or military, and Saudi. Whether he is

a Saudi or non-Saudi, this shall apply as of the first infection with the virus
recorded on7/5/1434 AH

The Council of Ministers also issued Resolution No. (168) dated 10/3/1442
A.H. The judge will disburse an amount of (500.00) to a worker in the
government or private health sector, whether civilian or military, and whether

Saudi or non-Saudi, provided that this is effective from the date of registration.
The first infection with (the virus) was on 7-7-1441 AH, the thirty-sixth (1)

2)(3)

The employee is paid a monthly transportation allowance according to the
following categories:

500 riyals - for grades one to five. 700 riyals - for grades six to ten. 900 riyals
- for grades eleven to thirteen. The seconded employee who is assigned to
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additional transportation allowance equivalent to each day of his assignment

or secondment for each day of his assignment or secondment.

A ratio of (1 to 30) of the monthly transportation allowance allocated to his
salary.This allowance may be paid instead Providing the appropriate means of
transportation for employees whose nature of work requires continuous travel,
provided that the Minister of Finance and the Minister of Human Resources
and Civil Social Development approve this.

Article Thirty-Seven:

Ministries and government departments with work centers located not far
from cities provide transportation for employees to and from work, in addition
to the monthly transportation allowance, provided that this is done on the
regular means of transportation used for requests. Ministries and government
departments also transfer employees who work alternately between nine in the
evening and six in the morning by the same means.

Third - General provisions
Article Fifty-Five:

Allowances are paid every month in addition to the employee's salary and are
reduced by the percentage of salary decrease. Their payment is stopped if the
salary is stopped. Allowances are not paid when compensating for leave or in
the case of scholarship. Article fifty-six

1) The deficiency in Article (53) was amended pursuant to Civil Service
Council Resolution No. (1675/1) dated 3/29/1433 AH. 2) The Civil Service
Council issued Resolution No. (1760/1) dated 7/18/1434 AH approving the
recommendations of the Allowances Committee regarding elements

Determine the percentage of remote areas allowance. 3) Royal Order No.
(A/69) was issued, dated 4/9/1436 AH, ruling to abolish a number of
government agencies, including (the Council civil service). A - Ministry of
Finance. b Ministry of Human Resources and Social Development. C. The
relevant ministry or governmental authority, whose mission is:
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Reviewing the allowances stipulated above and the jobs subjeot.t@iigelisalos
them and proposing additions or amendments to them. 2 - Considering the
allowances that may exist in the future and the provisions regulating them,

and the committee’s previous recommendations are taken into account when

setting the relevant regulations. It is also the committee’s mission to monitor

the proper implementation of the provisions regulating the allowances and the

jobs subject to them.

Its recommendations are presented to the Service Council to decide what it
sees in their regard.

Chapter (Complaints and Grievances)

Responsibility for implementing the communication and collaboration policy
rests with all members of management. However, senior management and key
department leaders are expected to be among those primarily responsible for

Effectively implement and promote the policy throughout the university.
Separating complaints and grievances

Grievances platform

Within the framework of the Deanship of Human Resources’ keenness to
provide an attractive work environment and build a positive institutional
culture that supports the achievement of the university’s goals and is
consistent with its values in accordance with its strategic plans and to work in
accordance with the executive regulations for human resources in the civil
service, Article Eight, Paragraph (G), which stipulates the preservation of the
employee’s right to file a grievance and express his point of view. In the event
of a violation of one of his job rights, in accordance with the provisions
regulating that and in accordance with the regulatory framework for
performance management.

Article Fifteen stipulates that a committee of three members shall be formed
in the government entity, by decision of the competent minister, including the
Director General of Human Resources.
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