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:  

OUR VISION  
 Creative knowledge system for a productive society 

 Building a competitive knowledge society through an advanced 
educational environment, scientific research, and effective 

community initiatives and partnerships 

OUR MESSAGE  

OUR GOALS  
Diversification 

and development 
of income  

sources 

Escalating  
the efficiency of 
physical, human, 

and technical 
resources 

Development  
of an attractive 
and stimulating 

institutional 
work 

 
Designing  

prominent educational programs 
that meet the needs of the 

labour market 

 

Building  
an advanced 

scientific research 
system 

 

Enhancing  
morals, 

pertinence, and 
moderate thought 

among students 

Proposing  
effective community initiatives 

that enhance the role and 
reputation of the university 

 

Perfectness, Responsibility, Institutionalism, Teamwork, Creativity, 
Competitiveness, And Effectiveness 

OUR VALUES  
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Introduction 
On believing in what Bisha University feels about the importance of the 
educational process and involving the student in this system with an influential 
and effective role, we provide the organizational guide for the Student Advisory 
Council.  

Article (1) definition  
It is an advisory body that aims to achieve effective student participation in the 
university decision to develop the academic process and group students' views 
on what is provided to them from educational and service activities to reach a 
creative knowledge system for a productive society.  

Article (2) location 
The University of Bisha and its branches.  

Article (3) the council goals 
1. Participating in building the student’s integrated personality and 

developing it nationally, socially, and culturally within the principles of 
Islamic Sharia  

2. Developingaleadershipspiritamongstudentsandgivingthemtheopportunit
yto express their responsible opinions  

3. Enlightening students about their rights and duties in accordance with the 
university regulations in force  

4. Attention to student issues, follow-up, and work to solve problems in 
cooperation with the university administration  

5. Working on providing a healthy environment for discussion and opinions' 
exchange  

6. Promoting the spirit of cooperation and the concept of teamwork among 
students  

7. Supporting, promoting, and raising the efficiency of cultural, scientific, 
social and sports activities  

8. Urging students to contribute actually and effectively to planning and 
organizing all aspects related to their affairs and studies  

9. Sharing with the university its responsibility in developing student 
services in the light of actual needs  

10. Reinforcing ties between students and academic and administrative staff 
members  
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Article (4) the University Student Advisory Council committee  
The student advisory council is formed only for one academic year and its 
members include:  

1. University President  
2. University Vice President for Educational Affairs  
3. Dean of Student Affairs  
4. Dean of Admission and Registration  
5. Vice Dean for Student Services  
6. Female Vice Dean of Student Affairs  
7. A representative student for each of the university's student colleges  
8. A representative student for each of the university’s female colleges  

Article (5) the college Student Advisory Council committee  
The student advisory council within each college is formed only for two 
academic years and its members include:  

1- Dean of college  
2- The Vice-Dean for Academic Affairs  
3- Vice Dean for Student Affairs  
4- A representative student from each of the college departments  

Article (6) Student membership controls for the Student 
Advisory Council  

1- The Dean of each of college within the university nominates a male and 
female student from each of the college’s departments who meet the 
following conditions: 
A) A regular student in his academic program  
B) GPA not less than 3.5 out of 5 
C) No conviction of any behavioural or scientific work 
D) Effective participation in student activities and voluntary work  

2-  Membership shall be terminated in the following cases:  

A) Failing to attend the council meetings without excuse three times, the 
council chairman issues the decision in such cases.  

A) Written resignation by the member.  
B) The president of the council has the right to issue a disciplinary decision 

to drop membership from one of the members, after it is proven that the 
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member has committed an act that violates the goals of the council or 
harms his reputation.  

Article (7) the Student Advisory council meetings  
1- The University Student Advisory Council holds its meetings periodically 

with a minimum of once every semester headed by His Excellency the 
President of the Council or the Council Vice President.  

2- Student councils within different faculties are held regularly – at a 
minimum, every month during the semester.  

3- Extraordinary meetings are held when an imperative occurs.  
4- The member is considered absent from the council meeting if he attended 

late for more than 15 minutes from the beginning of the session or left an 
hour earlier before the end of the session without a convincing excuse.  

5- In case the member would apologize for the attendance of a meeting, the 
member must inform the Secretary of the Council of the apology 24 hours 
before the session, and the Speaker or his representative has the right to 
consider the absence or not according to his contentment to the provided 
excuses.  

6- In order for a meeting to take place, two-thirds of the members are 
required to attend. Decisions are passed by majority; if votes are equal, 
the issue is brought up for discussion again in the same session and voting 
is repeated. If the votes are equal for a second time, the President favours 
one of the two views, and is considered binding for the Council.  

7- The Student Advisory Council president assigns a secretary for the council. 
The council will have an email and the council secretary is responsible for 
following up the mail, and colleges must send copies to the council’s mail 
and hence to the council president with the decisions issued by their 
student councils for the council to discuss and comment on.  

8- Itisnecessarytoensurethatthetopicsofthesessionsarepresentedtothestud
ent councils in colleges, and in case that they are not resolved, they are 
submitted to the University's Student Advisory Council, except for 
proposals that do not fall within the framework of the sub-committees.  
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Article (8) action mechanism of the Student Advisory Council  
1- Submitting the topics to be discussed to the council secretary in writing 

with everything related to it attached  
2- Commitment to the schedule of meetings and not to discuss topics that 

are not listed except those are included in the upcoming work  
3- Signingtheminutesofthemeetingsandsubmittingthemembers’observatio

nsor objections in writing to the Council’s Secretary  
4- Not to discuss any topic raised by a member who did not attend the 

meeting  
5- The council does not discuss individual cases that concern a particular 

student unless it is a general case  
6- Officials that are involved with the topics under discussion may be invited 

to attend Council meetings  
7- The council secretary is allowed to address the various colleges and 

departments of the university on the topics for discussion that are related 
to these bodies  

8- What is written in the minutes of answers to the issues raised is 
considered sufficient  

Article (9) general provisions  
1- Taking decisions and recommendations within the framework and goals 

of the Council  
2- Considering the university's rules and regulations 
3- Signing on this guide means adherence to and compliance with it 
4- The President of the University issues a decision appointing members of 

the University's Student Advisory Council 
5- Council membership is valid for a maximum of two years, and not 

renewable for students 
6- The council committee issues recommendations that are considered for 

approval within the powers delegated to the President of the Council 
The university president may cancel the membership of any member of 
the council if he sees that the member violates the policies of this 
document 

7- The university president may cancel the council’s work if it is proven that 
it does not achieve the goal for which it was established.  

 



 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

Students Guide 
 

For Admission & Registration 



 

Important Remarks 

 

You can review your study schedule and execute the academic processes 

through the academic portal of the male / female student which is 

completely run by the Deanship of Admission and Registration. 

 

 Ensure to change the pin code and avoid declaring it to any person. 

 The academic ID shall be sent to the college where the student is 

admitted. 

 The student ATM shall be sent to the college where the student is 

admitted. 

 Ensure to participate in and benefit by the activities conducted inside 

the university. 

 Ensure to obtain the information from its real source and avoid rumors 

and anonymous messages exchanged among students. 

 



 

Study Schedule 

 

The student shall be automatically registered in accordance with registration 

disciplines without the need to apply for registration.  The male/female 

student shall be committed to attend the lectures from the first day of the 

commencement of study based on the university academic calendar. 

 

 The male/female student could delete, add and adjust in accordance 

the registration schedules and disciplines. 

 The male/female student shall transfer from his present level to the 

following level if he successfully passes all the courses of this level. 

 The male/female student is considered fail if he fails to pass one or 

more of the courses in the level in which he is registered. 

 The minimum limit of the study load in registering the courses is 12 

credit hours in the semester. 

 The maximum number of credit units as per the study plan of each 

college in case of sticking to the plan.  The student may register more 

credit hours if his average so allow. 



 Registration of male/female student shall be from the levels that 

follow his level and the study load of the male/female student shall be 

linked to his cumulative GPA as per the following breakdown: 

 

Number of credit hours 

at most 

The cumulative GPA is 

less than 

12 2 

17 2 - 2.25 

18 1.26 – 2.99 

19 3.00 – 3.50 

20 3.51-5.00 

 

 The male/female student may register up to 24 hours, if possible, 

through the College Registrar after the approval of the College Dean 

and Department Manager and after resolving the conflict, if any. 

 The maximum limit of the study load in registering the courses is 10 

credit hours in the summer semester and for the potential graduate 12 

credit hours. 



 The number of the following levels from which courses are allowed 

for registration shall be determined from three to four levels in 

accordance with the Department Plan. 

 If the male/female student could not register the study load of study 

courses of the following level – for conflicting, the non-completion of 

the previous requirement or for finalizing all the courses of that level 

– he/she shall complete his study load from the courses of the 

following allowed levels.  If he/she could not later complete his/her 

credit hours, he/she shall be stick to the credit hours that are available 

to him/her even if their number is under the minimum limit. 



 

The Mechanism of Reviewing the Study Schedule through the Portal 

 

Enter the following link to access the male/female student portal 

 

https://registration.ub.edu.sa 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

1. Select from the Right Menu the online registration 

 

2. Push the link (the registered courses) 

 

 

 

 

 

 

 

 

 

 

 

 

 

https://registration.ub.edu.sa/


 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 



 

 

The Registered Courses 
 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

Deletion and Addition 

 

A process for treating the male/female student schedule electronically 

registered from the academic system whether by adding courses, deleting 

courses or adjusting branches. 

 

 

 

 

 

 



 

General Conditions 

 

1. No branch deletion, addition and adjustment is allowed for male/female 

students of first academic year. 

2. Branch deletion, addition and adjustment is allowed for the remaining 

male/female students through the male/female student portal only. 

3. If the processing of the table through the portal fails, the male/female 

student shall head to the College Registrar after filling in the attached 

deletion and addition in the determined schedules. 

4. If the processing of the table through the College Registrar fails, the 

College Registrar shall give explanation on the deletion and addition 

form, secure the approval of the Department Manager and send it to the 

Deanship of Admission and Registration. 

5. The Deanship of Admission and Registration shall never receive the 

deletion and addition application directly from the students. 



 

Deletion and Addition Mechanism 

 

Male / Female Student 

 

Deletion and addition through the portal 

 

 

Deanship of Admission and Registration 

 

Automatic registration for the student at the beginning of each semester. 

Coordination with the College Registrars to prepare the study table 

 

 

The College 

 

To study the status of the student and working out solutions if he has a 

problem with study table in coordination with the Deanship of Admission 

and Registration. 

 



 

Deletion and Addition Mechanism on the Portal 

 

Accessing the main page for the Portal Services on the following link: 

 

https://registration.ub.edu.sa/bish/init 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

The male/female student shall log in using the academic number in the cell 

of username and the Civil ID in the cell of the password (if the student has 

not changed the password) so that the main page of the Portal shows up. 

 

 

 

 

https://registration.ub.edu.sa/bish/init


 

Adjusting the Table 

 

To adjust the table of the male/female student, select from the Menu (online 

registration) which shows up under a set of services the most important of 

which is to allow the male/female student recognize his table and the 

deletion and addition link. 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

  



 

First:  Adding a Course 
 

After pressing the deletion and addition link, a window shall open to the 

male/female student that contains the present and minimum limit of hours 

the student is allowed to study as follow: 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

To add a course, we press the icon “Addition” so that the following page 

shows up: 

 

 

 

 

 

 



 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

Adding a Branch 

Insert the branch number (in case the branch number required to be added is 

known) in the cell numbered (1): 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 



In case the branch number is not known, the male/female student shall select 

the course required to added, then press the sign to select the branch required 

to be added by pressing the number of the branch as follow: 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

Adding a Branch 

 

After selecting the branch to be added, the male/female student shall press 

the icon “Addition” as follow: 

 

 

 

 

 

 



 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

In this case, the male/female student shall press the icon “Undo” and select 

another branch the same way as mentioned above. 

 

1. In the event that there is no conflict, the data of the branch shall be 

displayed on top of the male/female student table.  In the event of 

ensuring the addition of the branch to the male/female student table, the 

male/female student shall press the icon “Save” and enter the temporary 

password from the mobile of the student that is registered on the 

academic system to endorse the addition of the course.  So, the addition 

of the course shall be completely executed in the male/female student 

table. 

 



Changing the Branch 

 

Access the main page of the Portal Services on the following link: 

 

https://registration.ub.edu.sa/bisha/init 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

To adjust the table of the male/female student, the (Online Registration) that 

is displayed under a set of services the most important of which the 

male/female student recognizes his table and the deletion and addition link, 

shall be selected from the Menu. 

 

 

 

 

 

 

https://registration.ub.edu.sa/bisha/init


 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

Adjusting the Branch 

 

1. To adjust the branch in the study table, the male/female student shall 

press the icon “Adjust” ……………… beside the course so that the 

following page is displayed: 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 



The available non-conflicting branches and the data of those branches shall 

be displayed and to select the branch, the male/female student shall press the 

number of the branch to which he/she desires to transfer so that the follow 

page shall display: 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

2. The new data of the branch shall be displayed to the male/female 

student above the study table. After verifying the data of the branch to 

which the male/female student shall transfer,  he/she presses the setup 

icon, enter the temporary password received on the male/female mobile 

registered on the academic system. 

The available branches that are not in conflict with the data of that branch 

shall display.  To select the branch, the male/female student shall press the 

 



number of the branch to which the male/female students wants to transfer so 

that the following page shall be displayed: 

- The male/female student shall not be able to delete a course from the 

zero level (the minimum level that the male/female student could not 

pass all its courses). 

- The male/female student shall not be able to delete the course to reach 

the minimum limit for study. 

- To delete a course, the male/female student shall access the deletion 

and addition link and press the deletion icon beside the course that 

needs to be deleted as follow: 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 



 

Apologizing a Study Semester 

 

It is an apology to continue the semester study without considering the 

male/female student failing during the period of apology.  The apology 

period shall be considered within the period required for finalizing he 

graduation requirements. 

 

General Condition 

 

1. The first year male/female student may not apologize for a semester, 

however, exception may be made on the approval of the First Year 

Standing Committee and this semester shall be counted of the period 

required to finalize the first year requirements. 

2. The male/female student may automatically apologize (delete a 

semester) for continuing the semester study without being failing if he 

applies five weeks before the beginning of the final examination as per 

the academic calendar of the university. 



3. The male/female student shall have no right to postpone and apologize 

for more than two consecutive semesters or three non-consecutive 

semesters along he stay in the university. 

 

 

The Mechanism of Apologizing for a Semester 

 

1. The male/female student shall apply online for apology during the 

period designated for apology. 

2. The movement shall be executed directly upon input. 

3. The male/female student shall follow up online the results of the 

semester deletion application.  In case of rejecting the application, the 

male/female student shall be committed to attend as his schedule. 

 

 

Admission and Registration Deanship 

 

1. Verify that apology conditions apply on the male/female student. 

2. Execute the apology online. 



3. In the event of executing the apology application, the male/female 

student shall be scored (withdrawal with excuse) in all the courses of 

that semester. 

 

 

The College 

 

1. Receiving the apology application from the student in the event the 

application does not cope with the semester apology policies. 

2. Studying the status of the apology application submitted by the 

male/female student, submitting it to the Department Council then to 

the College Council. 

3. In the event of approval, the application shall be submitted to the 

Deanship of Admission and Registration for approval. 

4. In the event of rejection, the student shall be so reported. 

 

 

 

 

 



 

Execution Mechanism on the Portal 

 

Access the main page of the portal services on the following link: 

 

https://registration.ub.edu.sa 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

  

https://registration.ub.edu.sa/


 

 

Mechanism of Semester Apology 

 

1. Press “My Services” from the right Menu. 

2. Press the link “Enter” to input the academic movements. 

3. Select “Semester Apology” from the drop-down menu. 

4. Select the reason from the drop-down menu. 

5. Press the icon “Next”. 

 

Remark:   The semester apology movement shall not be displayed beyond 

the apology period determined in the academic calendar. 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 



Mechanism of Semester Apology 

 

Press “Set” after verifying the semester data and the type of movement. 

 

 

 

 

 

 

 

 

 

 

 

 

 

 



 

Apology for Studying a Course 

 

Apology for continuing the study of a course without considering the student 

as failing and without deleting it form the student’s table. 

 

 

General Conditions 

 

1. First year male/female student may not withdraw from any study 

course. 

2. Male/female student may automatically withdraw from one or more 

than one study course with an excuse three weeks before the 

commencement of the final examination as per the university academic 

calendar provided that the study load shall not be less than the 

minimum and with a total of four study courses as a maximum along 

his stay in the university. 

3. Students may not apologize for a course for more than once during his 

study. 

4. In the event the male/female student apologize for a course after the last 

day determined for apology and even before the commencement of the 



final examination of first year course as per the university academic 

calendar, the student shall apply to the dean of the college who shall 

refer the student to student’s mentor.  In the event the recommendation 

requires accepting the application of the student, the application shall 

be referred to the Department Council then to the College Council for 

approval.  In the event of approving the request, the college shall 

submit it to the Deanship of Admission and Registration. 

5. The male/female student shall score the grade (W) in the course. 

 

 

The Mechanism of Study Course Apology 

 

Male/Female Student 

 

1. The male/female student shall apply online for an apology during the 

period designated period for a course apology and as per the 

determined conditions. 

2. If the application could be processed through the system, the 

male/female student shall apply to the College Dean justifying his need 

for apology for that course. 



 

Deanship of Admission and Registration 

 

Executing the application that meets the conditions online after 48 hours. 

 

The College 

 

1. Receiving the apology application from the student if it does not meet 

the course apology policies. 

2. Examining the status of the apology application submitted by the 

male/female student, submitting it to the Department Council then the 

College Council. 

3. If it is approved, the application shall be sent to the Dean of Admission 

and Registration for action, 

4. In the event of rejection, the student shall be so notified. 

 

 

 

 

 



The Mechanism of Online Execution 

 

Access the main page of the portal services on the following link: 

 

https://registration.ub.edu.sa 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

The Mechanism of Study Course Apology 
 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

https://registration.ub.edu.sa/


 

 

Press the link “Apology Request” 

1. Select “Course Apology” from “My Services Menu”. 

2. Select “Apology Request”. 

 

 

The Mechanism of Online Execution 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

1. Select the course required for apology by marking (√) inside the square 

beside the course number. 

2. Press the following icon 

 

 

 

 

 

 

 

 



 

 

 

 

 

 

 

 

 

 

 

 

 

 

After verifying the data of the course required for apology, press the icon 

“Set”. 

 

 



 

Postponement of Studying a Semester 

 

It is the postponement of the study of that study semester without 

considering the male/female student failing.  The postponement period shall 

not be calculated in the period required to finalize the graduation 

requirements. 

 

General Conditions 

 

1. First year male/female student may apply to postpone a semester during 

the first week if he provides an official excuse to the standing 

committee of the first year. 

2. The male/female student shall apply online one week before the 

commencement of the semester required to be postponed clarifying the 

cause resulting in the postponement request. 

3. The male/female student may not postpone and apologize for more than 

two consecutive semesters or three non-consecutive semesters along his 

stay in the university. 



4. The study postponing male/female student shall follow up his/her 

online registration in the following semester otherwise he/she shall be 

considered dropping out. 

5. The female student accompanying her scholar husband or who legally 

support her – this also applies on male students accompanying their 

wives – may postpone by applying to the Deanship of Admission and 

Registration for a period of no more than five years after providing 

what proves the scholarship. 

 

 

The Mechanism of Semester Postponement 

 

Male/Female Student 

 

1. The male/female student shall apply online for the postponement of the 

semester during the period designated for postponement. 

2. The male/female student shall online follow up the postponement 

application.  In the event of rejecting the application, the male/female 

student shall be committed to attend as per his schedule. 

 



Deanship of Admission and Registration 

 

1. Verify that postponement conditions apply on the male/female student. 

2. Execute the postponement online. 

 

The College 

 

1. Receive the postponement application from the student if the 

application meets the conditions. 

2. Examine the status of the student then submit the semester study 

postponement application to the Department Council then to the 

College Council. 

3. In the event of approval, the application shall be submitted to the 

Deanship of Admission and Registration for execution. 

4. In the event of rejection, the student shall be so reported. 

 

 

 

 

 



 

The Mechanism of Online Execution 

 

Access the main page of the portal services on the following link: 

 

https://registration.ub.edu.sa 
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 From “My Services Menu” select “Input of New Academic 

Movements”. 

 
 

 

 

 

 

 

 

 

 

 

 Select “Insert New Academic Movement”. 

 
 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 



 

 

 

 

 

 

 

 

1. Select the type of movement “Postponement” from the drop-down 

menu. 

2. Select the semester required for postponement. 

3. Select the reason. 

4. Press the icon “Next”. 

 

 

 

 

 

 

 

 

 Press “Set” and input the password sent to the mobile of the 

male/female student after verifying the data. 

 



 

Cancelling the Registration and Re-enrollment 

 

Cancelling the Registration 

 

In the event the regular male/female student drop out of the study for a 

semester without applying for postponement or excuse, his registration in the 

university shall be cancelled. 

 

Re-enrollment 

 

The student whose registration is cancelled could be re-enrolled as a regular 

student in the university with the same academic number. 

 

General Conditions 

 

1. First year male/female student whose registration is cancelled may not 

be re-enrolled for the first year.  The student whose registration is 

cancelled may transfer to the developed affiliation or the Society 

College as per the available. 



2. The male/female student whose registration is cancelled after the first 

year man apply to his/her College for re-enrollment with his previous 

number and record in accordance with the following: 

a. Applying for re-enrollment before the lapse of four semesters as of 

the date of registration cancellation. 

b. The relevant College Council must approve the re-enrollment of 

the male/female student with the first two weeks as of the 

commencement of the semester.  In the event the approval of the 

College Council is delayed beyond that period, he shall be re-

enrolled in the following semester. 

c. The student whose registration is cancelled for the first time shall 

have the right for re-enrollment through his page. 

d. The re-enrollment of the male/female student may not occur for 

more than once and the Rector – in case of necessity – shall have 

the right to make exception after presenting the matter to the 

Department and College Councils on the recommendation of the 

Standing Committee for Academic Students Affairs. 

e. The male/female student who is academically dismissed may not 

be re-enrolled. 



f. The male/female student shall not have committed conduct 

violation during the drop out period. 

g. He shall not have joined another university during the drop out 

period and dismissed disciplinary or academically. 

h. He shall secure the approval of his reference if he works for a 

government or private body. 

i. The male/female student whose registration in the university is 

cancelled or who withdraw from the university if he has more than 

two academic warnings. 

j. In the event five semesters or more have lapsed as of the 

cancellation of the registration of the male/female student, the 

male/female student shall have two chose between the following: 

 The male/female student shall apply as a new student in the 

Bachelor Degree during the declared period for admission 

without referring to his previous academic record if he meets 

the conditions of admission in that semester or that academic 

year. 

 The male/female student shall apply as a new student in one 

of the Society Colleges in the university without referring to 

his previous academic record. 



 The University Council shall have the right to re-enroll the 

male/female student and resume his major in accordance with 

the following conditions: 

- The drop out period shall not be more than the regular 

period of the program (academic degree) as of the date 

of drop out. 

- The drop out shall be justified with a cause acceptable to 

the Department and College Councils. 

- The male/female student shall have passed (40%) of the 

credit hours. 

- His cumulative GPA shall not be less than 2.25 out of 5. 

 

 

The Mechanism of Re-enrollment 

 

The Male/Female Student 

 

The mechanism of re-enrollment of male/female student shall be online 

through the university portal, if the student could not apply online, he shall 

apply manually. 



 

The Deanship of Admission and Registration 

 

1. Re-enroll the student after verifying that he meets the re-enrollment 

conditions. 

2. Register a study schedule for the student. 

 

The College 

 

1. Receive the re-cancelling registration application in the event the 

student does not meet the conditions. 

2. Examine the status of the student in the event the re-enrollment 

conditions do not apply and submit to the relevant councils. 

 



 

The Mechanism of Online Execution 

 

Access the main page of the portal services on the following link: 

 

https://registration.ub.edu.sa 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

1. Press “My Services” from the right menu. 

2. Press the link “Input of Academic Movements”. 

 

 

 

 

 

 

 

 

 

https://registration.ub.edu.sa/


 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 



1. Select “Input of New Academic Movement” 

 

 

 

 

 

 

 

 

 

1. Select “Re-enrollment Application” from the drop-down menu. 

2. Press the icon “Next”. 

 

Remark: “Re-enrollment Movement” shall not appear after the lapse of the 

re-enrollment period determined in the academic calendar. 

 

 

 

 

 

 

 

 

 

 Press “Set” after verifying the data of the semester and the type of 

movement. 

 

 

 

 

 

 

 

 

 

 

 

 



 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 



 

The Visiting Student 

 

The visiting student is the student who studies some courses in another 

university or in one of the branches of the university to which he belongs 

without being transferred and the courses he studies shall be equalized. 

 

General Conditions 

 

First:   The following is required from Bisha University student who 

desires to study as a visiting student in another university: 

a. He shall have an academic record (with cumulative GPA) for at 

least two semesters in the College he joins before applying as a 

visiting student and he shall have completed the first year. 

b. He shall obtain a prior approval from his College that allows 

him to study as a visiting student and determine the courses he 

shall study.  The College shall have the right to set a certain rate 

to equalize the course.  He shall be admitted to study by a 

formal letter from the Deanship of Admission and Registration. 

c. The study shall be in a recognized college or university. 



d. The course the student studies outside the university shall be 

equal in its elements and its credit hours shall not be less than 

the credit hours of the courses included in the graduation 

requirements. 

e. The courses rate equalized for the visiting student shall not be 

calculated within his cumulative GPA. 

f. The student shall provide the Deanship of Admission and 

Registration with the results the results he has obtained during 

one week as of the commencement of study in the first semester 

following his study period as a visitor.  In the event the student 

does not provide his results, he shall be considered as dropped 

out from those semesters (except for the summer semesters). 

g. A monthly bonus shall be paid to the visiting student if he 

deserves it after providing his results for the semester he has 

studied as a visiting student to the Deanship of Admission and 

Registration. 

h. The maximum limit of semesters allowed for the student to 

study as a visitor is two semesters. 

 

Second:  The Visiting Student among the branches of the university: 



a. The male/female student shall have the right to study one 

semester as a visiting student in premises other than the 

premises he is registered in.  the courses he studies shall be 

equalized and calculated in his cumulative GPA. 

b. Obtaining the prior approval from the college he shall study in. 



 

Third: The student of another university who desires to study in the 

University of Bisha in the capacity of a visiting student: 

a. The student shall have an academic record (with cumulative 

GPA) for at least two semesters from the university he has been 

registered. 

b. The student shall not be dismissed for disciplinary or academic 

reasons. 

c. He shall obtain the approval of the Deanship of Admission and 

Registration in his university to study as a visitor in the 

University of Bisha and determine the courses he shall study. 

d. The courses the student desires to study shall be registered 

according to the disciplines of registration and the possibility of 

registration in the University of Bisha. 

e. No bonus shall be paid to him from the University of Bisha. 

f. At the end of his study, the student shall be provided with his 

results in the courses he has studied by a letter that shows the 

grades he has obtained. 

 

 



The Mechanism of Executing the Visiting Student 

 

Male/Female Student 

 

1. Ensure the presentation of the courses level the male/female student 

studies in the other university and provide a description of the courses 

he desires to study and endorse them from the Department Manager. 

2. The male/female student shall apply online for a visiting semester 

through the portal of the university during the designated period and 

with the same courses accredited from the Department. 

3. The College Dean shall endorse the courses the student desires to study 

in the other universities (after approving them from the Department 

Manager) on the academic system. 

4. The male/female student shall print out the letter approved from the 

signatory and deliver it to the university in which he desires to study. 

 

Deanship of Admission and Registration 

 

1. Execute the equalization online if it has been previously equalized by 

the college. 



2. Prepare the approval letter for the study of the visitor for the visiting 

university online and make it available on the location of the student 

after securing the approval of the related authority in the college. 

 

The College 

 

1. Equalize the subjects related to the visitor’s semester if it has not been 

equalized online through the system. 

2. Endorse the study of the student in the visiting semester. 

 



 

Internal Visitor 

 

Access the main page of the portal services on the following link: 

 

https://registration.ub.edu.sa 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

https://registration.ub.edu.sa/


 

 

 

 

1. From the online registration menu. 

2. Press “Visitor for university student outside his premises” 

3. Review the study table of the premises the male/female student wants 

to study in as an internal visiting student. 

4. Select the location where male/female student wants to study in as an 

internal visiting student. 

5. Press the following. 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 Press the icon “Add” to add the courses as explained in part deletion 

and addition. 

 

 

 



Visitor to Another the University 

 

Access the main page of the portal services on the following link: 

 

https://registration.ub.edu.sa 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

  

https://registration.ub.edu.sa/


 

 

 

 

 

 

 

 

 

 

 

 

 From “My Services Menu”, press the link (Visiting Student from 

Outside the University Form) 

 

 

 

 

 

 

 

 Select Submitting Form Application 
 

 

 

 

 

 

 

 

 

 

 From the drop-down menu, select the university required to study in as a visiting 

student. 

 

 

 



 

  

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 After selecting the courses, we press the following icon: 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 



 

 After pressing the following, a page shall appear stating that your 

application has been successfully saved. 

 

Important Remark: “After finalizing the previous stage and successfully 

saving the application, head to the College Dean with 

the courses required to be studied approved by the 

Department Head so that the College Dean shall endorse 

the previously selected courses online” 

 

 

 

 

 

 

 

 

 

 

 

1. After the College Dean endorses the courses, we select once more the 

form “Visiting Student from Outside the University” from “My 

Services Menu”. 

2. Press “Display Previous Applications”. 

 

 

 

 



 

 

 

 

 

 

 

 

 

 After the sign “Approved” appears under the Application Status instead 

of “Input”, press the word “Print Out” and “Print Out the Form” and 

head to the Deanship of Admission and Registration in the university in 

which the study as a visiting student is required. 

 

 Print out the form and head to the Deanship of Admission and 

Registration. 

 

 



 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 



 

Changing the Major 

 

The student may transfer from one major to another inside the college or to 

another college within the same course of the student in accordance with the 

disciplines set by the University Council. 

 

General Conditions 

 

1. The student may transfer from one major to another inside the college 

provided that he shall spent at least two semesters and no more than 

four semesters in his original major. 

2. Realizing a competitive cumulative GPA and the conditions of the 

college. 

3. Moving is conditioned to the capacity of internal moving seats the 

colleges provide. 

4. Applying within the declared period. 

5. The student shall have the right to transfer to another college only one 

time during the period of his study. 



6. The student shall have the right to change the major inside the college 

in which he has been registered two times only during the period of his 

study. 

7. The male/female student shall have the right to change the location of 

study with the same major in accordance with the conditions set by the 

college of the new location and movement of changing the major shall 

not be counted. 

 

The Mechanism of Executing the Change of the Major 

 

The Male/Female Student 

 

The male/female student shall apply online for changing the major or 

changing the location for the same major during the period designated for 

internal transfer. 

 

The Deanship of Admission and Registration 

 

1. Automatically execute the transfer process in accordance with the 

conditions. 



2. Issue a new ID for the transferred male/female student. 

 

The College 

 

1. Develop the conditions related to transfer from the College. 

2. Approve or reject the admission applications in accordance with the set 

conditions. 



 

The Mechanism of Online Execution 

 

Access the main page of the portal services on the following link: 

 

https://registration.ub.edu.sa 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

https://registration.ub.edu.sa/


 

 

1. From “My Services Menu” 

2. Press the link “Changing the Major” 

 

 

 

 

 

 

 

 

 Select “Major Change Application” 
 

 

 

 

 

 

 

 

 

1. Tick (√) the square of approving the conditions of changing the major. 

2. Press the icon “Agree” 
 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 



 

 

 

1. Select the new location in which the change of the major is required. 

2. Select the new major required to be changed. 

3. Press the icon “Add” 

4. Finally press the icon “Next” 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 After adding the majors and in according to the priority, press “Next” 

 

 

 

 

 

 

 

 

 

 Press “Save” and Follow Up the Application on the portal. 
 

 

 



 

The Academic Dismissing and the Additional Opportunities 

 

First:  Bachelor Students 

 

The male/female student shall be dismissed from the university in the 

following cases: 

 

1. First year male/female student shall be dismissed if he obtains (3) 

consecutive academic warnings or when his cumulative GPA is 

reduced below (2 of 5). 

2. First year male/female student shall be dismissed if he does not 

complete the courses of the first year during three semesters at most. 

3. The male/female student shall be warned if his cumulative GPA is 

reduced to 2 out of 5 which shall appear in the academic record.  All 

students shall be aware of the academic status after the end of each 

semester via the portal and review the male/female academic mentor, if 

required. 

4. The Bachelor degree student shall be dismissed from the university if 

the male/female student obtains three consecutive warning.  He shall be 



academically suspended until the decision of the College Council is 

issued to grant him an additional opportunity. 

 

The Additional Opportunity (Bachelor Degree Students) 

  

 The College Council shall grant the male/female student a fourth 

and final opportunity for who can raise his cumulative GPA 

assuming that he obtains 60 points from studying 15 credit hours 

provided calculating and executing this process online. 

 

1. The male/female student shall be dismissed from the university if 

he does not complete the graduation requirements for the Bachelor 

Degree during the period designated for his graduation and treat 

his position according to the following: 

 In the event he has not finalized the graduation requirements 

during a maximum period of half the period designated for 

his graduation, in addition to the period of the program.  The 

College Council shall grant the male/female student an 

exceptional opportunity to finalize the graduation 

requirements with a maximum of no more than double the 



original period designated for graduation provided that the 

causes of failure shall be acceptable for the College Council. 

 In the event he does not finalize the graduation requirements 

afterward, the College shall raise the subject of the 

male/female student to the Standing Committee for Student 

Academic Affairs to examine raising the subject to the 

University Council to grant him an addition one semester for 

graduation. 



 

Second:  Diploma Students 

 

The male/female student shall be dismissed from the university in the 

following cases: 

 

1. The “Diploma Degree” student of Society Colleges shall be dismissed 

from the university if the male/female student obtains two consecutive 

academic warnings.  He shall be considered suspended pending the 

College Council issues a decision for granting him an additional 

opportunity. 

 

The Additional Opportunities (Diploma Degree Students) 

 

 In the event the male/female student could not raise his cumulative 

GPA after granting him the third opportunity, the Student 

Academic Committee shall grant the student a fourth and final 

opportunity on the recommendation of the College Council for 

those who could raise his cumulative GPA assuming that he 



obtains 45 points from studying 15 credit hours provided 

calculating and executing this process online. 

 

Execution Mechanism 

 

The Male/Female Student 

 

Applying to the College Dean for an additional opportunity with no more 

than one week as of the commencement of the semester. 

 

The Deanship of Admission and Registration 

 

1. Grant the male/female student an additional opportunity after verifying 

the conditions of granting the additional opportunity. 

2. Prepare a study schedule for the male/female student. 

 

 

 

 

 



The College 

 

1. Examine the academic status of the student. 

2. Raise a recommendation to approve the additional opportunity for the 

student if the authority body approves. 

3. Notify the student of rejecting the additional opportunity if it is not 

approved by the authority body. 

 

Changing the Type of Study and Transferring the Academic Degree 

 

This means the transfer from regular Bachelor Degree to affiliate or diploma 

and vice versa. 

 

General Conditions 

 

First:  To change the type of study from affiliate to regular: 

 

1. The cumulative GPA of the male/female student shall be no less than 

two semesters and no more than six semesters.    



2. The male/female student obtains a cumulative GPA of not less than 3 

out of 5. 

3. Changing the type of study shall be for one time along the period of 

study. 

4. The male/female student shall apply for changing the type of study 

during the declared period of internal transfer. 

 

Second:  Changing the academic degree from regular Bachelor Degree 

to Diploma Degree 

 

1. Changing the type of study shall be for one time only along the period 

of study. 

2. The male/female student shall apply for changing the type of study 

during the declared period of internal transfer. 

3. The male/female student shall not have been dismissed for disciplinary 

reasons from the university. 

 

 

 



The Mechanism of Changing the Type of Study and Transferring the 

Academic Degree 

 

The Male/Female Student 

 

The male/female student shall apply for changing the type of study through 

the university portal during the designated period. 

 

The Deanship of Admission and Registration 

 

1. The final endorsement of submitted applications after the approval of 

the College. 

2. Register the male/female student schedule. 

 

The College 

 

Approve the submitted application according to the conditions. 

 

 



The Mechanism of Changing the Type of Study and Transferring the 

Academic Degree 

 

Access the main page of the portal services on the following link: 

 

https://registration.ub.edu.sa 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

https://registration.ub.edu.sa/


1. From “My Services Menu” 

2. Select (Changing an Academic Degree) 

 

 

 

 

 

 

 

 Select “Academic Degree Changing Application” 
 

 

 

 

 

 

 

 

 

 Tick (√) the square for approving the conditions of changing the 

academic degree then press the icon “Agree”. 

 

 

 

 

 

 

 

 

 

 

 

1. Select the location from the drop-down menu. 

2. Select the major from the drop-down menu 

3. Press the icon “Add” to add the majors according to priority. 

4. Then press the icon “Next”. 

 

 

 



Attendance and Deprivation 

 

The regular male/female student shall attend the lectures and practical 

lessons.  He/she shall be deprived for taking the final examination if the 

attendance rate in the theoretical lectures and the practical lessons 

determined for each course during the semester is less than (75%).  The 

male/female student who is deprived of taking the examination because of 

attendance shall be considered as failing in the course and shall be scored 

(DN) in the marks column of the result transcript. 

 

General Conditions 

 

1. The male/female student shall not attend if his name is not recorded in 

the attendance lists.  The attendance of the male/female student in other 

than his branch shall be the responsibility of the course professor as 

well as the male/female student. 

2. In the event that a convincing and documented excuse prevents the 

male/female student from attending the theoretical or practical lecture, 

he/she shall raise the excuse to the Department Head (in person or 

through a representative) within seven days as of the date of the lecture. 



3. The male/female student shall follow up his attendance rate in the 

registered courses on weekly basis. A first warning shall appear when 

the absence rate reaches 10% and a second warning when the absence 

rate reaches 20%.  When the absence rate reaches more than 25%, the 

male/female student shall be deprived. 

4. The Deanship of Admission and Registration shall officially record the 

deprivation of the students whose absence rate in lectures is more than 

25% in the middle of the week that precedes the week of examinations 

of first year courses. 

5. The College Council – to which the course belongs – shall delegate the 

male/female college dean to lift the deprivation of the male/female 

student one week before the final examination of the first year if he/she 

submits an acceptable excuse (provided that the absence rate is not 

more than 50% of the total lectures as well as the practical and field 

lessons determined to the course). 

6. In the event the College is convinced to lift the deprivation of the 

male/female student (unless the absence rate is not more than 50% of 

the total lectures as well as the practical and field lessons determined to 

the course) after the commencement of the final examination, the 

matter shall be submitted to the Department and College Councils. In 



the event of the approval to lift the deprivation, the Department shall 

conduct an alternative examination for the student and the Deanship of 

Admission and Registration shall be notified of the student’s result. 

 



 

Absence from Final Examinations and Alternative Examinations 

 

If the male/female student fail to attend the final examination in any of the 

semester courses for a compulsory excuse, the College Council may accept 

the excuse of the male/female student and allow granting him/her an 

alternative examination. 

 

Mechanism of Execution 

 

1. The male/female student who absents the final examination shall apply 

with his/her excuse to the College Dean – in person or through a 

representative – before the commencement of the following semester.  

The College Dean shall refer the excuse to the College Council.  In the 

event the College Council rejects the excuse, the male/female student 

shall be formally notified.  In the event of accepting the excuse, the 

Department shall be assigned to conduct an alternative examination 

within no more than two weeks before the commencement of the 

semester. 



2. The Deanship of Admission and Registration shall online report the 

grade the male/female student obtains – in the event of accepting 

his/her excuse – after taking the alternative examination during a period 

of maximum the end of the second week as of the commencement of 

the following semester.  The Deanship shall amend the mark while 

allowing the registration process for the male/female student. 

3. On the arrival of the result of the alternative examination at the 

beginning of the third week of the semester, the Deanship of Admission 

and Registration shall adjust the mark and delete the course from 

his/her registration. 

4. The alternative examination may be conducted during the period of the 

final examination if the male/female student provided the excuse earlier 

and is approved in particular when the male/female student is a 

graduate. 

 

The Mechanism of Holding Alternative Examinations 

 

1. It is preferable to set the first week of the following semester to be a 

declared time for students to conduct the alternative examinations at the 

College level. 



2. Excuses shall be submitted to the College Dean before the 

commencement of the following semester. The excuses shall be 

submitted by the male/female student in person or through a 

representative. 

3. In the event that the medical report includes a semester examination, it 

shall be assessed by the Department Head and the course professor to 

re-conduct the semester examination determined for the male/female 

student. 

 

The Accepted Excuses for Alternative Examinations  

 

The excuses that the university accepts and in light of which the male/female 

student is granted an alternative examination for the final examination are as 

follow: 

1. Sick excuses: provided that a medical report of the male/female student 

is submitted endorsed by the medical services in the university. 

2. The demise of a family member of first degree (father – mother – 

brother – sister – son – daughter) 

3. A traffic accident that results in injuries that prevent movement. The 

male/female student shall send the required medical report by one of 



his relatives right after the examination (in person or by a 

representative). 

4. Arrest or prison.  The male/female student shall report the university 

through the body that arrests him/her by a letter addressed to the 

college to which he belongs. 

5. Appointments fixed by official bodies (court sessions endorsed by one 

of the judges or notary public, or appointments for hospital beyond the 

region, and others). 

6. Personal and family compelling or emergency conditions such as: 

family violence, transport problems, health symptoms that have not 

medical reports.  Such cases shall be assessed by a committed 

comprising the male/female dean, male/female Department Head to 

which the male/female student belongs and Guidance and Counseling 

Unit Head. 

 

The Deanship of Admission and Registration 

 

1. The final endorsement of grades adjustment requests approved by the 

College Dean. 



2. Prepare a schedule for the student upon adjusting the grade at the 

commencement of the semester. 

 

The College 

 

Holding an Alternative Examination 

 

1. The teaching staff member shall input the adjusted grade on his 

electronic page on the university portal. 

2. The College Dean shall endorse the grade online and in paper through 

the grade adjustment form. 

3. The paper result shall be sent via Ingaz after endorsing it by the College 

Dean and the Department Head. 



 

Graduation 

 

1. The student shall graduate after successfully finalizing the graduation 

requirements according to the study plan provided that his cumulative 

GPA is not less than the average determined for each major by the 

relevant University Council and provided that in all case it shall not be 

less than “Pass”. 

2. The College Council on the recommendation of the concerned 

Department Council determine the proper courses the male/female 

student shall study to raise his cumulative GPA in the event of his 

success in the courses and failing in the cumulative GPA. 

 

General Conditions 

 

1. The male/female student graduates after successfully finalize the 

graduation requirements as per the study plan provided that his 

cumulative GPA is not less than (2 out of 5) or what the University 

Council determines. 



2. The male/female student shall review the study plan of his major and 

follow it up to the completion of its requirement before graduation. 

 

The Deanship of Admission and Registration 

 

1. The Deanship of Admission and Registration shall review and audit all 

the records of students to ensure that the male/female student has 

completed all the requirements of graduation. 

2. The Deanship of Admission and Registration shall raise to the 

University Council memos that include lists of names of students 

nominated for graduation in the first session to be held after the final 

examination period of each semester including the summer semester. 

3. The students who obtain an incomplete (IC) grade or those who are 

allowed an alternative examination in one or more course at the last 

study level of the graduation program or the like, related individual 

memos shall be raised upon completion of the requirements.  The last 

study semester in the record of the male/female student shall be the 

graduation semester. 

4. The names of the students whose study plan requires finalizing the 

practical training requirements shall be raised to the University Council 



with a request to approve granting them the grade at the end of the 

semester in which they finalize this requirement provided that the 

record of the male/female student shall show the following sentence 

“The male/female student has completed the practical training 

requirements during this semester”. 

5. The graduate shall be granted a graduation certificate in both languages 

Arabic and English that shows: his name quadruple, date and place of 

birth, the college, the major and the grade he has obtained, his 

graduation grade and the registration status. The certificate shall be 

signed by the Dean of Admission and Registration and stamped by the 

University seal. 

6. In the event of the loss or damage of the graduation certificate, a lieu of 

lost or damage could be issued in accordance with the following: 

 The male/female student declares the loss of his graduation 

certificate in one of the local newspapers provided that he shall 

apply to issue a lieu of lost after the lapse of two weeks as of the 

date of the advertisement, and shall enclose the advertisement to 

his request or the damaged certificate. 

 The phrase (In Lieu of Lost) or (In Lieu of Damaged) shall appear 

on each alternative certificate. 



 

The Mechanism of Calculating GPA 

 

It is the outcome of dividing the total points the student obtains by the total 

of the total units determined for all courses the student studies in that 

semester.  The grades the student obtains in each course shall be calculated 

as follow: 

 

Percentage Grade Grade Code 
Grade Weight 

from (5) 

Grade Weight 

from (4) 

95 - 100 Exceptional A+ 5.00 4.00 

90 to less than 95 Excellent A 7.75 3.75 

85 to less than 90 Superior B+ 4.50 3.50 

80 to less than 85 Very Good B 4.00 3.00 

75 to less than 80 Above Average C+ 3.50 2.50 

70 to less than 75 Good C 3.00 2.00 

65 to less than 70 Pass - High D+ 2.50 1.50 

60 to less than 65 Pass D 2.00 1.00 

Less than 60 Fail F 1.00 0 

 

Related to the Diploma and Bachelor Levels 

 



 

Calculating the Points 

 

Points are calculated by multiplying the number of the determined units by 

the grade weight the student obtains in each study course, refer to the 

following table: 

 

Course No. 

Units 

Percentage Grade 

Code 

Grade 

Weight 

No. of 

Points 

301 2 85 B+ 4.50 3.50 9.00 7 

324 3 70 C 3.00 2.00 9.00 6 

235 3 92 A 4.75 3.75 14.25 11.25 

312 4 80 B 4.00 3.00 16.00 12 

Total 12  48.25 36.25 

 

 

 

 

 

 



The Grade Point Average (GPA) 

 

GPA is the outcome of dividing the total points the student obtains in all the 

courses he has studied since joining the university by total units as in the 

following example: 

 

Second Semester: 

 

Course No. 

Units 

Percentage Grade 

Code 

Grade 

Weight 

No. of 

Points 

301 2 96 A+ 5.00 4.00 10 8 

324 3 83 B 4.00 3.00 12 9 

235 3 71 C 3.00 2.00 12 8 

312 4 81 B 4.00 3.00 12 9 

Total 12  64 34 

 

 

 

 



 

Transfer from One University to another (External Transfer) 

 

The transfer of a student from outside the university may be accepted in 

accordance with the following disciplines: 

 

a. The student shall study in a recognized college or university or a 

recommended external university. 

b. The student shall not be dismissed from the university he is transferred 

from for disciplinary reasons. 

c. The transfer conditions determined by the University Council shall 

apply on the student. 

 

General Conditions 

 

1. The external transfer of male/female student shall be available during 

the first semester only. 

2. The general conditions of the external transfer: 

a. The male/female student shall be Saudi or from a Saudi mother 

and registered in a Saudi public university, an external 

recommended university or a private accredited university. 



b. All transfer applications shall be subject to the actual capacity of 

the department or major and the preference among students shall 

be based on their cumulative GPA. 

c. The student shall have a cumulative GPA not less than two 

semesters and not more than four semesters. 

d. The male/female student shall be committed to time duration and 

place determined for the transfer. 

e. The male/female student shall pass the examinations required by 

the Department or College he is transferred to (if any). 

f. The remaining regular period shall be sufficient to complete the 

graduation requirements. 

g. The male/female student desiring the transfer to the University of 

Bisha shall meet the minimum limit of the declared transfer 

disciplines at the time. 

 

 

 

 

 

 



 

The Mechanism of External Transfer 

 

The Student 

 

a. The male/female student shall apply online through the university 

portal provided that the data shall be filled in accurately and within the 

declared periods. 

b. The male/female student shall preserve the input data and print out the 

application. 

c. The transfer applicant shall submit the transfer form extracted from the 

portal of the University of Bisha enclosed with: 

- The academic record (original and endorsed) at the end of the last 

semester. 

- Copy of the General Secondary School Certificate. 

- Copy of the Identification Card (National ID or Family Book for 

female students) 

d. After the endorsement of his transfer and obtaining an academic 

number, the male/female student shall submit to the College Deanship 

an online application to equalize the courses he has studied outside the 



university enclosing the original academic record and a detailed 

description of each course endorsed by the Head of the department in 

which he has studied the course. 

 

The College 

 

The College Council shall delegate the department heads to equalize the 

courses the transfer applicant has passed provided that: 

a. The study is in a recognized college or university. 

b. The course (courses) the student has studied outside the university shall 

be compatible in most of its elements with one of the courses included 

in the graduation requirements in terms of the content by (80%). 

c. The grade of the equalized course shall not be less than “Good”. 

d. The number of the units of the equalized course shall not be less than 

the equivalent units in the university. 

e. Equalizing what is no more than 40% of study plan hours. 

 

 

 

 



The Deanship of Admission and Registration 

 

1. The external transfer of students shall be made available during any of 

the normal two semesters. 

2. The external transfer of female students shall be made available during 

the first semester only. 

3. All procedures related to the transfer shall be completed in accordance 

with the declared conditions and disciplines during the period 

determined by the Deanship of Admission and Registration provided 

that it shall not exceed the end of the first week as of the 

commencement of the study. 

4. After completion of the regular procedures, the male/female student 

shall receive the academic card that shows his/her academic number, 

his college and his new department. 

 



 

Transfer to Outside the University 

 

Access the main page of the portal services on the following link: 

 

https://registration.ub.edu.sa 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

https://registration.ub.edu.sa/


 

 

1. From the “Form Menu” 

2. Select “Formal Documents” 

3. From the drop-down menu, select the university to which the transfer is 

required. 

4. Select the icon of “Printing out the Transfer Form” and head to the 

Deanship of Admission and Registration in university to which the 

transfer is required. 

 

 



 

Transfer to the University of Bisha 

 

Access the main page of the portal services on the following link: 

 

https://registration.ub.edu.sa 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 Select the type of the transfer application “male / female student” then 

press “Agree” 

 

 

https://registration.ub.edu.sa/


 

External Transfer Declaration 

 

I, male/female student …………… desire the transfer to the University 

of Bisha and hereby declare: 

1) The input of this application on the portal of the University of 

Bisha shall never mean the acceptance of my transfer and that I 

shall follow up the subsequent steps of this application. 

2) My Secondary School Certificate is suitable for the major to which 

the transfer is required. 

3) I have not joined the University of Bisha before. 

4) My registration in any university inside or outside the Kingdom 

has never been cancelled for academic or disciplinary reasons. 

5) I am fully aware that the University of Bisha shall have the right o 

accept my transfer to any department that the committee 

concerned with examining my papers shall determine.  The 

committee shall also have the right to determine the type of study 

as well as the academic degree. 

6) I am aware that the plan of the university in which I study may 

differ from the plans of the University of Bisha. In the event of 

accepting my transfer application, the University of Bisha shall 



have the right to determine the appropriate plan for me to study in 

accordance with the available. 

7) My acceptance as a male/female student transferred from an 

outside university requires conducting an equalization in light of 

which I may study courses of levels lower than the plan upon which 

my transfer is accepted. 

8) In the event I delay in submitting the equalization application of 

the course I have studied in my previous university to the 

concerned department, my right in the equalization of the courses 

drops after the end of the second week of the semester to which I 

am transferred. 

9) In the event of my acceptance as a male/female student transferred 

to the University of Bisha, I shall be committed to bring my file as 

well as any other papers the Deanship of Admission and 

Registration request within two weeks as of the date of the transfer 

acceptance decision is issued otherwise the my transfer acceptance 

shall be cancelled. 

10) I acknowledge the validity of the information I provided the 

University of Bisha about my academic status.  Should the 

information proves otherwise, I shall bear the full responsibility 



and the University shall have the right to cancel my transfer. 

 

 

 

 
Please select the type of transfer male / female 

 

 

 

 

 

 



 

 The data shall be fully filled in as shown below: 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 After fully finalizing filling in the data, press the icon “Confirm” to preserve the 

application. 

 
Application No.:              14708 

 

Dear male/female student. Obtaining the application number does not mean the acceptance of your transfer 

to the University of Bisha. You shall have to complete the other conditions and procedures of transfer. 

 

                                                                                                                                    Exit   
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University of Bisha placed the importance of developing academic 

programs and updating study curricula on top of its priorities since the 

issuance of the Royal Order of its establishment based on many facts 

of which the National Transformation Plan 2020, the Kingdom Vision 

2030, the university education horizon plan, in addition to the 

initiatives set forth in the University's Strategic Plan 2022. 

 

Therefore, the first year in the University was the first step to develop 

plans and study curricula, in order to enable male and female students 

acquire basic sciences as well as university and life skills a matter that 

would facilitate studying academic disciplines afterwards achieving 

more academic excellence and cognitive achievement to prevent –

God willing academic failure and reduce the rate of its occurrence. 
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Finally, I wish my sons and daughters, students of the University of 

Bisha, as they are stepping into their first academic year, success and 

to achieve the highest rates of excellence. 

 

 

University Rector 

Prof. Dr. Ahmed Bin Hamed Naqadi 
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Throughout the first year, the University of Bisha aspires to achieve 

academic and cognitive excellence for the University male and female 

students at various tracks. The study plan for the four academic tracks 

consists of academic courses prepared by distinguished elite of the 

University’s teaching staff; according to their extensive academic 

experience and based on the benefit by the expertise of prestigious 

universities in this field. 

The first year of the University of Bisha is distinguished by the fact 

that the duration of its study is taken into account within the school 

plan of male/female student. This definitely provides an effort and 

time to acquire university degrees.  Moreover, the grade point average 

shall be calculated within the general average of the male/female 

student, as well as the admission of male and female students in the 

First Year shall be directly in the academic colleges and departments 

that correspond to their scores in secondary stage, and in the 

standardized tests that they conducted, and the desires they aspire to 

realize. 
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The first year in the University of Bisha is a motivating gate for 

male/female student to acquire skills, knowledge and science along 

his university course, to make their studies easier and more 

accessible, away from academic stumbling, as well as a motivation 

for achieving greater prospects of academic excellence and cognitive 

excellence. 

 

 

Vice President for Educational Affairs 

Prof. Dr. Saied Bin Misfer El-Malki 
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First: What’s the First Year? 

Throughout the First Year, the University of Bisha strives to qualify 

the new male and female students, both academically and cognitively; 

in order to provide them with the means of success during their 

academic course, and to enable them pursue their studies with the 

appropriate specialization of that copes with their abilities and 

potential. Moreover, the application of the concept of the First Year in 

the university is based on the Bisha University's concern to develop 

academic outputs and meet the needs of the labor market. 

1. First Year Concept: 

It is the first academic year for new male and female students at 

the University of Bisha, which the University offers in four paths: 

health path, engineering scientific path, administrative path and 

human path; to prepare and qualify them with basic university 

skills. The male/female student must complete all academic 

courses within the specified time period and it will be taken into 

account within the male/female student study plan, as well as it 

will be taken into account within the grade point average. 
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2. First Year Goals: 

a. Preparing male and female students for university learning, 

developing their skills, and developing their potential in the 

scientific and intellectual fields. 

b. Providing male and female students with the basic 

knowledge, skills, and competencies they need in university 

studies. 

c. Fostering scientific thinking, assumption of responsibility, 

communication, and learning skills for male and female 

students. 

d. Developing male and female students' skills in dealing with 

the cognitive environment, new technologies, and electronic 

programs. 

e. Reducing stumbling ratios by directing students to 

appropriate academic courses for their abilities, skills and 

desires. 

 



 
 

 

First Year 
University of Bisha 

 
  

3. First year admission system: 

The University Council shall be determined on the proposal of the 

Deanship of Admission and Registration, the Councils of Colleges 

and the relevant authorities of the University - The number of male 

and female students that can be admitted in the (first year) of each 

academic year. 

The competition and comparison among applicants for disciplines are 

based on the general grade of secondary education, the Power 

Placement and the achievement of the academic colleges, the grade of 

secondary education, the Power Placement of the administrative and 

human colleges, according to the desire of the applicant and the 

number of seats available in each discipline. 

4. First Year mechanism: 

A) The admission and the initial placement of male/female 

students directly in their academic colleges. 
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B) The duration and the grade point average of the First Year 

shall be taken into account within the male/female student 

plan. 

C) The reconfirmation of the male/female student in the 

discipline after completing the First Year. 

Second: First Year Paths and Courses 

The program of the first year includes four paths. The male/female 

student shall study one of these paths according to the admitted 

discipline. The study shall be in two successive semesters of the 

health path, the engineering scientific path, the administrative path 

and one semester of the human path. 

1) Health path 

2) Engineering scientific path 

3) Administrative path 

4) Human path 

First Year Paths and Courses: 

1) Study Plan of Health Path: 
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First Level    

Course Name Code Approved 

Hours 

Effective 

Hours 

Intensive English 

language program -1 

(of health path) 

ENGL 

103  

6 18 

Learning and critical 

thinking skills 

Critical 

thinking 

101 

2 2 

Islamic culture -1 Islam 101  2 2 

Communication skills Effective 

101  

2 2 

Medical biosciences -

1 

BSc 101  4 5 

Total 16 29 

 

Second Level    

Course Name Code Approved 

Hours 

Effective 

Hours 

Intensive English 

language program -2 

(of health path) 

ENGL 

104  

6 18 

Computer skills CT 101  2 3 
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Language skills TCS 101 2 2 

Medical biosciences -

2 

BSc 102  4 5 

Biostatistics BSc 103  2 2 

Total 16 30 

 

2. Study Plan of Engineering Scientific Path: 

First Level    

Course Name Code Approved 

Hours 

Effective 

Hours 

Intensive English 

language program -1 

(of engineering 

scientific path) 

ENGL 

101 

6 12 

Islamic culture -1 Islam 101 2 2 

Computer skills CT 101 2 3 

Language skills TCS 101 2 2 

Total 16 24 

 

Second Level    

Course Name Code Approved 

Hours 

Effective 

Hours 

Intensive English ENGL102 6 12 
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language program -2 

(of engineering 

scientific path) 

Communication skills Effective101 2 2 

Learning and critical 

thinking skills 

Critical 

thinking 101  

2 2 

General chemistry Chem101 4 5 

Mathematics Math101 3 4 

Total 17 25 

 

3. Study Plan of Administrative Path: 

First Level    

Course Name Code Approved 

Hours 

Effective 

Hours 

Intensive English 

language program -1 

(of administrative 

path) 

ENGL 

105  

6 12 

Learning and critical 

thinking skills 

Critical 

thinking 

101 

2 2 

Islamic culture -1 Islam 101  2 2 

Language skills TCS 101  2 2 
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Principles of business 

administration 

BUS 111  3 3 

Business mathematics 111 Math 2 3 

Total 17 24 

 

Second Level    

Course Name Code Approved 

Hours 

Effective 

Hours 

Intensive English 

language program -2 

(of administrative 

path) 

ENGL106 6 12 

Communication skills Effective 

101  

2 2 

Principles of 

Accounting 1 

ACC 111  3 4 

Principles of 

Microeconomics 

ECON 

101 

3 4 

Computer skills CT 101  2 3 

Total 16 25 
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4) Study Plan of Human Path: 

First Level    

Course Name Code Approved 

Hours 

Effective 

Hours 

Intensive English 

language program -1 

(of human path) 

ENGL105 6 12 

Islamic culture -1 Islam 101  2 2 

Communication skills Effective 

101  

2 2 

Language skills TCS 101  2 2 

Computer skills CT 101  2 3 

Learning and critical 

thinking skills 

Critical 

thinking 

101 

2 2 

Total 16 23 

 

5. Placement Confirmation in Colleges: 

Male/female students of the University of Bisha shall be placed 

directly in their colleges at the beginning of the first year, as new 

recruits are admitted to their disciplines; according to the trade-off 
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between their rates, the capacity determined by the college and the 

male/female student's desire. 

In order for the male/female student to continue with his/her 

admitted discipline, he/she shall complete all the first-year courses 

in two semesters (and an exceptional third semester), in addition to 

other conditions set by the respective college councils. The new 

student shall go to the academic guide in his college; to ensure that 

the required conditions to complete his/her study in his/her 

discipline after the first year. 

If the first-year plan is not complete within the specified period, the 

male/female student will be transferred to the Community College 

(according to the capacity and priority) or restricted, based on the 

male/female student's approval of these conditions and the e-

commitment given at the time of admission. 
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6. Scientific Colleges and Disciplines: 

Bisha Governorate 

College Department Path 

Medicine 

 

Medicine and Surgery  

 

Healthy  

Applied Medical 

Science 

(Male-female) 

Medical Laboratory 

Science 

Psychotherapy  

General Nursing 

Nursing 

 

Computers and 

Information 

Technology (Male-

female) 

 

Computer Science 

 

Scientific 

and  

Engineering 

 

Information Systems 

 

Engineering 

(Male) 

 

Mechanical Engineering 

 

Civil Engineering 

 

Industrial Engineering 



 
 

 

First Year 
University of Bisha 

 
  

 

 

College Department Path 

 

Science 

(Male-female) 

Mathematics  

Scientific and  

Engineering 

Biology 

Physics 

Chemistry 

Business 

(Male-female) 

Business Administration Administrative 

Accounting 

 

 

College Department Path 

 

Arts 

(Male) 

Islamic Studies  

Human Arabic language 

English language 

 

Arts  

(Female) 

Islamic Studies 

Arabic language 

English language 

Geography 

History 

College Department Path 

 

Electrical Engineering 
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Home Economics 

(Female) 

 

Home Economics 

 

 

Scientific and  

Engineering 

 

Education 

(Female) 

 

Early Childhood 

Education 

 

Human 

 

Balqarn Governorate 

College Department Path 

 

Science and Arts 

(Male-female) 

Computer Science  

Scientific 

and  

Engineering 

Mathematics 

Chemistry 

Physics 

 

Arts  

(Female) 

English language  

Islamic Studies  Human 

Arabic language 

Business Administration 

 

Al Namas Governorate 

College Department Path 

 

Science and Arts 

(Male-female) 

Information Systems  

Scientific 

and  

Engineering 

Mathematics 

Chemistry 

Physics 
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Home Economics 

English language  Human 

Islamic Studies 

Arabic language 

Business Administration 

Applied Medical 

Science 

(Female) 

Nursing Healthy 

 

 

 

Tathleeth Governorate 

College Department Path 

Science and Arts 

(Male-female) 

Information Systems Scientific 

and  

Engineering 

Biology Department 

Business Administration Human 

Islamic Studies 

Arabic language 

 

Third: First Year Regulations: 

1. Level System: 

The first academic year consists of two levels: for health path, 

scientific and engineering path, administrative path, and one academic 

level for human path. 
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2. Continuous Evaluation: 

The University shall apply the continuous evaluation of the 

male/female student throughout his/her academic period in the first-

year program in the academic courses through a series of mechanisms 

and criteria, such as panels, hands-on practices, exercises and 

applications, periodic and final tests, at the end of each semester, in 

accordance with the Study and Tests Regulation. 

3. Attendance: 

A) In the first year, the male/female student shall attend all lectures 

and specific scientific lessons from the first academic day at the 

university, and in the case of a lack of attending lectures, the 

male/female student will be denied access to the final test due to 

absence and he/she will be given a deprived grade (DN), calculated 

at a cumulative rate by one (1), and the male/female student is 

considered fail in the course. 

B) The male/female student shall adhere to the approved curriculum 

of the Deanship of Admission and Registration of Academic 

System in the Portal. 

C) The male/female student shall ensure that his/her name is on the 

official e-attendance statement in all the courses registered for 

him/her and shall not be added manually on the attendance 

statement. 
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4. Transferring and Table Processing (Deletion and addition): 

A) The first year of the male/female students may not be transferred 

between first year paths. 

B) The first year of the male/female student is not allowed to perform 

deletions, additions, and changes of academic divisions, but the 

schedule is fixed for the male/female student throughout his/her 

period of study at the University in the first year. 

5.  Apology, Postponement and Withdrawal: 

A)  The first year of the male/female student may not apologize for a 

semester. The exception shall be made with the approval of the 

Standing Committee for the first year. This semester shall be 

calculated from the period necessary to complete the requirements 

of the first year. 

B) The first year of the male/female student may apply for the 

postponement of a semester during the first week if he/she applies 

for a formal apology to the Standing Committee for the first year. 

C) A first-year male/female student may not withdraw from any 

academic course. 

6. Dismissal and Re-entry: 

A) The male/female student shall be dismissed from the first year in 

any of the following situations: 
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B) A first-year male/female student shall be dismissed if he/she gets 

(3) consecutive academic warnings; because his/her cumulative rate is 

less than (2 of 5). 

C) A first-year male/female student shall be dismissed if he/she does 

not complete all the courses of the first year during three semesters 

as a maximum. 

D) A first-year male/female student, who is unrestricted, may not re-

apply for the first year. A student, who has been unrestricted, may 

be transferred to the college of Society as available. 

7. Completing First Year requirements: 

A) A First Year of the male/female student shall complete successfully 

all the courses provided in the first year. His/her cumulative rate 

shall not be less than (2.00 from 5.00) at the end of the year. 

B) The first year of the male/female student, who has got an initial 

admission in the health colleges and engineering college, shall 

complete all the courses provided in the first year, in addition to 

any other requirements provided by the councils of health colleges 

and engineering college. In case that such conditions are not 

applied, he/she shall be transferred to another discipline, taking 

into account the desire of the male/female student and the 

absorbing capacity. 

C) If the first year of the male/female student fails in one of its 

academic courses, he/she may register the failed courses in the 
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summer (if any); according to the desire of the male/female 

student, or in the third semester. 

D) The first year of the male/female student may study courses of the 

discipline in the following cases: 

1. If the first year of the male/female student fails in one or two of its 

academic courses, he/she may register the failed courses with the 

courses of the next level, provided that the registered hours shall 

not exceed 17 hours, without prejudice to the requirements. 

2. If the first year of the male/female student fails (healthy path – 

scientific and engineering path – administrative path) in one or two 

of the following subjects (communication skills, learning and 

critical thinking skills, language skills and Islamic culture), he/she 

may register the failed courses with the courses of the third level, 

or in the summer, if any, provided that the registered hours shall 

not exceed 17 hours, without prejudice to the requirements. 
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Introduction 
Educating students about the opportunities available to them and the challenges they face and 
solving the problems that hinder their progress towards achieving academic goals are among the 
most important goals that the unit seeks to present to students. Accordingly, the department 
created a special unit called (Student Affairs Unit) to look into all the challenges and difficulties 
facing students and work to solve them and to provide advice in all non-academic matters related 
to student life with the aim of improving the student environment at the university. 

Vision 

 Leadership and distinction in providing a distinguished educational environment 

Mission 

Providing successful solutions to all problems and challenges facing students 
Goals and tasks 

1. Highlight the opportunities available to students. 
2. Solve all the problems that students face. 
3. Contribute to achieving the department's goals. 
4. Reviewing and evaluating academic advising and support policies. 
5. Review student evaluation policies. 
6. Review and evaluate the rules of student behavior on campus. 
7. Enhancing student participation in various events inside and outside the university. 
8.  Reviewing the controls of practicing student activities and evaluating them. 

Specializations of the Student Affairs Unit: 
1- Conducting studies to determine the prevalence of any inappropriate behaviors in the student 
community, and evaluating the non-academic aspects related to student life at the university 
2- Reviewing all procedures followed at the university, and making sure that they are consistent 
with the university's policies and programs related to health, recreational, and psychological and 
social counseling for students. Conducting periodic inspection visits and preparing reports on 
these visits, and studying any complaints from students about those policies and programs 
3. Examine the individual cases referred to the unit by the lady agent, members, and the security 
officer. 
4. Preparing and updating disciplinary policies and procedures related to inappropriate behavior 
related to non-academic issues, and recommending appropriate procedures towards educating 
students about these policies and procedures. 
5. Representing students and defending their interests in cases related to non-academic issues. 



6. The unit is the body responsible for addressing issues related to students' discipline and their 
grievances in non-academic cases. 
7. Act as an advisory body for student clubs and activities. 

Functions of the Student Affairs Office 

The Student Affairs Office provides the following services: 
 
1. Announcing the admission and transfer, collecting the wishes of the new and continuing 
students who are not specialized, presenting them to the officials, and preparing the necessary 
letters for the different departments in order for the departments to undertake their own 
admission procedures. 
2. Asking the different departments for data on the names of students whose absenteeism rate 
exceeded 25% or more and preparing the lists related to that, as well as compiling the requests of 
students who apply to lift the deprivation and presenting them to the (Student Cases Committee) 
before submitting them to the College Board by the Vice Dean for Academic Affairs. 
3. Supervising the distribution of student reward checks, cashing ATM cards, and returning 
checks that were not delivered to their owners to the relevant authorities at the university. 
4. Helping student activity committees in everything that falls within their specializations and 
making use of student activity committees in guiding and guiding students. 
5. Participating in the membership of the Student Cases Committee and preparing the decisions 
issued by it. 
6. Placing advertisements for students and what is required to work in the Student Affairs Unit. 
7. Addressing the departments regarding the absence of students with acceptable excuses and 
documented by the official authorities approved by the university. 
8. Supervising the evacuation procedures for students who are expected to graduate and 
withdrawn, and release the party for students of official scholarships as well as transportation 
forms for non-Saudis. 
9. Determining the students who are late in studies and advising them academically in 
coordination with the departments in this matter and with the Vice-Dean for Academic Affairs. 
10. Providing the faculty departments with all the information they need about the students 
’study status based on the available information and records, and preparing a report on this for 
the College Vice-Dean for Academic Affairs. 
11. Proposing work needs in the Student Affairs Unit, including staff, equipment, and so on. 
12. Preparing certificates of good conduct for students after making sure that no disciplinary 
decisions were issued against them. 
13. Submit periodic reports to the Dean of the College on the progress of work in the Student 
Affairs Unit. 
14. Study the requests for deletion and recommend what he graduated Study the request and raise 
that to the Vice Dean for Academic Affairs. 



15. Arranging the procedures for announcing the transfer and conducting personal interviews for 
students during the specified period, and coordinating with this with the Vice Dean for Academic 
Affairs, in accordance with the criteria approved by the esteemed College Council. 
16. Study students' problems and suggest solutions to them, and coordinate with the Vice Dean 
for Academic Affairs in this regard. 
17. Coordination with the Vice Dean for Academic Affairs in everything that would raise the 
efficiency of work in student affairs. 

Academic Advising Committee: 
 
1. Supervising the process of academic advising for students and its inclusion, addition and 
change of people. 
2. Examining the excuses presented by students to take alternative tests, and presenting 
recommendations to the department council. 
3. Holding scientific workshops for students. 
4. Study the conditions for automatic transfer from the various university departments to the 
department, submit its recommendations to the department council, and determine the students 
accepted for transfer based on the controls set by the committee. 
5. Follow up on the status of students who have dropped out of school. 
6. Proposing appropriate recommendations regarding re-enrollment for students, and submitting 
them to the department council. 
7. Address the cases of students who have failed to study, and make proposals about improving 
their academic level. 
8. Supervising the participation of students of the department in various activities and 
competitions 

Student Psychosocial Support Committee 
 
A unit affiliated to the Guidance and Counseling Agency at the Deanship of Student Affairs that 
seeks to raise the level of social, psychological and academic counseling services to achieve 
psychological and social compatibility of female students in the university environment 

Services 
1. It provides counseling, social, psychological, and educational services 
2. Preparing and implementing educational programs and plans to help female students develop 
and develop their personalities and refine them skillfully 
3. Studying cases of female students applying to benefit from the aid service, loans, and 
exceptional cases of female applicants for university housing and nursery school. 
4. Reducing the severity of some of the wrong behaviors of the female students transferred from 
the disciplinary committees through the rehabilitation and therapy sessions 



5. The Student Support Committee aims to provide student support at a level that helps our 
students to reach professional excellence, success, self-realization, connection with the university 
and adopt the principle of lifelong learning. 
6. It also aims to help male and female students to achieve their academic goals and to overcome 
obstacles and problems that affect the achievement of their goals by developing their personal, 
social and academic skills and supporting them morally. 

Specializations of the committee's work: 

Supporting struggling students: 
 
1. Designing files to follow up the defaulters and follow up the files by the people’s officials. 
2. List the defaulting students annually with their phone numbers and contact them for follow-up. 
3. Conducting special lectures for defaulting students. 
4. Follow up on students ’grievances regarding exam results. 
5. Amending the students' examination schedule to leave an appropriate period 
6. Limiting students who are absent from practical lessons for three consecutive or five separate 
times, and sending messages to them through Student Affairs to make counseling sessions for 
them. 
7. Continuous communication with students for scientific follow-up and psychological support. 
8. Examining students psychologically and determining who needs psychological treatment, 
psychological follow-up, and dispensing treatment for them. 

Supporting outstanding students: 
 
1. Honoring the top students in the batches by making an honoring ceremony for them and 
distributing certificates of honor in the presence of the dean of the college and the college’s 
undersecretary for education and student affairs, the college’s representative for student affairs, 
and the heads of departments and faculty members 
2. Divide the outstanding students and make small seminars for the defaulting students 
3. Establishing an Elite Mentoring Program for Academic Supervision, in which each volunteer 
faculty member supervises five outstanding students. 

And the program includes: 
 
1. Allowing the student to participate in his scientific research with a faculty member supervising 
him, to benefit from his research experience. 
2. Inviting the student to accompany the supervising faculty member in attending workshops or 
conferences. 
3. Allowing the student to participate in the faculty member supervising him in passing on 
patients and following up cases in the university hospital 



4. Communicating with the student through direct contact or social media, following up on his 
behavior and trying to amend them using dialogue and appropriate educational methods. 

Student Activity Committee 
 
1. Preparing a time plan for the student’s scientific, sports, cultural and entertainment activities, 
following them up, and supervising their implementation within the college. 
2. Evaluating the activities of student activities of all kinds and submitting the necessary 
proposals to raise their level. 
3. Encouraging student initiatives, adopting them and working to implement them in 
coordination with the Deanship of Student Affairs. 
4. Coordination with the Deanship of Student Affairs in everything related to student activities. 
5. Urging female students to participate in national events and public invitations to participate, 
such as celebrating the National Day 

Student Issues and Protection Committee 
 
The committee is concerned with examining the grievances of male and female university 
students towards the faculty members, employees and students who belong to it, after going 
through the preliminary procedures for student grievances and this unit aims to educate students 
about their duties and their rights and protect them in accordance with the rules and regulations 
of the university. 

The objectives of the Students' Rights Protection Unit: 
 

1. Educating university students and all members of the educational and administrative staff 
of the rights and obligations of university students. 

2. Providing the necessary legal advice to female students and informing them of their 
university rights. 

3. Instructing female students on how to obtain their rights by resorting to the official 
authorities within the university, within the framework of the rules and regulations in 
force at the university, and in accordance with the powers of the stipulated committees. 

4. Supporting students' rights on grounds that are consistent with the approved laws and 
regulations and in a manner that does not conflict with them. 

5. Developing a culture of justice and fairness among female students and university 
employees. 

Tasks of the Female Student Rights Protection Committee: 
1. Administrative supervision of the work of sub-committees in colleges and institutes, and 

issuing recommendations and decisions that regulate the work of these departments. 
2. Consider and investigate complaints referred to it by the Vice Dean of the College, given 

the privacy, confidentiality and exceptional circumstances these complaints may contain. 



3. The unit consists of a permanent committee to settle disputes and complaints from female 
students, and sub-committees for a unit in each college affiliated with the university. 

Sub-committees tasks: 
1. Providing legal advice to female students, educating them, and informing them of their 

university rights and obligations. 
2. Receive complaints from female students regarding academic and non-academic 

problems that the student may encounter at the university. 
3. Considering and investigating the complaints submitted to it and exerting efforts towards 

achieving an amicable settlement, and in the case of an amicable settlement, a 
memorandum of opinion shall be drawn up to be approved by the chairperson of the 
permanent committee. . 

Mechanism for submitting a complaint to the sub-committees: 
1. Submit the complaint on the designated form, provided that the form is filled out with the 

necessary accuracy and clarity, and the student's signature on that. 
2. The student must precisely determine the subject of her complaint and attach the 

documents and evidence proving her right, and provide the student with a receipt proving 
the receipt of her complaint. 

3. The committee has the right to request the member whose right is complained to respond 
in writing to what is stated in the complaint within five days from the date of the direct 
manager being formally notified of this without the member whose right is complained 
about is obligated to appear before the committee, and if no questions are answered 
before The complainant is considered an acknowledgment by him of what is included in 
the complaint. 

4. It is not permissible for the student in all cases to submit a complaint or grievance after 
30 days have passed from the date of the occurrence of the incident subject of the 
complaint, and it is not permissible for the student to submit her complaint about the 
same incident more than once or for more than one party in the university. 

Students Council 
A group of students elected and representatives of their colleague in the College of Applied 
Medical Sciences, contributing to the development of the university environment and 
promoting student services, the council is committed to achieving its goals in accordance with 
the regulations, provisions and laws in force at the university. 

Student Council goals 
 

1. Participation in building the student’s integrated personality and developing it nationally, 
socially and culturally within principles and values. 
2. Developing the spirit of leadership among students and providing them with the opportunity to 
express their meaningful opinions that are beneficial to the university community. 



3. Educating students about their rights and duties in accordance with the university regulations 
in force. 
4. Paying attention to students ’issues, following them up and working on solving problems in 
cooperation with the college’s administration. 
5. Work to provide a healthy, healthy atmosphere for dialogue and respect for opinion and the 
other opinion. 
6. Enhancing the spirit of cooperation and the concept of teamwork among students. 
7. Supporting and promoting cultural, scientific, social and sports activities and raising their 
efficiency. 
8. Urging students to contribute truly and effectively in planning and organizing everything 
related to their affairs and their studies. 
9. Contribute with the college in developing student services in light of actual needs. 
10. Closer ties between students and between faculty and administrative members of the college 
Tasks and powers 
1. Students represent their colleagues before the responsible authorities in the college in 
reflecting their issues, suggestions and opinions in accordance with the instructions of the college 
and the university. 
2. Coordination for the implementation of group activities, and continuous communication with 
members to find solutions to all issues 
3. Organizing council correspondence and communicating information to fellow students. 
4. Follow up on what is done regarding the recommendations of the advisory board after their 
approval. 
5. Supporting the council’s role in achieving the goals for which it was formed. 
6. Promote programs and events and urge fellow students to participate effectively 
Nomination for membership is in accordance with the university's rules and 
regulations 
1. The student must be regular in his studies at the college. 
2. He must be a Saudi national. 
3. He shall be of good conduct and behavior, and no disciplinary punishment has been issued 
against him. 
4. That his cumulative average in the semester is not less than (3.50) out of (5.00). 
5. To have communication skills and teamwork. 
6.  To have an effective participation in student extracurricular activities and volunteer work 

The skill record 
It is an official document approved by the university that monitors the life, personal and 
professional skills that the student acquired during her studies at the university. 

 The agency responsible for implementing the skill record: 
1. The Deanship of Student Affairs, represented by the Student Activities Agency. 
2. Female Student Affairs Agencies in Colleges. 



Objectives of the skill record: 
1. Documenting the skills that the student acquired during university life. 
2. Motivating the student to develop her skills and enrich her CV. 
3. Documenting the student’s participation in training courses and workshops that develop her 
personal and professional skills acquired during the study period at the university. 
4. Improving the university outputs by assisting the student in developing the skills needed by 
the labor market. 
5. Achieve leadership in increasing the employment rate of female graduates. 

Controls for granting a skill record:- 
 

1. The student must be registered and regular at the university 
2. That the certificate or document obtained by the student during the period of study at the 

university is approved and sealed by the authority that organized the activity, and the 
competent authority at the university must verify its authenticity 

The contents of the skill record: 
 It includes training courses and workshops that the student attended inside the university or from 
accredited bodies from outside the university, and accredited hours are required according to the 
following fields: 
1.Self-development and character building. The number of hours should not be less than 20 

hours 
2.Computer or an approved license. The number of hours is not less than 15 hours 
3.Vocational training courses, the number of hours is not less than 23 hours 
4.Specialized professional training courses, the number of hours is not less than 12 hours 
5.Participation in volunteer work and community service inside the university or with reliable 

and specialized external bodies. The number of hours is not less than 50 hours 

Skills to enrich the skill record and not required to obtain it, as follows: 

Driving skills 
1. The student must have held positions in the following fields: 
2. Membership or chairing of the Student Advisory Council 
3. Presidency of one of the student clubs or societies 
4. Membership of the Board of Directors of the Student Fund 
5. Participation in student employment 
6. Prizes and patents: The applicant must have obtained one or more (local, regional, 

international) awards 
 
 



Student clubs:- 
The clubs are considered a scientific, cultural, social, sports, artistic and entertainment radiance 
center to discover and develop the talents of female students and provide effective opportunities 
for communication with local and foreign universities. 

Student Clubs Goals: 
 
1. Developing the various talents of female students and linking them to the Kingdom's 2030 
vision and the sustainable development goals. 
2. Promote the Islamic and national identity. 
3. Developing the leadership personality of female students and encouraging them to make 
decisions. 
4. Enabling social responsibility. 
5. Promote the values of moderation, determination and perseverance. 
6. Supporting the specialized academic aspects by linking theoretical aspects with practical life 
and training in the field of specialization. 
7. Investing students' spare time in practicing various activities and services, and acquiring skills, 
experience and knowledge. 

Types of student clubs: 
1. Specialized clubs: interested in developing the scientific and practical thought of the students 
and supporting them with administrative and leadership skills through the establishment of 
specialized activities, and linking the theoretical and academic side with practical life. 
2. Public clubs: interested in discovering talents, investing in students ’energies and developing 
their various skills, and working to promote and support the culture of creativity and innovation. 
It is also concerned with spreading awareness in everything that serves university students and 
society, promoting values and the spirit of citizenship, in addition to spreading the spirit of 
cooperation between students. 

Regulations for forming student clubs and societies: 
1. Clubs are established as needed and according to the opinions of the Deanship of Student 

Affairs, by a decision of the authorized person 
2. The entity wishing to establish the student club fills out the club establishment form and 

the Student Activities Agency studies it and approves it by the Dean of Student Affairs 
3. It is not permissible to change the name of the Student Club after accreditation without 

the approval of the Dean of Student Affairs 
4. The number of members of the student club during the foundation phase should not be 

less than (30) thirty female students, and the student club may include any number of 
female students joining the university, provided that the number of members is not at any 
time less than the number of founders. 

 



Student club formation: the club consists of: 
• Supervising faculty member 
• The president of the club, the vice president and members of the students 

Conditions for nomination to head the student club: 
 
A female student who runs for president of the Student Club must do the following: 
2. The student must be registered and regular in one of the university’s colleges. 
3. That two semesters have elapsed since her enrollment at the university. 
4. That her GPA is not less than (3.00) out of (5.00). 
5. She must be of good conduct and behavior and that no disciplinary punishment has been 
issued against her. 
6. She must have experience in the field of student activities of not less than one year. 
7. A female student may not be nominated for the presidency of more than one club. 
8. The student should not be affiliated with any other student program within the university, such 
as: (Student Partnership, or the Student Advisory Council) 
9. The term of presidency is one academic year, after which new elections are held. 

The main student club nomination mechanism: 
1. The student club supervisor performs the duties of the president until the president is chosen. 
2. Nominations for the club’s presidency and vice president are open within (30) days from the 
beginning of the first semester. 
3. Those who wish to run for president of the student club who meet the nomination conditions 
must fill out the special form, a summary of goals and a work plan and submit it to the student 
club supervisor. 
4. The president is chosen based on the vote of the student club members after sorting the 
nomination forms and determining the female candidates. 

The mechanism for selecting a vice president for the student club: 
 
1- The second place is chosen by the number of votes, after the president of the student club as 
vice-president. 
2- It must fulfill all the conditions required by the principal. 

The mechanism for selecting student club members: 

The mechanism for selecting student club members: 
1- The president of the student club or whoever acts in her position shall announce the opening 
of membership for the club during the first four weeks of the beginning of the semester - the 
summer semester is excluded - after which the door for membership closes. 
2- Female students wishing to obtain membership must complete the membership form at the 
club administration. 



3- The president or whoever acts on her behalf submits the membership form and lists to the 
club's supervisor at the college within three days of closing the membership door, after ensuring 
that the membership conditions apply to female members. 

Conditions for nomination for membership of the student club: 
The student must be registered and regular in one of the university's colleges. 
2- She must be of good conduct and behavior, and that no disciplinary punishment has been 
issued against her. 
3- Renewal of membership annually. 
4- Fill out the membership application form. 

Student excursions 
These are official visits of a group of university students to academic institutions inside or 
outside the Kingdom, with the aim of enriching their scientific and practical experiences. 

Types of student trips: 
Academic trips: They mean trips organized by the university for female students with the aim of 
supporting their specialized scientific skills 
Training trips: These are the trips organized by the University for Female Students to support 
their personal and leadership skills 

Student travel goals: 
1. Encouraging distinguished students to develop their life experiences through scientific and 
practical practice. 
2. Refining the educational skills and experiences of female students, and achieving effective 
communication and collective interaction between female students on the one hand and between 
them and their counterparts in other universities on the other hand. 
3. Supporting the theoretical side with field studies, and providing students with scientific 
experience in order to upgrade their level of efficiency, effectiveness and professional skills. 
4. Providing the opportunity for distinguished female students to represent the university in 
conferences, seminars, festivals, and cultural and scientific meetings, both internally and 
externally. 
5. Raise the level of female students ’awareness of the civilizational, historical, touristic and 
developmental value of other countries. 
6. Achieving fun and recreation for female students within the framework of Sharia, educational 
and scientific controls. 

Student travel goals: 
1. Encouraging distinguished students to develop their life experiences through scientific and 
practical practice. 



2. Refining the educational skills and experiences of female students, and achieving effective 
communication and collective interaction between female students on the one hand and between 
them and their counterparts in other universities on the other hand. 
3. Supporting the theoretical side with field studies, and providing students with scientific 
experience in order to upgrade their level of efficiency, effectiveness and professional skills. 
4. Providing the opportunity for distinguished female students to represent the university in 
conferences, seminars, festivals, and cultural and scientific meetings, both internally and 
externally. 
5. Raise the level of female students ’awareness of the civilizational, historical, touristic and 
developmental value of other countries. 
6. Achieving fun and recreation for female students within the framework of Sharia, educational 
and scientific controls. 

Conditions for female students ’participation in student trips: 
1. The participating student must be enrolled in one of the university’s colleges. 
2. Upon participation in a business or innovation paper, the student must participate in the name 
of the student and Princess Bisha University in writing. 
1. That no disciplinary punishment has been imposed against her. 
2. That she has never participated in student trips that took place in previous years. 
3. You hold a valid passport. 
4. The student participating in the trip should attend a written approval from her guardian and 
inform him of her destination, time, trip program, goals and those in charge of it. 
5. The student participating in the trip must adhere to the instructions and regulations of the 
student trip), and the Deanship of Student Affairs has the right to investigate her in case of a 
violation and impose penalties as follows: 
      a. Verbal warning. 
       b. Written warning. 
       c. Deprivation of participation in student trips and conferences in the future. 
Disciplinary penalties determined by the Permanent Disciplinary Committee according to the 
type of violation. 
General regulations for student trips: 
1. The means of transportation should be safe, with the need for female supervisors to 
accompany the students in all transportation means. 
2. That the number of supervisors on the trip is one supervisor for every ten female students, and 
if the required number of supervisors is not available, the trip will be canceled. 
3. It is strictly forbidden to go to places where female students may be exposed to danger, such 
as an area of political conflicts or areas where epidemic diseases or natural disasters of all kinds 
are spread, in the interest of the safety and security of students. 
4. Participation of the female supervisors on the trip in all events in time and place. 



5. Adherence to Sharia controls, the Kingdom’s regulations, and prevailing social norms, and 
adherence to public morals and the host organization’s regulations. 
6. Commitment to the pre-set program for the trip and the use of transportation allocated by the 
host. 
7. Wearing the Islamic veil and dress modestly throughout the trip. 
8. Accept all directions from the supervising attendant. 
Priority in academic student trips is given to female students who have excelled in the major who 
have achieved an average of (4 out of 5) or more, and preference is given to participants in 
extracurricular activities in case the trips are related to training programs. 

Proposal of Student operating program 
It is one of the educational and social care programs provided by the university to enhance its 
role in developing and training female students, and it includes employing female students within 
the university's facilities with the hour system, where the Student Partnership Unit receives the 
requests of women who wish to work in this system at the beginning of each semester. 

Program Goals: 
1. Developing the skills of university students by practicing some administrative work in the 

various university facilities. 
2. Investing students' leisure time and providing them with experience with a monthly 

bonus commensurate with the number of student work hours. 
3. Accustoming students to take responsibility for work and adhere to its ethics. 
4. Providing a source of income for female students with financial needs, whose monthly 

bonus has stopped. 
5. The university sectors benefit from assigning female students to some administrative and 

technical work. 

Controls for participation in the student employment program: 
 The student must be enrolled and regular in studies. 
 • That no disciplinary punishment has been issued against her. 
 • The student is not entitled to combine two employment opportunities in the semester. 
 • That the cumulative average of the female student in the semester is not less than 4 out 

of 5. 
 • A female student who has previously worked at the university for three semesters 

during her study period at the university is not entitled to work 
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Chapter One 

 

Article One  

The following words and expressions mean – as referred to in this 

regulation – the meaning stated against each of them, unless otherwise 

provided for.  

   

University: University of Bisha. 

 

Student: Each male and female student enrolled in the university for 

study whatever their educational level.  

 

Disciplinary Offence: Every offence whether a saying or a deed the 

student commits in offence of the university systems, regulations and 

instructions and all that violate the system and the public morals as per 

the text of (Article Eight) of this regulation and consists of:  

   

(a) Disciplinary offences which fall within the competence of the 

Standing Committee for Addressing Student Issues. 
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(b)  Disciplinary offences which fall within the competence of the 

subcommittees in the colleges. 

  

Disciplinary Penalty: Every penalty provided for, including but not 

limited to, in (Article Nine) of this regulation. 

 

Test: Every periodical, semester or final test as per the provisions 

determined by the Study and Test Regulation of the university stage.  

 

Standing Committee for Addressing Male Student Issues / 

Subcommittee for Addressing Female Student Issues in colleges: 

Everyone this regulation grants him the power of recommendation for 

inflicting any of the disciplinary penalties in this regulation. 

 

Article Two 

Every student enrolled for studying in the university, as well as, the 

students permitted for performing the test from outside the university 

as the visiting students as per the Study and Test Regulation are 

subject to the provisions of this regulation. 
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Article Three  

This regulation aims at the following:  

1- Ensuring the students' rights and committing to performing their 

duties.  

2- Ensuring the quality of educational process and its supporting 

activities in the university.  

3- Controlling the students' behavior in order to be effective members 

in their societies.  

4- Correcting the violating students' behavior by inflicting penalties 

which conform to the nature of their offences and achieve the aim 

by educationally and academically treating their behaviors.  

 

Article Four 

 Student may not protest by ignorance or lack of knowledge and 

awareness of the university effective systems, regulations and 

decisions, as well as, the instructions issued by the university in order 

for not inflicting the penalties stated in this regulation as per the 

Student Charter (Rights and Duties) distributed and published to the 

male and female students of the University of Bisha in the first year. 
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The university shall publish and announce this regulation to the 

students at all applicable and acknowledged advertising means in the 

university.  

 

Article Five  

In case of inflicting one of the disciplinary offences, a detailed minute 

shall be drafted including the facts and circumstances of its 

commitment from recording the fact. The authenticated documents and 

declarations shall be annexed to this minute and submitted to the 

competent officer in order to transfer the violating student to the 

competent Student Issues Committee as determined in this regulation.   

 

Article Six  

In case the offence attributed to the student is proved to include a 

criminal crime, the Standing Committee for Addressing Student Issues 

shall recommend the president of the university to transfer all 

documents and verifications related to the offence to the systematically 

competent authorities for considering such crime. The Student Issues 
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Committee shall suspend its actions until the final judgment shall be 

issued in this regard. 

 

Article Seven  

The student transferred to the Verification Committee as per this 

regulation may not withdraw from the university or disclaim from it 

prior to completing the investigation. The competent Standing 

Committee for Addressing Student Issues / Subsidiary Committee for 

Addressing Student Issues shall notify the Acceptance and Registration 

Deanship upon transferring any student to be verified with him in 

order to suspend his graduation procedures or disclaimer from the 

university until deciding on the final decision of the offence attributed 

to the student.   
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Chapter Two 

 

Disciplinary Offences 

 

Article Eight:  

All breaches of the followed public morals, public system, systems, 

regulations, instructions and decisions of the university issued by the 

student shall be deemed a disciplinary violation exposing its offenders 

to the disciplinary penalties stated in this regulation. It includes the 

following:  

 

(a) Disciplinary offences which fall within the Standing committee for 

Addressing Student Issues  

1. Prejudice to the Islamic and social principles and foundations 

of the state, abuse to the national unit by saying or action, or 

invitation to join the organizations opposing to the homeland, 

any political or regional or party ideas violating the statue of 

the state or promoting them inside the university.   
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2. All sayings and actions issued by the student, relating to the 

belief, honor or dignity of others, and disturbing the good 

standing and conduct or contradicting the right manners that 

must be characterized by the student. 

3. Personating the character of the others in any of the matters 

relating to the university and its affairs, as well as, giving 

documents and universities national ID for the purpose of 

illegitimately using it.   

4. Assaulting the right of any employee of the university or the 

workers and employees of the companies still working in the 

university. 

5. Accessing, with no right, to the confidential information 

related to the employees of the university, publishing or 

guiding the others to the method of obtaining it.   

6. Establishing and participating in any activities or events inside 

the university, issuing printings, leaflets and posters, 

participating in their distribution or collecting money, 

donations or signatures without obtaining the approval of the 

relevant authorities.  
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7. Falsifying the official papers, certificates or documents, using 

them after falsifying them, whether issued by the university or 

abroad as long as they are relevant to the relation of the 

student with the university or the procedures of studying in it, 

or intentionally causing damage to all or some of the content, 

or following illegal methods for the sake of obtaining them.  

8. Carrying a firearm, if authorized or the white weapon or 

keeping flammable materials or explosion or entering any 

materials in order to use them for illegal purpose inside the 

university and its utilities.  

9. Non-committing to the public taste, clothes or appearance in a 

way which does not correspond to the Islamic values, 

traditions and customs of the Saudi society and the 

instructions issued by the university in this regard.   

10. Refraining from submitting the documents confirming their 

identity to the competent authorities if requested. 

11. Violating the system or exceeding the limits of the obligatory 

morals while the student is being investigated whether in his 
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actions or his addressing with the members of the Student 

Issues Committees.  

12. Any other violation which the university sees that it represents 

a violation of the regulations, instructions and decisions 

issued by the university which is not provided for in the 

regulation.    

   

(B)  Disciplinary offences to be addressed by the subcommittees for 

student affairs in Colleges. 

1. Disrupting the study or inciting for the disruption, and 

refraining from attending lectures or other university duties 

that the regulation require to attend.      

2. Breach the order; discipline; progress of study at the 

university and all its facilities; and the rules followed during 

lectures, tests, seminars or activities that take place inside the 

university, or those held outside and the university 

participating in it; as well as stir up chaos in the housing units, 

university transports, or any Other University facilities.  
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3. Each cheat in the test - by any means - initiating, participating 

or assisting in it, or illegally obtain the test questions before it 

takes place; cheating in reports and researches, practical and 

field training, graduation projects and master's and doctoral 

thesis, as well as fraud by an alternative student in quarterly or 

final tests, or to replace another in the test.  

4. Any misuse, destruction or deliberate sabotage; or attempt to 

do in the University's facilities or property, or to modify or 

transfer them without the approval of the competent 

authorities, or to use illegal means to obtain it.   

5. Using modern technologies for the purpose of harming the 

university or one of its members.       

6. Possession of pictures, films, tapes, newspapers or magazines 

containing what contradict with morals and ethics within the 

university and its facilities  



- 12 - 

 

 

Section Three 

 

The Disciplinary Penalties 

 

Article Nine  

The disciplinary penalties inflicted on the offending student: 

 

(A) The disciplinary penalties that is inflicted by the standing 

committee to deal with the student’s issues. 

1. Warning. 

2. Notice with a written commitment from the offending student. 

3. Assign the student to perform a service or social work, or 

attend courses inside or outside the university in not more 

than one month. 

4. The temporary depriving for (one or two terms) from 

practicing one or more of the students activities that the 

student committed the offence during practicing it. 

5. Cancel the registration in one or more curriculum. 

6. Failure in one or more curriculum. 
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7. Depriving from enjoying some of the college benefits. 

8. The temporary drop-out from studying in the university of not 

more than two terms. 

9. Not to give the student the graduation document, the academic 

certificate or the non-academic documents that its certified is 

related to a forgery, fraud or fraudulent. 

10. Dismissal from the university. 

   

(B) The disciplinary penalties that is inflicted by the Sub-

committee to deal with the student’s issues in collages. 

1. Warning. 

2. Notice with a written commitment from the offending student. 

3. Assign the student to perform a service or social work, or 

attend courses inside or outside the university in not more 

than one month. 

4. The temporary depriving for (one or two terms) from 

practicing one or more of the students activities that the 

student committed the offence during practicing it. 

5. Cancel the registration in one or more curriculum. 
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6. Failure in one or more curriculum. 

7. Depriving from enjoying some of the college benefits. 

 

Article Ten 

More than two disciplinary penalties shall not be inflicted on the 

offending student, and the infliction of penalties shall be considered to 

be appropriate to the size of the offence, the precedents, conditions and 

circumstances that relate to the offence and its offender. 

 

Article Eleven 

The penalties stipulate in Article Nine of this regulation may not be 

inflicted on offences that more than two years lapse since they have 

occurred without taking any decision to investigate them. 

Article Twelve 

In event the student is caught in an act of fraudulent during the test or 

breaking silence and rules that should be available in the testing room, 

the controller shall get the offending student out of the testing room 

and record a detailed report of the offence (Form 1) according to the 

mentioned procedures in Article (Five) of this regulation. 
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Article Thirteen 

In event the student is caught in an act of fraudulent in reports, 

researches, practical and field trainings, assignments, or the graduation 

projects, the curriculum instructor shall record a report of the offence 

(Form 1) according to the mentioned procedures in Article (Five) of 

this regulation. 

 

Article Fourteen 

If forgery is discovered mentioned in Item (B-3) of Article (Eight) 

after the adoption of the final result of the curriculum, the offender 

shall not be exempt from the disciplinary responsibility and the Vice 

Presidency For Educational Affairs and the Vice Presidency For 

Female students Affairs shall send him/ her to the Standing committee 

to deal with the student issues to inflict the appropriate penalty.  

 

Article Fifteen 

If any of the mentioned facts in Item (B-3) of Article (Eight) is proved 

in a student right that has received his graduation certificate, the 

university shall cancel the decision of giving the document or the 
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certificate and it shall transmit all what relates to the offence of 

documents and investigations to the competent state authorities 

according to its system. 

 

Article Sixteen 

The Permanent-Sub Student Issues Committee that inflict penalties 

shall consider the mentioned penalties in Items (5, 6) of Article (Nine) 

and shall not be a reason in striking off the student enrolment, and the 

committee shall guarantee its decision and not to consider the penalty 

period from the period of study. 

 

Article Seventeen 

The Standing committee deals with the students issues after the 

approval of the university Rector on the regular procedures of 

reporting the competent authorities in the state with offences in which 

the Rector proves the committing or the participating of any person 

from outside the university after transferring to him from the Vice 

Presidency For Educational Affairs and the Vice Presidency For 

Female students Affairs whenever he deems that this procedure is 
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necessary, the committee shall inform his reference to the contents of 

this offences. 

 

Article Eighteen  

The offender student that his offence is mentioned in the Item (B-4) of 

Article (Eight) is proven, shall bear the value of the damages in 

addition to the value of the repair or installation or the consequences 

thereof, other than the disciplinary penalties stipulated in these 

regulations that authority inflicted. 

 

Article Nineteen 

A- By a decision of the University President, a standing committee 

for student issues of two academic years, it shall be competent to 

the disciplinary offences mentioned in Paragraph (A) of Article 

(Eight) and consists of the Vice President for Educational Affairs 

as president, membership of the Dean of Student Affairs and the 

Dean of Admission and Registration, two faculty members, a 

secretary, and whoever sees The Vice President for educational 

affairs is not nominated. By a similar decision, a corresponding 
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committee in the female section, headed by the Vice President For 

Female Students. 

B- The two committees are competent to inflict the penalties 

mentioned in Paragraph (A) of the Article (Eight), and establishing 

the appropriate penalty in all offences referred to them by a 

decision of the Vice President for the Educational and Academic 

Affairs and the Vice-Rector for Student Affairs. 

C- Each college have a Sub-Issues Committee that is competent to 

inflict penalties mentioned in paragraph (B) of Article (Nine) 

headed by the dean of the college and one of the Vice Presidents 

and two members of the teaching staff. A recommendation by the 

dean to nominate them is issued, and a decision by the college 

council to form the committee. The college and two members of 

the teaching staff, and a decision is issued by the college council 

to form it. This committee is competent to investigate the offences 

by college students or others if the offence occurred within the 

college’s borders. The minutes of the sub-committees are 

approved by the university’s Vice President for Educational 

Affairs with regard to the female student section and from the 
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university female Vice President for Female students affairs with 

regard to female section. 

 

Article Twenty 

In case that one or more members of the Student Issues Committee 

participated in controlling the foreseeable offence or was a party in it, 

he shall be exempted from consideration of this offense, and any 

member of the disciplinary committee may request that he be excused 

from consideration of one of the offences if he has a moral objection 

that prevents him from participating in its consideration, in both cases, 

the holder of authority can if necessary, include the appropriate 

alternative to membership of the Student Issues Committee during the 

consideration of this offence. 
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Section Four 

 

The procedures before disciplinary committees 

 

Article Twenty One  

The Student Issues Committee shall be held when necessary by the 

chair of Committee invitation with subject to the confidentiality of the 

sessions. The holding is not organized without attendance of majority 

members including the chair of the committee. The decision shall be 

issued by the majority of the votes, in the case of the votes are equaled 

the side of the committee chair preferred.  

 

Article Twenty Two   

The competent Student Issues Committee shall consider the violations 

during period not exceed thirty day starting from date of reference the 

violation to the committee from competent person. The penalty shall 

not be imposed unless the student is summoned for investigation, 

hearing his statements regarding what was attributed to him and 

proving that in the minutes of the session. the student has right to The 
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right to defend himself and to provide evidences that would deny what 

was attributed to him from offences, including the request to hear 

witnesses and lapse his right to perform his statements if summoned 

three times to hear his statements and he did not attend unless he has 

an excuse accepted by the disciplinary committee and considers his 

case in absentia and in all cases the notification of the penalty decision 

must be submitted to the student.   

 

Article Twenty Three  

The Student Issues Committee has right to summon any person need to 

hear their testimony, the chair of the committee shall take over their 

invitation and their testimony is heard by the attendees from the 

members of this committee. The content of this testimony is registered 

in the investigation minutes and each witness signs his testimony. 

Shall be heard each witness solely unless there is necessary 

confronting witnesses with each other. The Student issues Committee 

may be content with providing the witness testimony in writing 

whenever it is necessary. 
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Article Twenty Four 

Violating student shall be summoned and notified in the prescribed 

cases in this regulation by a message to its electronic mail or mobile 

phone that is registered by his name at the university. The student be 

responsible with any change or amend in this registered data on his 

electronic page in the academic system.  
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Chapter Five 

 

Powers of Imposing Disciplinary Penalties  

 

Article Twenty Five 

The powers of competent bodies for imposing disciplinary penalties on 

violators shall modify as follow: 

A. students legal issues subcommittee has right to impose the penalty 

from the item (B) from article (Nine), if the committee sees to 

impose penalty harsher than item (B) from Article (Nine) shall file 

its recommendations to the Standing Committee to treat  and 

consider student issues. 

B. college dean and college vice dean  have the right to impose the 

penalties  set forth in Item (B) from Article (Nine) of this 

regulation on who is  committed the offences that are accrued 

inside its college or affiliated utilities after making  necessary 

investigation. 

C. A member of the teaching staff in student offences during the 

performance of his teaching work has the right to propose any of 
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the two penalties    stipulated in Item (1,2) from Article (Nine) of 

this regulation as well as filling  a minutes  with  facts and 

proposed penalty  during three days of the date of the violation to 

college dean and college vice dean. The decision of college dean 

and college vice dean regarding impose the proposed penalty shall 

be final and enforceable. The violator shall has right to be 

grievance before Standing Committee to treat and consider student 

issues 

 

Article Twenty Six  

The university Chair entitled to assume all the powers of the Student 

Issues Committee stipulated in these regulations and he shall impose 

any of the penalties stipulated in Article (9) in the event of a 

disruption, gravity breaching in the university system or occurrence of 

a situation threatening to do so necessitates a prompt decision, as well 

as in the case of male or female students committing disciplinary 

offences that demand their privacy or confidential treatment. 
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Chapter Six 

 

Grievance from Disciplinary Decision 

 

 

Article Twenty Seven 

The student shall have the right to grieve against the penalty decision 

issued against him to the University Vice President for Educational 

Affairs / Female University Vice President for Female Students Affairs 

within a month as of the date of notifying him of the decision.  The 

University Vice President for Educational Affairs / Female University 

Vice President for Female Students Affairs shall present the subject of 

the grievance to the University Council in the event the grievance of 

the male/female student is of a penalty issued from the Standing 

Committee for Addressing Students Issues to consider in the nearest 

session as of the date of notifying him of the decision. 
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Section Seven  

 

General Provisions 

 

Article Twenty Eight  

The decisions that are issued with disciplinary penalties shall maintain 

in student file. All bodies shall impose the penalty on the violator 

providing the deanship of the acceptance and registration with copy of 

the decision, the concerned dean shall announce the decision in the 

college poster board with initial letters of the student name. 

 

Article Twenty Nine  

The Deanship of Students Affairs and the Deanship of Acceptance and 

Registration shall be concerned with taking the required actions to 

immediately implement the penalty after being notified of the decision 

of the Students Legal Issues Committee to impose the penalty 

according to the prescribed powers for each of them in the regulations 

and systems of university.  
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Article Thirty  

In the event of applying the penalty of temporary suspension from the 

university study, the student shall be deprived of benefiting by the 

services and activities the university provides throughout the penalty 

duration. 

 

Article Thirty One  

The student may apply to the University Council, asking a 

reconsideration of the disciplinary decision, which was issued against 

him/her imposing the final dismissal penalty from the University 

within two years from the date of its issuance. The University Council 

may reconsider this decision.  

 

Article Thirty Two 

Deans, department heads, university staff, and university 

administrators are responsible for the discipline of students, according 

to  the regulation and orders of the university. When an incidents is 

occurred by a student within the university and its facilities, they are 
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responsible for fixing, within their areas of competence, in accordance 

with the procedures stipulated in this regulation.  

 

Article Thirty Three 

The University Security Officers shall maintain security and order on 

the university campus; and the reports, they submitted, shall be valid to 

the student unless proven otherwise.  

 

Article Thirty Four  

The University Council has the right to add, amend or cancel the 

articles of this regulation and has the right of interpreting thereto.  

 

Article Thirty Five 

This Regulation shall come into force as of the date of its endorsement 

by the University Council; and shall supersede all conflicting 

regulations, decisions or instructions issued prior to the endorsement of 

this regulation. 
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Form (1) 

 

Seizing and Evidencing an Offence Report   
 

 

Student Name:………                     University ID No.:………. 

Faculty:……….                             Major:…………….. 

Subject:………..                              Mobile phone:…………….. 

 

The Student (whose name and details are indicated above) was seized on......... (date), at: ......... 

(time).  

In the University headquarter:.......Building:...... Hall:......,  

By ....., whose job is......... 

 

As the student was:    

Cheats: �               Other: � 

 

Accurate Description of the Offence 

....................................................................................................... 

 

and:   

 

He/ She…. 

admitted what was attributed to him/ her 

�� 

denied what was attributed to him/her �� 

First witness:.......... whose job is........  

Second witness:........ whose job is........ 

  

Incidents inspector:   

Name:...........................................................Job:........ 

College:.....................................................Department:....... 

Signature:................................................... Mobile phone:... 

.....   

Approval on the inspection of Incidents:  

College Dean/ Vice Dean:....................Signature:........ 

 



 

 

 

 

Form (2)  

 

Male/Female Student’s Complaint against Injustice  

or Removing the Damage 
  

 

 

Dear student, kindly make sure you complete the whole form. 

 

Firstly: Personal Data 

Student Name:…………….. 

The complaint date:……….. 

University ID No.:…………..             Mobile phone:…………….. 

Faculty:……….                               Major:……………..  

Date of the incident at complaint:    /  /     Hijri,    /  /    AD 

The defendant body or person:………. 

 

Secondly: The Complaint Data: 

Detriment or injustice the complainantsuffering: 

Complaint summary: 

Proofs (document and witnesses): 

Steps taken attempting to end grievance or solve the problem: 

 

Attachments: 

1-……………         2-……………          3-………….. 

 

Acknowledgement: 

I am the student ……….,  

I acknowledge that all data contained in this complaint is true on my personal responsibility. I 

do not intend by this complaint malicious or deforming the reputation of the second party, and 

if proven otherwise I shall deserve the application of the penalty of malicious complaint on me. 

 

Male/Female Student Name:                                              Male/Female Student Signature: 
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First Section 

Article (1): 

The following words and sentences –wherever contained in these regulations – are intended by 

the explanation hereof indicated, unless otherwise stated. 

The university: University of Bisha 

The student: All students enrolled in the university, regardless of their educational classes. 

Disciplinary incidents: every speech or action may be committed by the student, contradicting 

the university orders, regulations, and instructions; and also, everything breaches the order and 

public morals, which is herein stated in (Article 8), that consisting of: 

A. Disciplinary incidents to be handled by the permanent committee of student affairs. 

B. Disciplinary incidents to be handled by the sub-committees in Colleges. 

Disciplinary punishment: every punishment exclusively herein stated in (Article 9). 

The Test: every periodic, quarterly or final test in accordance with the provisions, which is 

stated by the regulations of study and tests for undergraduate. 

The Permanent Committee of Student Affairs/ The Sub-Committee of Student Affairs in 

Colleges: each one was entitled by these regulations to recommend any disciplinary punishment 

herein stated. 

Article (2): 

Each student enrolled in the university; and students in non-formal setting who are allowed to 

take the test, in accordance with the regulations of study and tests, are subjected to the provisions 

of these regulations. 

Article (3): 

These regulations purposes to: 

1. Assure students’ rights and commitment to duties. 

2. Assure the educational process quality, and its auxiliary activities in the university. 

3. Control students’ behaviour in order to be qualified members in their communities. 
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4. Adjust the behaviour of offending students by imposing punishments that commensurate 

with their incidents; achieve the purpose for academic and educational treatment of their 

behaviour. 

Article (4): 

Student may not claim ignorance or lack of knowledge of university orders, regulations, and 

decisions in-force; and the instructions thereby issued, in order not to impose the punishment 

herein prescribed, in accordance with student charter (rights and duties), which was distributed to 

Bisha University students in the first year. The university shall distribute and publish these 

regulations to students, by all publishing media that are enforced and recognized in the 

university. 

Article (5): 

In case of disciplinary incidents, its inspector shall write detailed record of its facts and 

circumstances, attaching with evidentiary documents, and statements to the competent authority 

to refer the offending student to concerning committee of student affairs, in accordance with 

what are stated in this regulations. 

Article (6): 

In case of the student incidents includes criminal offence, the permanent committee of student 

affairs may submit its recommendation to the rector, to refer all the incidents documents and 

inquiries to the competent authorities to consider this crime. The committee of student affairs 

may stop its procedures until a final judgment is issued. 

Article (7): 

The student, who hereby regulations was referred to the inquiry committee, may not withdraw or 

disengage from the university, before the end of the inquiry with him/her. Also the concerning 

committee of student affairs, whether it is permanent or sub-committee, should notify the 

Deanship of Admission and Registration, when a student is referred to inquiry, to stop his/her 

graduation or disengagement procedures from the university; pending a final decision in the 

subject of incidents attributed to him. 
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Second Section: Disciplinary incidents 

Article (8): 

1- All actions, that are committed by the student, breaching the followed public morals, public 

order, and the university orders, regulations, instructions, and decisions; are considered a 

disciplinary incidents, its perpetrator subjected to the disciplinary punishments set forth herein; and 

it is include the following: 

A. Disciplinary incidents to be handled by the permanent committee of student affairs. 

2- Violating the Islamic and social foundations of the kingdom; insulting the national unity 

whether by speech or action; or calling for joining the anti-homeland organizations, adopting any 

political, regional, and partisan ideas contradicting the kingdom order, or promoting it within the 

university. 

3- All actions that are committed by the student whether by speech or action, violating doctrine, 

honor, or dignity of others; and breaching good behaviour or contradict the righteous morals, which 

ought to be demonstrated by the students. 

4- Impersonating others in the matters regarding the university and its affairs, or giving documents 

or documents of university identifications to others for the purpose of using it illegally. 

5- Assaulting, by speech or action, a member of the university; or workers or employees of the 

companies that working within the university. 

6- Unauthorized access to confidential data of any member of the university, publishes it, or 

guides others how to obtain it. 

7- organizing and participating in any activities or events within the university; Issuing 

publications, leaflets, or posters, or participating in promote it; or gathering funds, donations, or 

signatures; without the approval of the relevant authorities. 

8- Falsification of documents, certification, or official papers; using it after falsifying, either it was 

issued by the university or another body, as long as It is connected to the student relationship with 

the university or the study procedures; intentionally destroying all or part of its content; or following 

illegal ways to get it. 

9- Carrying a firearm, even if licensed, or a white weapon; retaining a flammable or explosive 

material; or bringing any material for unlawful usage within the university and its facilities. 
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10- Lack of committing to the common sense, clothing or appearance that is incompatible with 

Islamic values; customs and traditions of Saudi society and the instructions issued by the university 

in this regard. 

11- Refrain from submitting identification documents to the competent authorities in case it is 

requested. 

12- Student breach of the order during the inquiry; or contradict of due ethics in his actions, 

or talking to the members of the Committee of student affairs. 

13- Any other incidents, the University considers a breach of regulations, instructions and 

decisions issued thereby, which aren’t stated in these regulations. 

(B) Disciplinary incidents to be handled by the sub- committees for student affairs in 

colleges. 

1- Disrupting the study or incitement thereto, and refraining or incite refraining from attending 

lectures or other university duties that the regulations require to attend. 

2- Breach the order; discipline; progress of study at the university and all its facilities; and the 

rules followed during lectures, tests, seminars or activities that take place inside the 

university,    or    those    held    outside    and    the   university participating in it; as well as stir 

up chaos in the housing units, university transports, or any Other University facilities. 

3- Each cheat in the test - by any means - initiating, participating or assisting in it, or illegally 

obtain the test questions before it takes place; cheating in reports and researches, practical and 

field training, graduation projects and master's and doctoral thesis, as well as fraud by an 

alternative student in quarterly or final tests, or to replace another in the test. 

4- Any misuse, destruction or deliberate sabotage; or attempt to do in the University's facilities 

or property, or to modify or transfer them without the approval of the competent authorities, or to 

use illegal means to obtain it. 

5- Using modern technologies for the purpose of harming the university or one of its members. 

6- Possession of pictures, films, tapes, newspapers or   magazines containing what contradict 

with morals and ethics within the university and its facilities. 
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Third Section: Disciplinary Punishment 

Article (9): Disciplinary punishments that are imposed on the offending students: 

A. Disciplinary punishments to be imposed by the permanent committee of student 

affairs. 

1. Notice 

2. Warning with a written undertaking from the offending student. 

3. Assigning the student to perform some service or social work, or attend training courses 

inside or outside the university, without exceeding one month. 

4. Temporarily prevent student (for one or two semesters) from participating in an activity or 

more than one, of the activities, he/she committed incidents during it. 

5. Drop the student registration in a course or more than one. 6- Consider 

student fail in a course or more than one. 

6. Suspend student from enjoyment of some university advantages. 

7. Temporarily suspend the student from studying at the university for no more than two 

semesters. 

8. Prevent giving graduation documents, scientific certification, or non-academic documents 

which obtaining linked forgery, fraud, or cheating. 

9. Final dismissal from the university. 

B. Disciplinary punishments to be imposed by the sub-committee of student affairs in 

colleges. 

1. Notice 

2. Warning with a written undertaking from the offending student. 

3. Assigning the student to perform some service or social work, or attend training courses 

inside or outside the university, without exceeding one month. 

4. Temporarily prevent student (for one or two semesters) from participating in an activity or 

more than one, of the activities, he/she committed incidents during it. 

5. Drop the student registration in a course or more than one. 

6. Consider student fail in only one course. (and farther, shall be referred to the permanent 

committee of student affairs) 

7. Suspend student from enjoyment of some university advantages. 
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Article (10): 

More than two disciplinary punishments may not be inflicted in the same incidents attributed 

to the student. The punishment imposed shall be commensurate with the punishment of the 

incidents, as well as the precedents, circumstances and accompaniments related to the incidents 

and perpetrator shall be considered. 

Article (11): 

Any punishment, stated in article (9) of these regulations, in the incidents committed more than 

two years ago without conducting any inquiries, may not be inflicted. 

Article (12): 

If the student is caught cheating during the test or violating calm and order that must be existed in 

the auditorium, the observer shall get the violating student out of the auditorium and prepare a 

detailed record of the incident (Form 1) in accordance with the procedures stipulated in Article 

(5) of this regulations. 

Article (13): 

If the student committed the act of cheating in reports, practical and field training, duties, and 

graduation projects, the course instructor shall prepare a record of the incident (Form 1) in 

accordance with the procedures stipulated in Article (5) of these regulations. 

Article (14): 

If any forgery incidents, stipulated in item (B.3) of Article (8), are discovered after approving 

the final result of the course, the perpetrator shall not be exempted from disciplinary 

responsibility. The vice President for Educational Affairs/ the Vice President For female-

student Affairs shall refer him/her to the permanent committee of student affairs, in order to 

impose the appropriate punishment on him/her. 

Article (15): 

If any incidents, stipulated in item (B.3) of Article (8), is proved on a student after receiving 

his/her graduation document; the university may revoke the decision of grant this document or 
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certificate, and may transfer all relevant documents and inquiries of this incident to the 

competent authorities of the kingdom to consider it. 

Article (16): 

The permanent or subcommittee of student affairs, whether it is that impose punishments, shall 

take into consideration the punishments stated in terms (5 and 6) of Article (9), provided that 

they do not cause the abolition of the student's registration from the university, as well as it may 

include, not to count temporary dismissal within the student's study period, in its decision. 

Article (17): 

The student permanent committee affairs, after rector approval, shall be concern with the 

statutory procedures for informing the competent authorities in the kingdom, about the 

incidents proven committed or participating by a person from outside the university; after it is 

referred to the committee by the vice President For Educational Affairs/ the Vice President For 

female-student Affairs, whenever he/she considers the necessity of this procedure; the committee 

may also notify with a reference of such incidents content. 

Article (18): 

The student who is found evidence of incidents, stated in item (B.4) of (Article 8), shall bear the 

cost of the damages, in addition to the cost of repairing or structuring and the consequences 

thereof; moreover, the disciplinary punishments, imposed by the disciplinary authority in this 

regulation. 

Article (19): 

A- A permanent committee of student affairs, shall be established by a decision from the rector 

for two academic years, and shall be responsible for the disciplinary incidents stated in paragraph 

(A) of Article (8). It consists of the presidency of Vice President for Educational Affairs, and 

membership of the Dean of Students Affairs, Dean of Admission and Registration, two members 

of the university staff, a secretary, as well as anyone nominated by the consideration of Vice 

President for Educational Affairs. As well as a corresponding committee shall be formed by a 

similar decision in the female section, headed by the Vice President for Female Students Affairs. 

The committee chairperson may call the dean or the Vice-dean of the college to which the 

student belongs. 

B- The two committees shall be responsible for imposing the Punishments stated in paragraph 

(A) of Article (9), and approve the appropriate punishment in all incidents referred thereto by a 
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decision of the Vice President for Educational and Academic Affairs / the Vice President for 

Female Students Affairs. 

C- A sub-committee shall be formed in each college; to be concerned with imposing the 

punishments, stated in paragraph (B) of Article (9), under the chairmanship of the dean, one of 

the vice deans and two members of the faculty staff nominated by the dean; and its formation 

decision shall be issued by the college council. As well as a committee shall be formed in the 

female section, headed by the dean/ vice dean and two members of the faculty staff; and its 

formation decision shall be issued by the college council, this committee is responsible for 

investigating incidents committed by the students of the college or others, even if the violation 

takes place within the boundaries of the college. The sub-committee records shall be approved by 

the Vice President for Educational Affairs in the male-student section; and by the Vice President 

for Students Affairs in the female-section. 

Article (20): 

In case of one or more members of the Committee of student affairs participating in the incidents 

discovery or being a party in it, he/she shall be excluded from consideration of such incidents, 

any member of the disciplinary board may also request exemption from the consideration of any 

incidents, if he has a moral prevention of participating therein. In both cases, the competent 

authority may, if necessary, include the appropriate alternative to the membership of the 

Committee of student affairs during the consideration of these incidents. 

Forth Section: Procedures before Disciplinary Committees 

Article (21): 

Sessions of the Committee of student affairs shall be convened, when necessary, upon a call of its 

Chairman, taking into consideration the confidentiality of the sessions. The meeting shall not be 

authorized without the presence of the majority of members including the Chairman; the 

solutions shall be made by the majority of votes, and the side in which the President shall prevail 

in case of equality. 

Article (22): 

The sub-Committee of student affairs shall consider the incidents, within a period not exceeding 

thirty days starting from the date of incidents referral thereto by the competent authority. 

Punishment shall not inflict unless student is summoned for inquiry; his/her statement is heard, 

regarding to what attributed to him/her; and proving that in the session record. The student has 
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the right to defend himself and to provide evidence that would negate the alleged incidents 

attributed to him/her, including the request of hearing witnesses. Student right to give testimony 

shall be forfeited, if he is summoned three times for hearing his statements and he does not 

attend, unless he has an acceptable excuse for the disciplinary committee, and his/her case shall 

be considered in absentia; in all cases the decision of the punishment shall be reported to him/her. 

Article (23): 

The Committee of student affairs shall have the right to summon those who are required to hear 

their testimonies by the necessity; and the President shall officially invite them; their testimonies 

shall be heard by the members of this committee; the contents of this testimony shall be written 

in the record of the investigation, also each witness shall sign his testimony; each witness shall be 

heard singly, unless necessary confronting witnesses with each other. The Committee of student 

affairs may be given writing testimony of the witness whenever it deems necessary. 

Article (24): 

In the cases stipulated in this regulations, the offending student shall be summoned or notified 

by his/her e-mail or mobile phone, which is registered in his name on the University; and the 

student responsible for change or modification of the registered data on his/her electronic account 

in the academic system. 

Fifth Section: Competence to Impose Disciplinary Punishments 

Article (25): 

The powers of the competent authorities to impose disciplinary punishments on offenders shall 

be determined as follows: 

A. The Sub-Committee of Student Affairs in each college has the right to impose the 

punishment in term (B) of Article (9). In addition if the committee deems imposing a punishment 

higher than what came in term (B) of Article (9), its recommendations shall be submitted to the 

permanent committee of student affairs to consider it. 

B. The Dean/ Vice Dean of the College shall have the right to impose the Punishments, 

stipulated in term (B) of Article (9) of this Regulations, on the perpetrators of incidents which is 

committed within his/her college or the facilities affiliated to it, after conducting the necessary 

inquiry. 

C. The faculty member - in the student incidents that happened while performing his teaching 



13 
 

work- shall have the right to suggest imposing one of the two punishments stipulated in terms 

(1, 2) of Article (9) of this regulations; by submitting a detailed record of the incident and the 

suggested punishment to the dean/ vice dean of the faculty within three days of happening. The 

Dean / Vice Dean approval on imposing the suggested punishment shall be final and enforceable; 

the student shall have the right to complain to the permanent committee of student affairs. 

Article (26): 

The rector shall undertake all the competencies of the Committee of student affairs, stipulated in 

these Regulations, and impose any of the punishments stipulated in Article (9); in case of a 

disturbance or serious breach in the order of the University, or happening incidents that threat 

occurring that and require a quick decision, as well as in the case of Students committed 

disciplinary offenses that require privacy or confidential dealing. 

Sixth Section: Complaint against Disciplinary Decision 

Article (27): 

The student has the right to complain against his/her punishment decision. student’s complaint 

shall be submitted to the Vice President For Educational Affairs/ the Vice President for Female 

Students Affairs, within a month of Informing him the decision; and the Vice President For 

Educational Affairs/ the Vice President for Female Students Affairs shall submit the complaint to 

the university council, if the complaint of the student was against a punishment issued by the 

permanent committee of student affairs, in order to decide on it at the earliest session thereof 

notifying decision. 

Seventh Section: General Provisions 

Article (28): 

Decisions of disciplinary punishments shall be kept in the student's file; and all authorities, which 

inflicted the punishment against the offender, shall provide the Deanship of Admission and 

Registration with a copy of its decisions; as well as the concerning Dean shall announce his 

decision in the college advertisement board with the first letters of the student name. 
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Article (29): 

The Deanship of Student Affairs and the Deanship of Admission and Registration - after 

notifying them of the decision to impose the punishment by the concerning committee of student 

affairs on the offending student- shall take the procedures of its implementation immediately, in 

accordance with the powers prescribed for each one in the regulations and orders of university. 

Article (30): 

In case of inflicting the temporary suspension from studying at the university; taking advantages 

of the services and activities provided by the university, is prohibited; during the duration of the 

punishment. 

Article (31): 

The student may apply to the University Council, asking a reconsideration of the disciplinary 

decision, which was issued against him/her imposing the final dismissal punishment from the 

University within two years from the date of its issuance. The University Council may reconsider 

this decision. 

Article (32): 

Deans, department heads, university staff, and university administrators are responsible for the 

discipline of students, according to the regulations and orders of the university. When an incident 

occurs by a student within the university and its facilities, they are responsible for fixing, within 

their areas of competence, in accordance with the procedures stated in these regulations. 

Article (33): 

The University Security Officers shall maintain security and order on the university campus; and 

the reports, they submitted, shall be valid to the student unless proven otherwise. 

Article (34): 

The University Council has the right to add, amend or cancel the articles of these regulations and 

has the right of interpreting thereto. 

Article (35): 

This Regulation shall come into force as of the date of its adoption by the University Council; 

and any prior regulations, decisions or instructions to its adoption shall be repealed. 
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Form (1) A Record of Inspection and Evidence of A Incidents 

Student Name:………            University ID No.:………. 

College:……….             Major:…………….. 

Subject:………..            Mobile phone:…………….. 

The Student (whose name and details are indicated above) was seized on......... (date), at: (time). 

In the University headquarter:.......Building:...... Hall: .................................... , 

By ....., whose job is......... 

As the student was: 

Cheating:                                                         Other:  

Incidents detailed description: 

....................................................................................................... 

and: 

He/ She…. 

denied what was attributed to him/her  

First witness:.......... whose job is........ 

 

 

admitted what was attributed to him/ her  

Second witness:........ whose job is........ 

 

Incidents inspector: 

Name:...........................................................Job:........ 

College:.....................................................Department:....... 

Signature:................................................... Mobile phone:........ 

Approval on the inspection of Incidents: 

College Dean/ Vice Dean:....................Signature:........ 



Form (2) A student Complaint Against injustice or to 

retrieve detriment 

Dear student, kindly make sure you complete the whole form. 

Firstly: Personal Data 

Student Name:…………….. 

The complaint date:……….. 

University ID No.:………….. Mobile phone:…………….. 

Faculty:………. Major:…………….. 

Date of the incident at complaint        /    / Hijri, /  / AD 

The defendant body or person:………. 

Secondly: The Complaint Data: 

Detriment or injustice the complainant suffering: 

Complaint summary: 

Proofs (document and witnesses): 

Steps taken attempting to end grievance or solve the problem: 

Attachments: 

1-……………                       2-……………                                 

3-………….. 

Acknowledge: 

I am the student ....................... , 

I admit that All data contained in this complaint are true on my personal responsibility. 

And I do not intend maliciously to undermine the reputation of the second party, and if 

proven otherwise I am entitled to apply the penalty of malicious complaint. 

Student name:                                        Student 

signature: 
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Introduction  
Considering modern education, the role played by universities and the historical 
stage through which human being is passing through in our present time under 
gigantic changes in the educational field, there was an urgent need to establish 
" Student Mentoring Unit " as an important pillar in developing the education 
process, establishing rules of participation and interaction, and taking decisions 
to build up a character able to encounter the future and its changes.  

From this perspective, all kinds of student mentoring system (academic- 
psychological- Occupational- social) impose duties on two parties of educational 
process the educational institution and the student. These duties are reflected 
in all administrative, technical, and academic systems and regulations which 
organize the educational process activity and its outcomes.  

According to this approach, our care of the student as a main member in the 
educational process and process's success is subjected to the student's response 
and interaction extent in the academic environment. Therefore, all main 
potentials must be available in the educational environment to urge them to 
create and innovate. Concerning the academic student, these ingredients lie in 
the effective integration during the educational process and student's interest 
to study the specialty that he always desires to attend; this feeling of 
psychological security is enhanced by student's understanding for regulations 
and systems and being aware of the study plan, success conditions, cumulative 
grading, registration procedures and connection with mentoring resources 
easily, these get him to feel with his social existence as an effective member in 
the academic environment.  

  



 

 
4 

Student Mentoring Rights  
• Every student has the right to get all services provided by the mentoring 

unit.  
• All students’ files and information should be handled secretly under the 

requirements of the situation.  

The student has the right to access to all his procedures of mentoring service 
provision; accordingly, he is expected to cooperate with the mentoring unit to 
provide appropriate information which are required for this service.  

How shall the Student Obtain the Mentoring Services?  
1. Contact the Academic Mentoring Unit or attend to the unit headquarter 

to ask for the service.  
2. Fill out some essential forms to open a file of the student (male/female) 

prior to the interview with the academic advisor.  
3. Have an initial consultancy interview with the academic mentor at the 

unit headquarter to determine the appropriate kind of service for the 
student (male/female).  
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Academic Mentoring  
Academic mentoring is represented in the two main focuses of mentoring 
process, the educational institution, and the student; the role of academic 
mentoring shall be enhanced by the competent academic mentor who works 
out of the Academic mentoring Unit all the academic year. The academic 
mentoring process shall be completed by awareness and understanding of all 
mentoring process parties with the objective of guiding the student to the most 
appropriate way to choose the best way for achieving the desired success and 
adaptation with the academic environment.  

The objective shall be achieved by providing the students with various academic 
skills which raise their educational attainment, discussing their scientific 
ambitions and making them aware of the university law and regulations, all this 
through various mentoring services such as individual academic mentoring, 
mentoring programs and various consultations.  

In addition, the academic mentoring helps students to shape their objectives 
and make appropriate decisions related to their academic and occupational 
future by making the most of all available potentials.  

The academic mentoring works continuously to simplify and facilitate the 
administrative procedures with the objective of providing the student with the 
best and valuable services during standard time according to comprehensive 
quality standards that college seeks under the increase of investment means 
within the educational and intellectual projects and scientific research.   
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The Objective of Academic Mentoring  
The academic mentoring system seeks to provide students with advice and help 
become able to complete their educational stages successfully though achieving 
the following:  

• Providing the students with the necessary support during their study to 
achieve the completion of study plan and complete all requirements 
within an available duration.  

• Providing academic and mentoring information to students and increase 
their awareness of university's mission, objectives, and systems.  

• Monitoring students academically, to help them to complete their study 
efficiently and support the efforts of the university to provide proper 
educational environment to graduate students who are qualified for 
labour market.  

• Help students to recognize the scientific specialties which are appropriate 
for their mental capacities and their tendencies  

• Guiding poor performing students, mentoring them, and taking care 
about them, monitoring them to raise their scientific level and help them 
to overcome obstacles they face.  

• Providing students with suggestions and advice to improve their academic 
attainment and help them to overcome their academic and administrative 
problems.  

• Raising the awareness level inside the campus with what the university 
provides of resources and services to improve the student's level.  

• Providing students with experience and scientific opinion about time 
management and good investment, to get the best means of study and 
good attainment.   
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Pillars of Academic Mentoring  
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Academic Mentoring Programs  
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Skills of Academic Mentor  
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Responsibilities of Successful Academic Mentor  
The academic mentor can provide a helping hand to students to endow them 
with necessary skills and help them overcome the problems they face during 
their academic life; this is through the following:  
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Social and Psychological Mentoring  
Objectives of Social and Psychological Mentoring  

The social and psychological system seeks to identify the problems that impede 
male and female students such as social and psychological conditions 
surrounding them and lead to poor performance or failure and perhaps 
dropping out for ever.  

Provide advice and help students overcome their life and psychological 
problems.  

Provide necessary material and moral support for male and female students 
during study period, thus achieving social and psychological stability for them.  

Monitor relevant students, help them complete their studies efficiently and 
supporting university's efforts of providing students' necessities.  

Provide students with suggestions and advice to improve their social and 
psychological conditions.  

Develop the skills of relevant students and raise their capacity of dealing with 
their problems and capacity to solve them.  

Provide students with experience and scientific opinion about the best means 
for solving their problems.  
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Phenomena that Require Social and Psychological Mentoring  
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Services of Social and Psychological Mentoring  
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Tasks of Social and Psychological Mentoring  
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The Occupational Mentoring  
The occupational stability at work highly affects the psychological stability as this 
stability contributes to satisfying a lot of psychological and material needs. 
Therefore, the right choice for the profession gets the individual to occupational 
stability, not only at work field but generally throughout his life. Accordingly, 
choice of profession shall begin in early period of educational stages.  

Many students ask about the speciality. What shall be the appropriate specialty 
that agrees with their tendencies and capacities? Will their choice for the 
speciality be right? Will they achieve their dreams and ambitions which they 
planned for? How many students are up for graduation who don't know how 
and from where they shall begin after graduation? How shall they get the job 
that goes with what they have of experiences, skills, and aptitudes?  

For that, the occupational mentoring and guidance provide some services that 
achieve the desired stability for the student through services provided to him. 
In the following lines, we will  

review the nature of occupational mentoring and how the individual writes his 
personal history and be prepared for an interview when applying for a job.  

"The occupational mentoring is a process that helps the student make proper 
decision in selecting the speciality, and consequently the profession which is 
appropriate for his aptitudes, capacities and tendencies, be prepared and apply 
for it with the objective of increasing the probabilities of success, progress and 
development and achieving a state of occupational conformity, meaning that 
the role of occupational mentoring lies in helping the individual choose the most 
appropriate profession for him and most appropriate to satisfy his various needs 
until he feels satisfied and participates quantitatively and qualitatively at work 
so that he could satisfy others"  
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The Objectives of Occupational Mentoring  

1. Inform students about the available scientific and literary specialities with 
their specifics and admission requirements.  

2. Help them identify their tendencies, aptitudes, capacities, personality's 
aspects, and skills that are relevant to the proper work.  

3. Help the student to choose the scientific speciality that is appropriate to 
his tendencies, aptitudes, and capacities  

4. Guide students who desire to change their specialities.  
5. Inform students with the nature of the jobs which are relevant  
6. to every speciality of the available specialities.  
7. Help students to reach the right decision for choice of profession which is 

appropriate.  

Services of Occupational Mentoring  
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Factors Affecting the Occupational Mentoring  
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Duties of the Occupational Mentor  

• Help students to obtain information and data relevant to the choice of 
curriculums and specialities, also relevant to conditions of access to 
labour institutions, various professions, and available job opportunities.  

• Help through providing the student with necessary experiences, getting 
him to meet prominent individuals of the speciality or individuals who 
teach its curriculums, or providing the student with data and information 
issued by Ministry of Education and Ministry of labour or received from 
relevant lectures and seminars or media, with student's organization of 
such information in a way that helps him make decisions.  

• Help the student to make a balance between information available to him 
and his capacities, tendencies, and aptitudes, taking into consideration 
that choice shall be characterized by flexibility and ability of adaptation, 
also consider society requirements and student's family circumstances. 
That choice should in addition provide many chances for the student.  

• Help the student to make decisions and implement them, by enrolment 
to education and adaptation.  
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Introduction 

 

The academic student is one of the major elements of the university organization. 

Therefore, universities exert every effort to harness all their potentials and develop 

their capabilities to raise the academic and skill levels of their male and female 

students. In the meantime, universities, in turn, do not overlook the importance of 

raising awareness and culture of male/female students for the importance of positive 

conduct and moral practices inside the university campus. University laws and 

regulations assert the value and significance of conduct practices which help the 

students to be distinctive in terms of intellect and conduct. Furthermore, universities 

ensure creating attractive settings for learning and teaching, where fair educational 

opportunities are provided, and all university various utilities and services are used. 

 
 

The structure of the Student Charter of the University of Bisha is derived from the laws 

and regulations of education in the Kingdom of Saudi Arabia. The University vision, 

mission, and objectives contribute to enhancing the students' practices and developing 

performance. This charter represents a general framework which is supposed to be 

binding to male and female students. The charter includes the standards, ethics, and 

values that should be adopted by male and female students along the period of their 

academic study. Since it is important to raise students' awareness of their 

responsibilities their religion, homeland, university, and community, and the necessary 

to enlighten students with their rights and duties; this charter is prepared for male and 

female students of the University of Bisha. 
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Definition of the Charter 

 

 

 

The charter is a set of commitments, directives, standards, and agreed practices derived 

from the Islamic Law and the education policy in the Kingdom of Saudi Arabia, as 

well as the University of Bisha vision, mission, objectives, and values that the 

University seeks to comply with and direct its students to shoulder their own 

responsibilities and to comply to the Articles of the charter, in rights and duties. 

 
 

Charter Objectives 

 

 

 

- Raising awareness and increasing information about rights and duties, developing 

the sense of responsibility for male and female students of the University, helping 

students to stick to moral standards to guarantee their rights, and creating a healthy 

environment of work which helps upgrading the quality of performance and 

promoting the University. 

- Disseminating and promoting the professional moral values and principles in 

students so that they can keep in mind and comply with them in dealing with 

others inside and outside the University. 

- Acquainting students with their rights, and enlightening them with their academic 

duties, as per the approved laws and regulations. 

- Instilling the confidence of academic students in the University's services at all 

academic, research, and community participation levels that support the values of 

justice, integrity, loyalty, and citizenship. 
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- Upgrading the academic and administrative performance in all the University staff, 

in the interest of the male and female students, through acquainting whoever is 

related to students (male – female) with their rights and duties. 

 
 

Targeted Group 

 

 

 

The rules and standards set forth in the charter shall apply to all the male and female 

students of the University of Bisha: (regular - affiliated – post-graduate – educational 

diploma– distance learning) and all relevant regulatory bodies in the University. 

 
 

The whole University staff, including teaching staff members and their assistants, 

administrators, technicians, male and female students, and labor shall abide by such 

standards. The University shall take the necessary actions to make sure that its staff 

persons are committed to the principles of this charter by applying, understanding, and 

disseminating its content to achieve the intended purpose. 
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The Rights: 

 

 

1. The University shall provide male / female students with a convenient academic 

environment to achieve the capacity and study easily and smoothly, in conformity 

with the mission of the university. 

2. Reviewing the study tables before the commencement of the study and registering 

for the courses which the system and registration rules make available while 

observing the priorities of students' registration as per fair disciplines when it is not 

possible to meet the desires of all students to register in a certain curriculum. 

3. Cancelling any course, adding another, or cancelling the whole academic semester, 

according to what the study system and registration in the University provide during 

the determined period as announced to all male and female students. 

4.  Conducting the internal or external transfer or changing the study system according 

to the regulations and systems and as per the potentials of the University. 

5. Obtaining the academic material and knowledge related to the academic courses the 

student studies, according to the academic provisions and regulations that govern 

the academic work. 

6. At the beginning of the academic year, the student shall receive the course plan that 

contains information about the course professor, the course objectives and outputs – 

the course schedule – methods and means of student’s assessment – study material 

related activities - teaching strategies - examinations- subject practical applications - 

distribution of skills to be acquired - references – course related knowledge and 

learning sources. 
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7. The University teaching staff shall comply with the schedule and times of 

lectures, accomplishing the academic and lab hours. They shall not abrogate or 

absent the lectures or reschedule them except in cases of necessity and after 

announcement provided that alternative lectures shall be given instead of the 

abrogated ones in order to fulfil the course after coordination with male/female 

students as well as the relevant department in this regard. 

8. Appropriately raising free and unrestricted inquiries and open scientific 

discussions with the teaching staff provided that the student shall observe public 

decency and limits of conduct whether during the lecture or the library 

announced time to meet students. 

9. Having the opportunity to be in constant contact with members of the teaching 

staff either through electronic mail, blackboard or the library announced times to 

meet students. 

10. Taking the examinations determined for the course unless a regulatory rule 

prevents conducting the examinations in accordance with related regulations and 

instructions. 

11. Male or Female Students shall be notified of depriving them from taking the final 

exam. Students shall be notified of the reason for their prohibition within 

appropriate time before the final examination time. 

12. Examination questions shall be from within the course, its contents and issues 

raised or referred to in lectures. Marks shall be distributed equivalently and 

logically in order to reach the fair assessment of male/female student’s 

capabilities. 

13. Students shall be acquainted of the results of the examinations after their 

correction and approval. 
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14. Reviewing the assessment of all the assignments he has handed over during the 

semester whether in a hard copy, soft copy or in any form. 

15. Obtaining a university ID card that evidences his identity inside or outside the 

University. 

16. Maintaining the full confidentiality and privacy of all the student’s information 

and restricting access to the personal information (academic record – personal 

file – grades transcript) ONLY to authorized personnel. 

17. Obtaining university regulations and laws and their sources. 

 

18. Obtaining a hard or soft copy of the male/female student’s rights and duties 

document. 

19. Notifying the student prior to taking any action against him, drawing his 

attention when committing any violation and notifying him in writing of 

whatever action taken against him while giving him the right to defend himself 

against any decision that is in conflict with his academic interest in accordance 

with the university systems and regulations. 

20. Providing a guiding introductory program of the university colleges and 

departments that shows laws and regulations and introduce the scientific 

disciplines and their academic, scientific and functional fields. 

21. Obtaining a graduation certificate upon completion of graduation requirements in 

accordance with the university laws and regulations within the time frame as 

determined by the University for handing over the certificate. 

22. Receiving guidance and direction through introductory circulars publications 

whether in hard or soft copies which clarify the university laws and regulations 

which shall be posted on the official portal of the University. 
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23. Male/female students shall not be exposed to physical or health risks and shall 

have the right for moral and psychological security so that the students shall not 

feel any moral threat like threatening of punishment, or exposure to insult or 

mockery from the student related bodies. 

24. Receiving financial remuneration in case of assigning him/her to work by hours 

during the academic years and beyond his/her duties in agreement with the 

assigning body and in accordance with the university laws and regulations. 

25. Enjoy the subsidies and social care provided by the university, in addition to 

participating in the activities conducted in accordance with the university 

governing regulations and instructions. 

26. Benefiting from the University services and utilities (academic book – central 

and sub libraries – sport court – restaurants – car parking areas) according to the 

university applicable laws and regulations. 

27. Receiving the incentives and financial bonuses duly determined and in particular 

to excellent male/female student. 

28. Nomination for training courses, programs, as well as internal and external trips, 

increasing his/her participation in cultural activities, and participation in local 

community service and volunteering activities. 

29. The right to file complaints and grievances against any matter that injure him/her 

or his/her relationship with members of the teaching staff, the department, the 

college or any of the university units. The complaints and grievances shall be 

filed according to the governing rules. The students shall be able to know the 

consequence of the complaint from the concerned body. 

30. Maintaining the contents of the students' file in the university, dealing with the 

file in integrity and not to deliver any of its contents except to male/female 



9  

student in person or to his custodian or to whoever the student officially 

delegates except for the cases when investigation authorities, judicial bodies or 

other governmental bodies demand handing over the file or reviewing its 

contents. The file content may not be disclosed or published unless the 

publication is made by virtue of a disciplinary action against the student. 

31. Students with special needs have the right to receive the proper service that suits 

their needs in accordance with the adopted regulations and rules. 

32. Male/Female Student has the right to run for the membership of students’ 

committees if the student meets the conditions. 

33. Selecting whoever represents him from/her male/female students to participate in 

students’ committees to discuss the topics that concern the student. 

34. Evaluation of students’ services though questionnaires. 

 

35. Providing certain body in the university to care for and follow up his rights. 
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The Duties 

1- Male/Female student shall be committed to review and understand university 

laws, regulations, instructions, and resolutions promulgated for their execution. 

They shall not circumvent or violate them. They shall not submit false 

documents to get any right or privilege contrary to what related provisions 

require. 

2- Complying with the distinguished academic conduct that is committed to Islamic 

morals and avoiding every conduct that contradicts religion and ethics and 

affects the academic position. 

3- Respecting members of the teaching staff, employees, labours of the university 

staff and others like students, guests, and visitors and avoid harming them 

verbally or by any means. 

4- Students’ compliance shall not damage, tamper or disrupt the properties of the 

university, or participate in such acts whether related to buildings or equipment. 

5- Male/Female student shall observe the instructions related to keeping in order, 

organizing and using the University utilities and preparations for their intended 

purposes. In case of wishing to use such utilities or equipment in other than the 

intended purposes, the student shall obtain a prior permission from the competent 

body. 

6- Male/Female student shall comply with the uniform and conduct suitable for the 

academic and Islamic norms. The student shall not commit any deed that violates 

the Islamic ethics and public decency observed in the University. 
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7- Male/Female student shall keep quiet inside the facilities of the university. They 

shall avoid smoking, disturbance, illegal gathering or legal gathering in other 

than the places designated for such purpose. 

8- Male/Female student shall comply with the sense of belonging to the place and 

sound citizenship by reporting whatever harms the university or the homeland. 

9- Male/Female student shall Attend classes and perform all academic requirements 

(attendance, participation, sitting for exams, assignments, homework, scientific 

research, practical training, field training, etc.) in the light of the rules governing 

and timetables regulating the commencement and end of study, transfer, 

registration, excuses, cancellation, and addition, subject to the provisions of the 

applicable regulations of the University. 

10- Male/Female Students shall respect the rules and arrangements that govern 

lectures, attendance and order and avoid absenting except for a reasonable 

excuse, in accordance with the regulations and systems of the university. 

11- Male/Female students shall comply with developing research and other academic 

requirements of courses by not cheating or participating in this act while 

preparing them, commit plagiarism or resort to illegal means in preparing 

research, reports, papers, studies, and other basic requirements for the course. 

12- Male/Female students shall comply with the rules and arrangements related to 

examinations and their order by not cheating, trying to cheat, or assisting in 

committing cheating in any way, impersonation, forgery or introducing 

prohibited materials or devices into examination halls or laboratories. 

13- Male/Female students shall comply with the guidelines and instructions directed 

by the proctors or invigilators in examination halls or laboratories, and the non- 

disturbance while taking examinations. 



12  

14- Male/Female students shall maintain quietness inside lecture rooms, moving 

away from the areas of the examination rooms and avoid the cause of noise near 

them. 

15- Male/Female students shall seek precision and integrity in evaluating a teaching 

staff member according to the designated models. 

16- Male/Female students shall Comply with attending the orientation day to 

introduce the university colleges and scientific departments. 

17- Male/Female students shall comply with the application of the penalty place on 

the male/female student in case of breaching the laws and regulations of the 

university. 

18- Male/Female students shall use modern technological devices like tablets, 

computers, and other personal property for academic purposes ONLY. If it is 

proved otherwise, applicable disciplinary actions shall apply. 

19- Male/Female students shall have periodic communication with students’ mentor 

and accurately registering the data. 

20- Male/Female students shall comply with holding the university IDs while the 

male/female student is inside the university, introduce them to the officers or 

teaching staff members when requested, and when finalizing any dealings in the 

university. 

21- Male/Female students shall avoid extremist and/or misleading ideas, circulating, 

disseminating, promoting, or sympathizing with them inside or outside the 

university campus. 

22- The female student shall not leave the university in the company of anybody or 

to any destination without the knowledge or approval of her custodian. 



23- A female student shall comply with the Islamic code of veil, covering her face while 

entering or leaving the university. 

24- The female student shall comply with the conventional uniform of the university and 

shall not violate it. 

25- Male/Female students shall not attend the university in an appearance that 

contradicts Islamic discipline, community customs, or university systems of which 

wearing improper accessories like face earrings, weird hairstyles, and the like. 

26- Male/Female students shall not take any photographs of the university facilities, male 

and female students, and university staff of male and female teaching staff members, 

administrators, male and female technicians for any purpose. 

27- Students shall not hold private parties inside the university premises. 

 

28- Students shall not issue publications, contribute in their distribution, raise funds or 

collect signatures for any purpose. 

29- Students shall not participate in any activity or gatherings that might disrupt the 

educational process in the university. 

30- Students shall not hold any activity outside the university in the name of the 

University of Bisha, without the permission of the University. 

31- Students shall not accompany children and pet animals to the University. 

 

32- Students shall not report any health, social, or economic situation that might 

obstruct the study workflow by reporting it to the College Deanship. 
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Statement 

of the 

Purpo

se 

1. This Code of Conduct contains the policies that relate to the legal and ethical 

standards of conduct that Bisha College for Applied Medical Sciences, Executive 

Management, staff and students are expected to comply with while carrying out their 

fiduciary duties and responsibilities at the college. 

2. This policy is intended to help concerned persons focus on areas of ethical risk, 

provide guidance to help them recognize and deal with ethical issues. It also 

provides mechanisms to report unethical conduct, and to help foster a culture of 

honesty and accountability. 

 

 

 

 

 

 

 

 

 

Po

lic

y 

1. The Code of Conduct complements, but does not replace, the standards of behavior 

and performance required by the college regulations. 

2. The code of conduct clarifies the standards of behavior that are expected of staff and 

students in the performance of their duties and responsibilities. 

3.  It gives guidance in areas where staff needs to make personal and ethical decisions. 

4. All UBCAMS staff and students shall comply with the laws, rules and regulations 

applicable to UBCAMS 

 Conflict of Interest: 

All CAMS’s staff and faculty shall avoid conflicts of interest between themselves and 

CAMS. A “conflict of interest” can occur when the private interest of any of the CAMS’s 

staff and faculty in any way or even appears to interfere, with the interests of CAMS as a 

whole. A conflict situation canaries when any of the CAMS staff and faculty takes 

actions or has interests that may make it difficult to perform their college work 

objectively and effectively .Conflicts of interest also arise when any of the college staff 

and faculty, or a member of their immediate family, receives improper personal benefits 

as a result of their position at CAMS. 

Each CAMS staff and faculty shall fully disclose any situation that involves, or may 

reasonably be expected to involve a conflict of interest. Moreover, all executive 

management, managers and employees shall report any conflict of interest to their 

department directors. 
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Gifts: 

All CAMS staff and faculty shall not accept gifts or personal benefits of any value from external parties if it 

could be perceived that this could compromise or influence any of the college staff and faculty decision. 

Additionally, no gift shall be accepted from a supplier, vendor, contractor or student unless the gift has 

insubstantial value and a refusal to accept it would be discourteous or otherwise harmful to CAMS. 

Entertainment: 

Acceptance of normal business entertainment such as lunch, dinner, an event, and the like, generally is 

appropriate if it is of a reasonable nature and is in the course of a meeting or another occasion. 

The purpose of which is to hold genuine business discussions or to foster better business relations. All college 

staff and faculty are to report any such entertainment. As such, all executive management, managers and 

employees are to report any such entertainment (in advance, if practical) to their direct supervisors. 

Outside Activities: 

All CAMS staff and faculty are prohibited from engaging in any freelance activity or employment that adversely 

affects the quality or quantity of work performed; competes with CAMS activities; implies sponsorship or 

support by CAMS of the outside employment or organization; or adversely affects CAMS reputation; or makes 

use of or interferes with CAMS time, facilities, resources or supplies. 

Interests in Other Businesses: 

It is a potential conflict to interest for all CAMS staff and faculty or their spouses or any other immediate family 

members (jointly referred to as “family members”) to directly or indirectly have a financial interest (e.g., as an 

investor, lender or Board Member) in a competitor, or in a customer or supplier with whom that CAMS staff and 

faculty or their subordinates deal in the course of their job within CAMS. Accordingly, employees must promptly 

disclose any such interests to their supervisor. In addition, an employee must disclose to their department director 

any employment or consulting relationship that a family member has with a competitor, or with a customer or 

supplier with whom the employee has dealings. 

Corporate Opportunities: 

CAMS staff and faculty have a duty to advance college legitimate interests when the opportunity to do so arises. 

They are, therefore, prohibited from: 

1. Taking for themselves personally opportunities that are discovered through the use of college property, 

information or position for personal gain. 

2. Competing with CAMS. 
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cy 

Harassment: 

CAMS staff and faculty are committed to a working environment which is free from harassment, 

including discrimination, victimization and bullying, and in which the dignity of the individual is 

paramount. As such, all concerned persons are responsible for helping to ensure that individuals do not 

suffer any form of harassment. Any staffs who suffer from harassment will have the total support of 

CAMS in putting a stop to it. 

Nepotism Disclosure: 

CAMS  does not prohibit the employment of relatives, and it does not wish to become involved in 

consensual relationships between co-workers. However, precautions must be taken to ensure that individuals 

are not and do not appear to be improperly influenced by the existence of close personal relationships. In 

particular, CAMS staff and faculty may not directly supervise or otherwise participate in decisions regarding 

the hiring, retention, promotion or compensation of other CAMS staff and faculty with whom they have a 

close personal relationship. CAMS construes “close personal relationships “as relationships between 

immediate family members, spouses, fiancés, children, grandchildren, siblings, parents, grandparents, aunts, 

uncles, nieces, nephews, and their respective spouses and any other relationships that reasonably might be 

perceived as potentially compromising CAMS staff and faculty ability to make independent, unbiased 

decisions on behalf of CAMS. 

Employee Relations: 

It is CAMS policy that all colleges staff and faculty, regardless of level, shall strive to 

meet the following objectives: 

 Respect each employee, worker and representative of students, suppliers and 

contractors as an individual, showing courtesy and consideration and fostering 

personal dignity. 

 Make a commitment to and demonstrate equal treatment of all employees, 

workers, students, suppliers and contractors without regard to race, color, gender, 

religion, age, national origin, citizenship status or disability. 

 Provide a workplace free of harassment on the basis of race, color, gender, 

religion, age, national origin, citizenship status or disability. 

 Afford employees a reasonable opportunity, consistent with the needs of CAMS, 

for training to become better skilled in their jobs. 

 Encourage promotion from within, consistent with the needs of CAMS, whenever 

qualified employees are available. 
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 Ensure that each manager knows personally every employee two 

levels directly below them to allow employees an avenue to voice 

opinions to management other than their direct management. 

 Treat any suggestions by external consultants brought in to enhance 

our processes as opportunities to improve skills and not as criticism. 

Provide and maintain a safe, healthy and orderly workplace. 

 Assure uniformly fair compensation and benefit practices that will 

attract, reward and retain quality employees. 

Safety: 

A CAM is committed to provide a safe work place for all college staff and 

students. In addition, there are laws and regulations that impose responsibility 

on CAMS to safeguard against safety and health hazards. 

For those reasons, CAMS staff and faculty who are present at the college 

facilities are required to follow all safety instructions and procedures that 

CAMS adopts. If CAMS staff and faculty have any questions about possible 

health and safety hazards at any of our facility, they shall bring those 

questions to the attention of their supervisor as soon as possible. 

Confidential Information: 

Except when disclosure is authorized, legally mandated, or required by law, 

all CAMS staff and faculty shall maintain and protect the confidentiality of 

information entrusted to them about students, work colleagues, suppliers, 

stakeholders and the college business and financial affairs. “Confidential 

information                                            

All CAMS staff and faculty shall endeavor to deal fairly with the college 

students, suppliers, competitors and employees. None shall take advantage of 

anyone through manipulation, concealment, abuse of privileged information, 

misrepresentation of material facts, or any other unfair-dealing practice. 
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Corruption and Bribery: 

Bribery occurs when anyone offers, solicits, gives, receives or accepts 

anything of value in exchange for favorable treatment by a Company, 

government authority or official. It also occurs when a company secures an 

unfair advantage over its competitors through secret and corrupt dealings with 

prospective customers. Bribery is illegal, and any of CAMS staff and faculty 

who elicits, participates in or condones a bribe, kickback, or other unlawful 

payment or attempts to participate in any such activity, will be subject to strict 

disciplinary action, up to and including termination. 

CAMS also reserves the right to refer such matters to public authorities for 

possible criminal prosecution. 

Protection and Proper Use of Company Assets: 

All CAMS staff and faculty shall protect the college assets and ensure their 

efficient use. Theft, carelessness and waste have a direct impact on CAMS’s 

profitability. As such, CAMS assets are to be used only for the legitimate 

business purposes of CAMS and its subsidiaries and only by authorized 

employees or their designees. This includes both tangible and intangible 

assets. Some examples of tangible assets include Company vehicles and office 

equipment such as phones, copiers, computers, furniture, and supplies. 

CAMS email system shall be restricted primarily to Company business. 

Highly confidential information shall be handled appropriately. Files 

containing sensitive business data shall be appropriately password protected. 

CAMS reserves the right at any time to monitor and inspect, without notice, 

all electronic communications data and information transmitted on the 

network and electronic files located on personal computers owned by CAMS 

or computers on the premises used in company business. 

Third party software is provided as a productivity tool for employees to 

perform their job functions. CAMS staff and faculty may be liable as 

individuals for illegal software use. To the extent permitted under applicable 

laws, employees, contractors and temporary employees shall assign to CAMS 

any invention, work of authorship, composition or other form of intellectual 

property created during the period of employment. 
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Advertising and Promotional Activities: 

False, misleading or deceptive advertising and related activities in the 

promotion made by CAMS is prohibited. In addition, fair and accurate 

advertising and sales practices are critically important in preserving CAMS 

goodwill and reputation with its students and the general public. Therefore, all 

advertising claims and other representations to students’ and potential students 

must be truthful and have a 

Reasonable basis. In addition, all advertising claims, whether made in 

catalogues, brochures, leaflets, posters, Newspapers, magazines or other print 

as well as non-print media, must be substantiated before publication or 

dissemination. 

Accurate Record Keeping and Reporting: 

CAMS staff and faculty shall accurately reflect the transactions of CAMS in 

its books, records, accounts and reports and shall maintain an adequate system 

of internal controls and disclosure controls to promote compliance with the 

laws, rules and regulations applicable to CAMS. All college staff and faculty 

will, to the best of their ability, use reasonable endeavors to ensure that CAMS 

records and documents, including financial reports, are true and correct. 

Falsification of any company record is prohibited. All reports, documents or 

communications authorized or legally mandated for disclosure to the public 

shall be full, fair, accurate, timely and understandable. 

Influences on the Conduct of Audit: 

CAMS staff and faculty must not take any action to fraudulently influence, 

coerce, manipulate or mislead any auditor performing an audit or review of 

CAMS financial statements. The types of conduct that may constitute 

improper influence include: 

Offering or paying bribes or other financial incentives, including offering 

future employment or contracts for non-audit services. 

Providing an auditor with inaccurate or misleading information or advice, 

including legal analysis. 

Threatening to cancel or cancelling existing non-audit or audit engagements if 

an auditor objects to CAMS accounting. 

Seeking to have a partner removed from an audit engagement because he 

objects to CAMS accounting. 

Blackmailing and making physical threats. 
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The Environment: 

CAMS  recognizes that its businesses have an impact on the environment. The 

college is committed to ensuring that this impact is reduced where practicable. 

To satisfy this commitment, CAMS seeks to ensure 

thattheresourcesandmaterialsusedbyitsbusinessesaresustainable,arecapableof 

Being recycled and aroused effectively with the minimum of waste; that 

where practicable, weutilize technologies, materials and processes which do 

not have an adverse impact on the environment and, where such impact is 

unavoidable, it is minimized; and that our suppliers and contractors have the 

same objectives. 

Government Contracting: 

The laws, rules and regulations applicable to contracting with government 

entities are complex and may impose different and special requirements on 

CAMS. Failure to comply with these requirements may be a criminal offence. 

All CAMS staff and faculty shall comply with these requirements and 

questions regardingcomplianceshallbereferredtoappropriatepersonneloroutside 

counsel as necessary. 

Reporting of Illegal or Unethical Behavior: 

College staff and faculty shall promote ethical behavior and shall encourage 

employees to talk to managers, directors or other appropriate personnel when 

in doubt about the best course of action in a particular situation. The college 

staff and faculty shall report illegal or unethical behavior, of which they 

become aware of. As such, all executive management, managers and 

employees shall report illegal or unethical behavior to their direct line 

supervisor. Violations will be investigated and action will be taken by the 

appropriate personnel or the Board as necessary. 

CAMS will not allow retaliation for reports made in good faith. 
 

Students code of conduct– Rules and Regulations: 

Any student found to have committed or to have attempted to commit the 

following misconduct is subject to the disciplinary actions 
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. Acts of academic dishonesty, including but not limited to the following: 

Any student found guilty of academic dishonesty may be subject to both 

academic and disciplinary actions. 

Cheating: Copying or attempting to copy from an academic test or 

examination of another student; using or attempting to use unauthorized 

materials, information, notes, study aids or other devices for an academic test, 

examination or exercise; engaging or attempting to engage the assistance of 

another individual in misrepresenting the academic performance of a student; 

or communication information in an unauthorized manner to another person 

for an academic test, examination or exercise. 

Fabrication or Falsification: 

Falsifying or fabricating any information or citation in any academic exercise, 

work, speech, research, test or examination. Falsification is the alteration of 

information, while fabrication is the invention or counterfeiting of 

information. 

Plagiarism:  

Presenting the work of another as one’s own (i.e., without proper 

acknowledgement of the source) and submitting examination, theses, reports, 

speeches, drawings, laboratory notes or other academic work in whole or in part 

as one ’s own when such work has been prepared by another person or copied 

from another person. Materials covered by this prohibition include, but are not 

limited to, text, video, audio, images, photographs, websites, electronic and 

online materials and other intellectual property. 

Abuse of Academic Materials:  

Destroying, defacing stealing, or making inaccessible library or other academic 

resource material. 

Falsifying Grade Reports:  

Changing or destroying grades, scores or marking on an examination or in a 

faculty member’s records. 

Misrepresentation to Avoid Academic Work:  

Misrepresentation by fabrication an otherwise justifiable excuse such as illness, 

injury, accident, etc., in order to avoid or delay timely submission of academic 

work or to avoid or delay the taking of a test or examination. 

Other:  

Academic departments and members of the faculty may prescribe and give 

students prior notice of additional standards of conduct for academic honesty in 

a particular course, and violation of any such standard of conduct shall 

constitute misconduct under this Student Code and the College Disciplinary 

procedures. 
Violence: 

A student shall not engage in or attempt to engage in any act of violence against 

oneself or another person 
Weapons, Dangerous Instruments, and Explosive Chemicals or Devices: 

The possession, use or threat of use of any object that may reasonably be 



believed to cause physical injury to another person is prohibited. 

Student Organizations: 

Student organizations are expected to adhere to the same standards of conduct 

applicable to individual students. 

Theft: 

Theft is defined as taking or possessing the property of another without right or 

permission. Students shall respect the property of the college, its guests, and all 

members of the college community. 

The unauthorized taking, misappropriation, possession, retention, or disposal of 

any property owned or maintained by the college, another student, a person 

attending a college event, or any other person; will lead to disciplinary action. 

Other malpractice like: 

Furnishing false information to any college official, faculty member, or office. 

Forgery, alteration, or misuse of any college document, record, or instrument of 

identification. 

Disruption or obstruction of teaching, research, administration, disciplinary, 

proceedings, and other college activities on or off-campus, including its public 

service functions on or off-campus, or of other authorized activities. 

Physical abuse, verbal abuse, threats, intimidation, harassment, coercion, and/or 

other conduct that threatens or unreasonably endangers the mental or physical 

health, safety or reputation of any 

Person or one self, including any such conduct achieved through means of 

social media or any other means of electronic communication. 

Attempted or actual theft of and/or damage to property of the college or 

property of a member of the college on or off campus. 

Failure to comply with direction of college officials will invite disciplinary 

action. 

Unauthorized possession, duplication or use of keys and/or keycards to any 

college premises or unauthorized entry to or use of college premises. 

Use, possession, or distribution of marijuana, heroin, narcotics, or other 

controlled substances, or drugs against the law of the country. 
 

 



 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

Proce

dure  

1. New employees are required to sign a copy of CAMS Code of Conduct 

upon joining the college, and a signed copy is placed in the employee’s 

personnel file.(. 

2. All New students are required to sign the copy of student’s code of 

conduct upon joining in the Student Extracurricular Affairs unit. The 

signed copy of the same is kept in students file. 

3. Codeofconducthastobeincludedaspartofthestaffandstudentsorientationpr

ogramandthey need to sign the code of conduct. 

4. An electronic copy of the code shall be present on college document 

gate, accessible to all employees 

andthestudents.Publishthecodeforstudentsandstaffonallvisibleareasinbot

h English and Arabic language for easy access and viewing. 

5. It is the responsibility of department directors and college Dean to 

monitor compliance with the Code of Conduct and to initiate 

disciplinary action against employees and students who do not abide by 

the tenets of the Code. 

Academic dishonesty by student: 

1. In case of act of academic dishonesty, the faculty member may impose 

an academic sanction as severe as giving the student a failing grade in the 

course. 

2. Beforeimposinganacademicsanctionthefacultymembershallfirstattemptto

discussthematter with the student. If deemed necessary by either the faculty 

member or the student, the matter may be brought to the attention of the 

student’s adviser, the faculty member’s department head, or the Dean of the 

college. 

3. When academics action is imposed which causes the student to receive a 

lowered course grade, the faculty member shall make a report in writing of 

the facts of the case and the academic sanction imposed against the student to 

the faculty member’s department head and to the Disciplinary Committee 

chairperson. The student shall be provided with a copy of this report. Further, 

the faculty member may recommend the disciplinary proceedings against the 

student for violation of the Student Code, if the faculty member in the 

exercise of his or her professional judgment believes that such action is 

warranted. 

4. Incaseswhereafacultymember’sfindingofacademicdishonestyisadmittedb

ythestudentandan academic sanction is imposed by the faculty member, who 

the student believes   to be too severe, the student shall have the right to 

appeal this verity of the academic sanction through the applicable grade 

appeal procedure. 

5. In cases where a faculty member’s finding of academic dishonesty is 

disputed by the student, the matter shall be referred to the Appeal Committee 

for disposition in accordance with the college Disciplinary Procedures. Any 

academic sanction imposed by the faculty member shall be held in pending 

for a final decision under the college Disciplinary Procedures. 

6. If it is determined through these procedures that the student did not 

commit academic dishonesty, the faculty member’s academic sanction shall 



be set aside. If it is determined that the student committed academic 

dishonesty, the faculty member’s academic sanction shall be imposed 

7. in addition to any disciplinary sanction which may be imposed under the 

college Disciplinary procedure. 

Conflict Disclosure 

1. Human Resource (HR) Manager has to ensure that all staff members are 

familiar with college policies 

andproceduresrelatedtoConflictofInterestthroughorientationprogram. 

2. All staff members should complete and promptly submit a disclosure 

form to the HR Manager upon employment. Upon employment and 

thereafter at any point if staff has discovered or suspects that an actual, 

potential, or perceived conflict of interest exists or could arise from a 

situation or activity has to report this to department director. 

3. Upon receipt of a complete disclosure, the department director will 

forward the case to department council/college council for decision. 

4. Staff Member can expect disposition within a reasonable timeframe 

(normally15calendardays). 

1. If any employee breaches the rules and regulations issued by the college 

shall be subject to 

disciplinaryactions.Disciplinaryactionswhichmaybeimposedonemployeeare: 

1.1. Draw attention (Reprimand) 

1.2. First Warning 

1.3. Second Warning 

1.4. Deduction from salary 

1.5. Suspension without salary 

1.6. Demotion. 

2. Dismissal 

7. All CAMS employees have to refrain from the following activities according to 

our regulation: 

7.1 Undue personal gain from college funds or resources. 

7.2 Excessive or unauthorized use of college time or resources for professional, 

charitable or community activities. 

7.3 Exploitation of students for private gain. 

7.4 Compromise of college priorities due to personal financial considerations. 

7.5 Unfair access by an outside party to college programs ,services, information 

or technology. 

7.6 Selectionofanentityasacollegevendorbyanindividualwhohasapersonalorecon

omicinterest in that entity; this includes engaging a relative as an 

independent contractor, subcontractor or consultant. 

7.7 Situations in which a faculty or staff directly dealing with students who are 

an immediate family member of the faculty or staff. 

7.8 The college staff members are not allowed to enter into agreements, 



contracts, or purchases that giverise to 

aConflictofInterestunlesstheconflictcanbeeliminatedorappropriately 

managed through administrative oversight to protect the interests of the 

individual and the College. 

7.9 CAMS resources are to be used only in the interest of the College. Faculty 

and Staff may not use college resources, including facilities, personnel, 

equipment or confidential information, as part of their outside consulting 

activities or for any other non- college purposes. 

7.10 Employees are not allowed to render any services to any person or 

company, in any capacity, during their service in the college, with or 

without pay. 

7.11 Favors of any value should be recognized for their potential influence on the 

objectivity of judgment 

withrespecttotheproviderandtherecipientofthefavor.FacultyandStaffshallnot 

solicit a gift or accept a significant gift when such solicitation or acceptance 

may influence, or have the appearance of influencing, the performance of 

the duties. 

7.12 The CAMS employees shall refrain from using college name and logo and 

any of the college means of communication in activities or businesses not 

related to the college. 

7.13 7.13 A staff member should complete and promptly submit a conflict 

disclosure form to the department director after the member has discovered 

or suspects that an actual, potential, or perceived conflict of interest exists 

or could arise from a situation or activity. 

7.14 Every staff member makes the commitment when hired by CAMS to 

promote confidentiality and abide to the college Policies and Procedures. 

7.15 All CAMS administrators and employees have to report to the direct 

supervisor any acceptance of normal business entertainment such as lunch, 

dinner  

7.16 All CAMS administrators and employees are responsible to ensure that 

individuals do not suffer from any form of harassment. Any staff suffer 

from any kind of harassment can raise this issue to the staff disciplinary 

committee. 

7.17 All college employees and students are obliged to follow the CAMS safety 

regulations any violations will lead to disciplinary action. 

 

 

 

 

 

 

 
Responsibilities 

Employee and Student:  

Each employee and student is committed to follow the Code of conduct and 

regulations of the college. 

HR Manager:  

Ensure that each employee receives orientation on college Code of Conduct and 

have employee sign upon joining and the college and keep this in their personal 

file. 

Student Extracurricular Affairs Manager:  

Ensure that each student receives orientation on Student Code of Conduct and 



have students sign up on joining and keep the signed copy of the same in their 

personal file. 

Department director: 

 Monitor each employee’s/Students compliance with the policy and report 

any breech of code of conduct for necessary action. 

College Dean:  

Ensure that the college employees and students are aware of the Code 

of Conduct applicable to them and is strictly followed and this policy is 

fairly implemented. 
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INTRODUCTION 
 
The internship program is a 12 month rotatory program. Interns are assigned to particular 

clinical units after the completion of 4 years nursing studies as a requirement for 

attainment of the Baccalaureate degree in nursing. 

This logbook is designed to provide a guideline for nurse students during the internship 

program. 

The logbook includes a list of major skills/procedures to ensure the achievement of clinical 

objectives of each specific unit. 

Each specific procedure checklist differs from one hospital to another thus refer to policy & 

procedure for details. 

The student will acquire the competency of the task by observing the preceptor/staff nurse 

and practice them several times. 

The log book is kept by the Nurse Intern. After completion of task, it is responsibility of 

nurse intern to check and to take the signature from immediate staff nurse trainer. 

Purpose of the log book: 

1- To emphasize major competencies and clinical skills in each unit rotation 

2- To assist in the follow up / progress of nurse intern throughout internship program 
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Internship Program Goals 

A. To provide nursing students with an opportunity to strengthen and apply their knowledge 
and demonstrate competency in practical skill and procedure. 
B. To facilitate the transition to professional role. 

Objectives: 
Upon completion of internship program, the professional nurse intern will: 
1. Be acquainted with hospital policies and procedures. 
2. Apply theoretical knowledge into various clinical setting. 
3. Enhance effective communication skill and professional relationships with patients and 
members of the multidisciplinary health care providers. 
4. Improve the ability to act independently and implement appropriate nursing intervention. 
5. Utilize appropriate personnel and available resources in total plan of patient care. 
6. Contribute in providing safe environment for patients, families and health care personnel. 
7. Provide safe, organize and quality patient care. 

Internship Clinical Rotation 
Internship rotations are available in a wide range of clinical areas including: 
No Training Areas Duration 

{ Weeks} 
Weeks for 
each area 

Department 

1. OR 4 weeks 4 OR 
 

2.  
 

Medical rotation 
 

9 weeks 
3 Medical Ward 
3 ICU 
3 Hemodialysis 

 
3. 

 
Surgical rotation 

 
9 weeks 

3 Surgical Ward 
2 OR/R. Room 
2 Burn Unit 
2 ED 

 
4.  

Pediatric 
rotation 

 
8 weeks 

2 Pedia Ward 
4 NICU 
2 OPD pedia  

 
5. 

Maternity 
rotation 

 
8 weeks 

2 Obstetric ward 
2 Gynae ward 
2 Labor room 
2 OPD 

6. Primary Health 
care 

2weeks 2 PHC 

7. Nursing services 
Management 

2 weeks 2 
 

Nursing administration 
office 

8. Special emphasis 
Training  

8 weeks 8 weeks any 
department 

ICU 
Hemodialysis 

OR 
ER 

Total Clinical Rotation = 50 weeks 
Note:   Days: 5 per week                                   Time: 8 hours per day  

Total Hours per weeks: 40 hours 
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Attendance record 
Nurse intern name: ____________________________________________________ 
Unit: ________________________________________________________________ 
Month__________________________________________________ ____________ 
 

Date Clinical Unit Time In Time Out Signature 
     
     
     
     
     
     
     
     
     
     
     
     
     
     
     
     
     
     
     
     
     
     
     
     
     
     
 
Total Hours Worked: ____________________________________________________ 
 

Late Hours Days Absent 
Hours Minutes Sick Excused Unexcused Vacation 
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Internship 

Log Book 
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 Clinical Skills Checklist 
Basic Nursing Care Rotation 

Nursing intern Name: ______________________________________________________ 
Started from: __________/________/______ to __________/__________/__________ 
For each skill/task demonstrated by intern, the preceptor/staff nurse trainer will sign in the 
appropriate column. 
The nurse intern is able to discuss the policy and demonstrate the following skill task: 

 
Clinical skill task Observed by 

nurse Intern 
Demonstrate by nurse Intern Not 

applicable Satisfactory Unsatisfactory 

1.Receiving and handover of patient (end of shift 

endorsement)  

    

2.Patient hygiene     
3.Admission procedures     
4.Discharge procedures     
5.Checking & documenting Vital signs     
6.Performing Physical Assessment     
7.Measuring & Recording Height , weight     
8.Testing Blood sugar using  Glucometer     
9.Medication     
-Calculation of dosage     
-Preparation and Administration of oral medication     
-Preparation and Administration of subcutaneous 

medication 

    

-Preparation and Administration of Intramuscular  

medication 

    

-Preparation and Administration of Intravenous 

medication 

    

Preparation and Administration of Intradermal 
medication 

    

10.Performing CPR     
11.Using of Incentive Spirometry     
12.Following aseptic technique in each procedure     
13.Understanding Code blue management     
14. Insertion & removal of Urinary catheter     
15. Wound Care     
16.Documenting Nursing Note     
-Review physician order on a regular basis     
-Documents accurately on hospital forms     
-Writing nurses notes     

Nurse Intern Signature ------------------------------------------               Date : --------------------------- 

Head Nurse Signature -------------------------------------------               Date : ---------------------------- 

Nurse Education Coordinator ----------------------------------                Date : ---------------------------- 
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Clinical Skills Checklist 
Surgical Unit Rotation 

Nursing intern Name: ______________________________________________________ 
Started from: __________/________/______ to __________/__________/__________ 
For each skill/task demonstrated by intern, the preceptor/staff nurse trainer will sign in the 
appropriate column. 
The nurse intern is able to discuss the policy and demonstrate the following skill task: 

 

Clinical skill task Observed by 
nurse Intern 

  
Demonstrate by 

nurse Intern 

Not 
applicable 

Satisfactory Unsatisfactory 

1.Basic Nursing Care      
2.Preoperative Management     

Organizing a pre-chest X-rays, ECG & Blood work-     

-Patient preparation teaching     

Checking pre-operative checklist-     

-Pre-operative skin preparation     

-Specific preparation     
-Transfer patient to OR and from the recovery room     
3.Pre –procedural preparation     

-DVI     
Colonoscopy-     

-CT & Others     

4.Post operative management      
 -Immediate post-operative care     

 P
ositioning 

    

 A
mbulation 

    

 N
eurovascular observation 

    

 M
easuring Intake and Output 

    

5.Surgical Dressing     

-Set up of surgical field     
Wound care-     

 A
ssessment of wound 

    

 C
hanging dressing aseptically 

    

 P
acking a wound 

    

 S
electing of appropriate dressing material 

    

 C
are of drains 
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  R
emoval of sutures 

    

 R
emoval of staples 

    

 A
ssisting in removal of chest drains 

    

-Care of ostomies          

 C
leaning of the stoma 

    

 A
pplication of appliances ( bags, wax bags) 

    

 R
ecording of condition of stoma 
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Clinical Skills Checklist 
Surgical Unit Rotation 

Nursing intern Name: ______________________________________________________ 
Started from: __________/________/______ to __________/__________/__________ 
For each skill/task demonstrated by intern, the preceptor/staff nurse trainer will sign in the 
appropriate column. 
The nurse intern is able to discuss the policy and demonstrate the following skill task: 

 

Clinical skill task Observed by nurse 
Intern 

  Demonstrate by nurse Intern Not applicable 

Satisfactory Unsatisfactory 

 E
ducating the patient 

    

Underwater seal     

 C
are of underwater sealed drainage 

    

 R
emoval of chest tube 

    

5.Renal/ Urologic Management     

Insertion of Indwelling catheter-     

-Continuous care of an Indwelling catheter     

-Maintenance of continuous bladder irrigation     

6.Orthopedic and care of traction     

Maintenance & care of traction-     

-Plaster cast care     

- Application of bandages     

 
Nurse Intern Signature ------------------------------------------               Date : --------------------------- 

Head Nurse Signature -------------------------------------------               Date : ---------------------------- 

Nurse Education Coordinator ----------------------------------                Date : ---------------------------- 
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Clinical Skills Checklist 
Operating Room Rotation 

Nursing intern Name: ______________________________________________________ 
Started from: __________/________/______ to __________/__________/__________ 
For each skill/task demonstrated by intern, the preceptor/staff nurse trainer will sign in the 
appropriate column. 
The nurse intern is able to discuss the policy and demonstrate the following skill task: 

 
 

 
Nurse Intern Signature ------------------------------------------               Date : --------------------------- 

Head Nurse Signature -------------------------------------------               Date : ---------------------------- 

Nurse Education Coordinator ----------------------------------                Date : ---------------------------- 

 
 
 
 
 
 
 
 

Clinical skill task Observed by 
nurse Intern 

Demonstrate by nurse Intern Not 
applicable Satisfactory Unsatisfactory 

-Use of electronic life support equipment     

-Vital signs monitoring     

-Draping, scrubbing, gloving and gowning 

techniques 

    

Hemodynamic monitoring-     

-Performing sponge, sharp and instruments 

counts 

    

-Maintain sterile field aseptic technique     

-Receiving patient from surgical unit     

-Positioning patient for operative procedures- 

standard surgical positions  

    

-Procedural sedation adult & pediatric     

-Psychosocial support of patients     
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Clinical Skills Checklist 
Medical Unit Rotation 

Nursing intern Name: ______________________________________________________ 
Started from: __________/________/______ to __________/__________/__________ 
For each skill/task demonstrated by intern, the preceptor/staff nurse trainer will sign in the 
appropriate column. 
The nurse intern is able to discuss the policy and demonstrate the following skill task: 

Clinical Skill Task Observed by 
nurse intern 

Demonstrated by nurse intern Not 
applicable Satisfactory Unsatisfactory 

1- Basic nursing care     

2- Assisting with safe preparation and post 
procedure care for the following 
procedures: 
            - X-ray procedure 

    

            - CT Scan     

            - Endoscope     

            -Ultrasound     

            - Nuclear medicine     

 Assisting in insertion/removal 
central lines 

    

 Care of central lines     

 Removal of Quinton catheter     

3- Administration of :     

 Nebulizer     

 Chemotherapy     

 Thrombolytic therapy     

 Anti-hypertensive     

 Enteral feeding     

4- Cardiac management:     

 Cardiac monitoring     

 ECG recording/interpretation     

 Recognizing basic &life 
threatening dysrhythmias 

    

 Recognition& interpretation of 
unstable/deteriorating patients 
signs and symptoms 

    

 Recognition & interpretation of 
laboratory findings 

    

 Performance of focused 
assessment on presenting 
complications 

    

5- Nursing care and management of:     

 Unstable angina & ischemic heart     

 Diabetes/ DKA     

 Cerebral Vascular accident     

 Leukemia     

 Unconscious patients/Glasgow 
Coma Scale 

    

 Chronic liver disease/ 
encephalopathy 

    

 Chronic renal failure/ hemodialysis     
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 Nurse intern signature: ________________________________                                 Date: __________ 
Head nurse signature: _________________________________                                 Date: __________ 
Nursing education coordinator: _________________________                                  Date: __________ 

   

 

Clinical Skills Checklist 
Medical Unit Rotation 

Nursing intern Name: ______________________________________________________ 
Started from: __________/________/______ to __________/__________/__________ 
For each skill/task demonstrated by intern, the preceptor/staff nurse trainer will sign in the 
appropriate column. 
The nurse intern is able to discuss the policy and demonstrate the following skill task: 

 

Clinical skill task Observed by 
nurse intern 

Demonstrate by Nurse intern Not 
 applicable Satisfactory Unsatisfactory 

 Basic nursing care     

 Machine priming     

 Preparation of patient for hemodialysis     

 Predialysis patient assessment     

 Pre & post dialysis care of vascular access 
(AVF, SC catheter) 

    

 Check prior to dialyzing a patient     

 Patient monitoring during dialysis     

 Assisting in peritoneal dialysis     

 Care & maintenance of exit sites for 
peritoneal dialysis 

    

 Infection control     

 Patient teaching     

 Follow laboratory blood works     

 Obtain blood sample     

 

Nurse intern signature: ________________________________                                 Date: __________ 

Head nurse signature: _________________________________                                 Date: __________ 

Nursing education coordinator: _________________________                                  Date: __________ 
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Clinical Skills Checklist 
Dialysis Unit Rotation 

Nursing intern Name: ______________________________________________________ 
Started from: __________/________/______ to __________/__________/__________ 
For each skill/task demonstrated by intern, the preceptor/staff nurse trainer will sign in the 
appropriate column. 
The nurse intern is able to discuss the policy and demonstrate the following skill task: 

 

Clinical Skill Task Observed by 
nurse intern 

Demonstrated by nurse intern Not 
applicable Satisfactory Unsatisfactory 

 -Basic Nursing care     

-Machine Priming     

-Preparation of patient for Hemodialysis     

-Pre dialysis patient assessment     

-Pre & Post dialysis care of vascular access 

{AVF,SC catheter} 

    

- Check prior to dialyzing a patient     

-Assisting in peritoneal dialysis     

-Care & maintenance of exit sites for 

peritoneal dialysis 

    

-Infection control     

-Patient teaching     

-Follow laboratory blood works     

-Obtain blood sample     

 
 
 
 

Nurse intern signature: ________________________________                                 Date: __________ 

Head nurse signature: _________________________________                                 Date: __________ 

Nursing education coordinator: _________________________                                  Date: __________ 
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Clinical Skills Checklist  
Antenatal Clinic &Obstetric Unit Rotation 

Nursing intern Name: ______________________________________________________ 
Started from: __________/________/______ to __________/__________/__________ 
For each skill/task demonstrated by intern, the preceptor/staff nurse trainer will sign in the 
appropriate column. 
The nurse intern is able to discuss the policy and demonstrate the following skill task: 

Clinical Skill Task Observed by 
nurse intern 

Demonstrated by nurse 
intern 

Not 
applicable 

Satisfactory Unsatisfactory 
1- Basic nursing care     
1- Antenatal:     

 Perform abdominal. maneuver     
 Measure & record fetal heart rate using 

Pinard & Doppler 
    

 Urine test     
 Observe and recognize vaginal 

discharge 
    

 Administration of Oxytocin:     
a. At delivery     
b. For control of PPH continuous infusion     
 CTG care: 

a. Applying CTG machine 
    

b. Monitoring contraction and fetal heart rate     
c. Interpreting CTG reading & reporting 
abnormalities & providing care as 
indicated 

    

2- Care of high risk patient's     
  LSCS post operative care     
 Observing vaginal bleeding      
 Changing dressing     

3- Post natal Routine care:     
 Monitoring vital signs     
 Checking uterus & lochia     
 Monitoring pain level     
 Assessment of lower legs {Homan's 

sign} 
    

 Providing breast care     
 Educating mothers on breast feeding & 

care 
    

4- Documentation nursing note     
 
Nurse intern signature: ___________________________ Date: ______________ 
 
Head nurse signature: ___________________________ Date: ______________ 

 
Nursing education coordinator: _______________________ Date: ______________ 
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Clinical Skills Checklist  
Labor & delivery Rotation 

Nursing intern Name: _______________________________________________ 
Started from: ___________/________/______ To _________/_________/______ 
For each skill/task demonstrated by intern, the preceptor/staff nurse trainer will sign in the 
appropriate column. 
The nurse intern is able to discuss the policy and demonstrate the following skill task: 

Clinical Skill Task Observed by 
nurse intern 

Demonstrated by nurse 
intern 

Not 
applicable 

Satisfactory Unsatisfactory 
1- Basic nursing care     
2- Admission of patient in labour:     

 Measuring and recording of vital signs     
 Perform abdominal Examination     
 Assessing contractions     
 Test urine     
 Administering Fleet enema as indicated     
 Establishing an IV/ collection of blood 

works 
    

 Catherization     
3- Management of patient in labour:     

 Applying CTG machine     
 Monitoring contraction and fetal heart 

rate 
    

 Interpreting CTG reading & reporting 
abnormalities & providing care as 
indicated 

    

 Fill in Partogram     
 Administering Analgesia:     

a. Inhalation analgesia (Entenox)     
b. Narcotics     

 Preparing trolley for: Delivery     
 Perform vaginal examination (under 

supervision) 
    

 Inserting urinary catheter     
 Assist with normal vaginal delivery      
 Inspection of placenta & collection of 

cord blood 
    

 Prepare patient for emergency Caesarian 
Section 

    

4- Performance of physical health assessment 
and nursing management of: 

    

 Pre-eclampsia     
 Hemorrhage (ante/post partum)     
 Fetal distress     
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Clinical Skills Checklist 
Labor & delivery Rotation 

Nursing intern Name: _______________________________________________ 
Started from: ___________/________/______ To _________/_________/______ 
For each skill/task demonstrated by intern, the preceptor/staff nurse trainer will sign in the 
appropriate column. 
The nurse intern is able to discuss the policy and demonstrate the following skill task: 
 

Clinical Skill Task Observed by 
nurse intern 

Demonstrated by nurse 
intern 

Not 
applicable 

Satisfactory Unsatisfactory 
5- Providing immediate newborn care:     

 Checking & preparing newborn 
resuscitation 

    

 Suction the baby     
 Providing eye care     
 Administering of oxygen as indicated     
 Participate in advanced resuscitation     
 Assessing Apgar score     
 Examining the new born     
 Administration of Vitamin K     
 Measuring the baby for following:     

a. Head circumference     
b. Weight     
c. Height     
 Inspecting umbilical cord     
 Applying identification of newborn     
 Filling in the proper documentation     

6- Caring of Mother for:     
 Providing perineal – Episiotomy care     
 Checking uterus{Fundal Height} & 

lochia 
    

7- Documentation      
 Filling in the birth register     
 Filling in the obstetrical booklet     

 
 

Nurse intern signature: ___________________________ Date: ______________ 
 
Head nurse signature: ___________________________ Date: ______________ 

 
Nursing education coordinator: _______________________ Date: ______________ 
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Clinical Skills Checklist 

Gynecology Care Rotation 
Nursing intern Name: _______________________________________________ 
Started from: ___________/________/______ To _________/_________/______ 
For each skill/task demonstrated by intern, the preceptor/staff nurse trainer will sign in the 
appropriate column. 
The nurse intern is able to discuss the policy and demonstrate the following skill task: 

Clinical Skill Task Observed by 
nurse intern 

Demonstrated by nurse intern Not 
applicable Satisfactory Unsatisfactory 

1. Basic nursing care- Complete History 
collection 

    

2. Admission procedure     
 Perform Abdominal/Gynae examination     
 Measuring & recording fetal heart rate     

3. Care of patients with hyperemesis 
Gravidarum 

    

 Urine dipstick for ketones & proteins     
4. Care of patients with diabetes in pregnancy     
5. Care of gynecology oncology patient     
6. Pre – operative care     

 Pre-operative shaving     
 Insert catheterization     

7. Post-operative OB/Gynae care     
 Changing dressing      
 Removal of vaginal pack     
 Assist in removal of urinary catheter     
 Abortions (threatened, inevitable, 

complete, incomplete, missed) 
    

 Cervical Cerclage     
 Ectopic pregnancy     
 Hydatidiform Mole     
 Dilatation & Curettage     
 Vaginal/ Abdominal Hysterectomy     
 Anterior / posterior repair      
 Tubal ligation (abdominal & 

Laparoscopic) 
    

 Fistula repair     
 Bartholin's cyst     
 Ovarian cyst     
 Pelvic inflammatory disease     
 Salpingectomy / Oopherectomy     
 IUFD (intrauterine fetal death)     

8. Assisting with prostin insertion     
Nurse intern signature: ___________________________ Date: ______________ 
 
Head nurse signature: ___________________________ Date: ______________ 
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 Nursing education coordinator: _______________________ Date: ______________ 
 
 

Clinical Skills Checklist 
          Pediatric Care Rotation 

Nursing intern Name: _______________________________________________ 
Started from: ___________/________/______ To _________/_________/______ 
For each skill/task demonstrated by intern, the preceptor/staff nurse trainer will sign in the 
appropriate column. 
The nurse intern is able to discuss the policy and demonstrate the following skill task: 

Clinical Skill Task Observed by 
nurse intern 

Demonstrated by nurse intern Not 
applicable Satisfactory Unsatisfactory 

1. Vital signs & related observations:     
 Measuring & recording of body 

temperature 
    

- Oral temperature     
- Axillary temperature     
- Rectal temperature     
 Use of electronic thermometer     
 Palpating & recording of:     

- Radial pulse     
- Brachial pulse     
- Apical pulse     
 Blood pressure     

- Using mercury sphygmanometer     
- Using electronic     
 Pulse oximetery set- up & reading     
 Respiratory rate     
 Taking & recording patient     

- Height     
- Weight     
- Length [pediatric]     
- Head circumference [pediatric]     

2. Performance of Physical Health Assessment     
 Cardiovascular     
 Respiratory     
 Gastro-intestinal     
 Genito- urinary     
 Musculo- skeletal     
 Integumentary     
 Neurological     

3. Admission & Discharge     
4. Patient Sensitivity     
5. Documentation & verbal report     
6. Positioning patients, lifting, transport     
7. Patient Safety     

 Using bedrails appropriately     
 Using restraints when required     

8. Patient hygiene     
9. Patient comfort     
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 10.Care of incubator: temperature regulation, 
Maintain cleanliness 

    

11. Care of baby under phototherapy     
 

Clinical Skills Checklist 
          Pediatric Care Rotation 

 
Clinical Skill Task Observed by 

nurse intern 
Demonstrated by nurse 

intern 
Not 

applicable 
Satisfactory Unsatisfactory 

- Principles of Aspects     
- Isolation principles according to     
- Disposal of waste materials     

12. IV therapy     
 Care of IV cannula      
 Use of IV pump operational set- up     

13. Food & Fluids     
 Inserting /removing an NGT     
 Administering enteral feeding      
 Administering TPN/PPN     

14. Oxygen Administration/ Respiratory 
therapy 

    

 Simple face mask     
 Venturi Mask     
 Nasal Cannula     
 Face hood [head box]     
 Tracheostomy mask     
 Incentive spirometry     
 Suctioning     

-Tracheal     
-Oropharyngeal     
-Nasopharyngeal     

 Using ambu-bagging: pedia/neonate     
15. Blood sugar monitoring     

 Correct use of glucometer     
 Urine testing     

16. Diagnostic preparation     
 Follow the protocol as the preparation for 

various procedures 
    

17. Surgical Nursing care     
 Pre-operative care     
 Post- operative care     
 Care of wound     

- Caring of drains     
- Removal of sutures, staples     
 Care of ostetomies     
 Educating patient/ parent     

18. Transfusion of blood & blood products     
19. Infection control     

 Applying hospital infection control 
policy in: 
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 Nurse intern signature: ___________________________ Date: ______________ 
Head nurse signature: ___________________________ Date: ______________ 
Nursing education coordinator: _______________________ Date: ______________ 

 
 

Clinical Skills Checklist 
Emergency Room Rotation 

Nursing intern Name: _______________________________________________ 
Started from: ___________/________/______ To _________/_________/______ 
For each skill/task demonstrated by intern, the preceptor/staff nurse trainer will sign in the 
appropriate column. 
The nurse intern is able to discuss the policy and demonstrate the following skill task: 

Clinical Skill Task Observed by 
nurse intern 

Demonstrated by nurse 
intern 

Not 
applicable 

Satisfactory Unsatisfactory 
1. Basic Nursing care     
2. Airway management     
3. Defibrillation     
4. Administration of thrombolytic therapy, 
vasopressin 

    

5. Performance of physical health assessment- 
Adult/ pediatric/ neonate 

    

 A,B,C,D,E for trauma patient     
6. Triage system     

 Demonstrate understanding re criteria for 
prioritizing patient management 

    

 Aware of hospital fire & Disaster 
protocol 

    

7. Admission procedure:     
 ICU     
 In- patient     
 Direct to OR     
 Labor & delivery     

8. Police case:     
 Aware of clinical situation which should 

be reported to the police 
    

9. Respiratory/ oxygen therapy     
 Ambu bagging     
 Insertion of oral airway     

10. Mother in labor     
 Assessment of contraction     
 F.H.R     
 Obstetric examination     

11. Multi- trauma patient     
 Care of patient with suspected cervical 

fracture 
    

 Stabilization of fractures with splints     
 Care of head injury patient     

12. Burn Patient     
 Fluid resuscitation     
 Dressing     

13. Documentation/ verbal reporting     
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 Nurse intern signature: ___________________________ Date: ______________ 
Head nurse signature: ___________________________ Date: ______________ 
Nursing education coordinator: _______________________ Date: ______________ 
 

Clinical Skills Checklist 
Intensive Care Rotation 

Nursing intern Name: _______________________________________________ 
Started from: ___________/________/______ To _________/_________/______ 
For each skill/task demonstrated by intern, the preceptor/staff nurse trainer will sign in the 
appropriate column. 
The nurse intern is able to discuss the policy and demonstrate the following skill task: 
 

Clinical skill task Observed by 
nurse intern 

Demonstrated by nurse intern Not 
applicable Satisfactory Unsatisfactory 

1. Basic Nursing care     
2. Basic unit skills     
 Defibrillation      
 Administration of thrombolytic therapy     

3. Airway management:     
Mechanical Ventilator       
 Assist in initiating invasive & noninvasive mechanical 

ventilator 

    

 Providing care for patient with mechanical ventilator     
 Assist in insertion of airway tube (endotracheal, 

Tracheostomy, nasopharyngeal) 

    

 Providing care of air way tube     
 Suctioning of air way passage     

4. Central lines:     
 Collection of equipment for insertion of central line     
 Discuss the normal parameters for CVP 

measurement 

    

 Determines and records CVP using a water 
manometer and pressure monitor 

    

 Identifies chest land marks for CVP measurement     
 The flushing of central line     
 The administration of drugs and fluids     
 Aseptically change central IV lines     
 Aseptically change central IV lines dressing     
 Setting up a transducer systems     
 The safe removal of central lines     
 Use of Porta-caths &Hichman catheter     
 Risks & complications of central lines     
 Intervention / trouble shoot complication of central 

lines 

    

Nurse intern signature: ______________________________________                  Date: 

Head Nurse Signature: ______________________________________                   Date: 

Nursing education coordinator: _______________________________                  Date: 
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Clinical Skills Checklist 
Intensive Care Rotation 

Nursing intern Name: _______________________________________________ 
Started from: ___________/________/______ To _________/_________/______ 
For each skill/task demonstrated by intern, the preceptor/staff nurse trainer will sign in the 
appropriate column. 

The nurse intern is able to discuss the policy and demonstrate the following skill task 

 

Clinical skill task Observed 
by nurse 

intern 

Demonstrated by nurse intern ablepplicANot  

Satisfactory Unsatisfactory 

5. Chest physiotherapy/ 
spirometry 

    

6. Feeding management:     

 Administration TPN     

 Administer tube feeding through 
tummy syringe 

    

 Feeding pump     

7. Under water seal     

- Assisting in insertion/ removal of 
underwater seal drainage 

    

 Care of underwater seal 
drainage 

    

8. Nursing care of patient:     

 Post operative bleeding     

 Unconscious (general 
care to prevent of foot 
drop and contractures) 

    

9. Nursing care and management 
of: 

    

 Intracranial surgeries     

 Fractures and osteoarthritis      

 Biliary and pancreatic disorder     

 MI/ unstable angina     

 Intestinal obstruction, colonic 
surgery and ostomies 

    

 
Nurse intern signature: ______________________________________                  Date:_______ 

Head Nurse Signature: ______________________________________                   Date:_______ 

Nursing education coordinator: _______________________________                  Date:_______ 
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Clinical Skills Checklist 
Intensive Care Rotation 

Nursing intern Name: _______________________________________________ 
Started from: ___________/________/______ To _________/_________/______ 
For each skill/task demonstrated by intern, the preceptor/staff nurse trainer will sign in the 
appropriate column. 

ng skill taskThe nurse intern is able to discuss the policy and demonstrate the followi  

Clinical skill task Observed by 
nurse intern 

Demonstrated by nurse intern Not 
applicable Satisfactory Unsatisfactory 

10. Administration of medications 
(vasopressors, antiarrhythmic, 
inotropes, anticoagulation) 

    

11. Us eof electronic life support 
equipment 

    

 Respiratory support     

 Renal support     

 Intravenous/ syringe pump     

 Cardiac monitoring     

 Non invasive continuous cardiac 
output monitor 

    

12. Recognition and interpretation of:     

 Dysrrhythmias     

 Critical patient signs and symptoms     

 Laboratory findings     

13. Psychosocial support of patient 
and family (specific to critical care 
situation) 

    

 

Nurse intern signature: ______________________________________                  Date:________ 

Head Nurse Signature: ______________________________________                   Date:________ 

Nursing education coordinator: _______________________________                  Date:________ 
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Clinical Skills Checklist 
Neonatal Intensive care Rotation 

Nursing intern Name: _______________________________________________ 
Started from: ___________/________/______ To _________/_________/______ 
For each skill/task demonstrated by intern, the preceptor/staff nurse trainer will sign in the 
appropriate column. 
The nurse intern is able to discuss the policy and demonstrate the following skill task: 

Clinical Skill Task Observed 
by nurse 

intern 

Demonstrated by nurse 
intern 

Not 
applicable 

Satisfactory Unsatisfactory 
1- Basic nursing care     
2- Daily nursing care:     

 Pediatric vital signs     
 Umbilical cord care     
 Taking and recording patient:     

a. Abdominal girth     
b. Chest circumference     
c. Length and weight     
d. Head circumference     
e. Pediatric laboratory result     

3- Performance of physical health assessment and 
nursing management 

    

 Premature neonate and Low birth infant     
 Term neonate     
 Congenital anomalies (cardiac, respirator, 

gastric, neurological, urinary tract and 
 Hydrocephalus) 

    

 Dawn syndrome     
 Communicable disease     
 Respiratory disease     
 Seizures, unconscious, comatose     
 Diabetic keto-acidosis     
 Post natal disorder:     

a. Jaundice     
b. Infant of diabetic mother     
c. Respiratory surfactant disorder     

4- Admission procedures     
5- Discharge procedures     
6- Patient safety:     

 Using incubator & phototherapy     
 Using restraints – when required     
 Radiant wormer     

7- IV therapy     
 Care of IV (Heplock/cannula & cannula 

flashing) 
    

 Administering TPN/PPN     
8.Oxygen administration/ Respiratory therapy     
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  Simple face mask     
 
 

Clinical Skills Checklist 
Neonatal Intensive Care Unit Rotation 

Nursing intern Name: _______________________________ 
Started from: ______/____/______ To _____/_____/_____ 
For each skill/task demonstrated by intern, the preceptor/staff nurse trainer will sign in the 
appropriate column. 

  The nurse intern is able to discuss the policy and demonstrate the following skill task: 
Clinical Skill Task Observed 

by nurse 
intern 

Demonstrated by nurse 
intern 

Not 
applicable 

Satisfactory Unsatisfactory 

 Nasal cannula      
 Tracheostomy mask     
 Incentive spirometry     
 Using Ambu - bagging (pediatric & 

neonate) 
    

 Insertion of oral airway     
 Venture mask     
 Face hood [Head box]     
 Performing chest physiotherapy     

9- Diagnostic preparation- follow protocol for 
various diagnostic procedure 

    

10- Caring of patient in NICU     
a. Feeding     

 Infant formula      
 TPN / PPN     
 Fluid requirement     
 Gavage feeding     

b. Medication      
 Introps, vasopressor     
 Prostaglandin     
 Radiant wormer     
 Cardiac monitor /ventilator     

11- Collection of specimen (urine, blood, wound, 
CSF) 

    

12- Documentation     
 

Nurse intern signature: ______________________________________                  Date:_________ 

Head Nurse Signature: ______________________________________                   Date:_________ 

Nursing education coordinator: _______________________________                  Date:_________ 
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Clinical Skills Checklist 

Nursing Management Rotation 
Nursing intern Name: _______________________________________________ 
Started from: ___________/________/______ To _________/_________/______ 
For each skill/task demonstrated by intern, the preceptor/staff nurse trainer will sign in the 
appropriate column. 
The nurse intern is able to discuss the policy and demonstrate the following skill task: 

Clinical Skill Task Observed by 
nurse intern 

Demonstrated by nurse 
intern 

Not 
applicable 

Satisfactory Unsatisfactory 
1. Receive patient reports from night duty staff. 
Give shift 

    

2. Assess staffing requirements and allocation in 
relation to patient care work load & implement 
changes as required 

    

3. Liaise with other department e.g. supply, 
C.S.S.D., pharmacy, social work dietary, x-ray, 
physiotherapy 

    

4. Participate in staff evaluation procedures.     
5. Participate in NQA activities     
6. Participate in an emergency code     
7. Attend Nursing supervisor round and report on 
all patients 

    

8. Participate in Doctor’s round     
9. Plan and organize unit meeting / in service 
activities 

    

10. Provide patient reports & report unit activities 
to assign nursing supervisor 

    

11. Read understand and discuss head nurse 
responsibilities for: 

    

 Management of an emergency situation, 
fire & evacuation 

    

 Infection control policies     
 Nursing policies & procedures     
 Procedure for reporting unusual 

occurrences e.g. security, catering, 
laundry, supply 

    

 Police  case [procedure]     
 Patient death [procedure]     
 Admission, Discharge and transfer     
 Ambulance escort     
 Planning for leaves e.g. Application for     
 Incident reporting     

 
Nurse intern signature: ___________________________ Date: ______________ 
 
Head nurse signature: ___________________________ Date: ______________ 

 
Nursing education coordinator: _______________________ Date: ______________ 

 
 



Kingdom of Saudi Arabia 
                                Ministry of Higher Education 
                                Bisha University 
                               Female College of Applied Medical Sciences, Bisha 

28 
 

  
 
 
 

Clinical Skills Checklist 
Community Health  Rotation 

Nursing intern Name: _______________________________________________ 
Started from: ___________/________/______ To _________/_________/______ 
For each skill/task demonstrated by intern, the preceptor/staff nurse trainer will sign in the 
appropriate column. 
The nurse intern is able to discuss the policy and demonstrate the following skill task: 

 
 

Not 
applicable 

Demonstrate by nurse intern Observed by 
Nurse intern 

Clinical Skill Task 

Unsatisfactory Satisfactory 
    WBC 
    1-Growth monitoring 
     Measure height 
     Weight 
     Head circumference 
    Vaccination clinic 
    2-Immunization 

     Administration oral vaccination 
     Administration injection 
    1. BCG 
    2. OPV 
    3. IPV 
    4. Measles 
    5. MMR 
    6. Hepatitis B 
    Home Visit/  PHC 
    3-Field trip 
     Administer tuberculin test 
    WBC 
    4. Follow up the healthy child [ infant, toddler, school age & 

adolescent child] 
    - Maintain child health record 
    - Check Height & weight 
    - Head circumference 
    - Maintain growth register 
    - Carry out immunization 
    - Give health education on 
    1. nutrition- weaning 
    2. Breast feeding 
    3. prevention of infection 
    4. prevention of accident according to different age 

group 
Note: 
Student must carry log book during clinical area visit and perform the first attempt skills in front of clinical teacher 
or supervisor under the supervision. Once student become skill full she can perform skill independently. 

 

Nurse intern signature: __________________________________________ Date:____________________________ 
Head Nurse Signature: __________________________________________ Date:____________________________ 
Nursing Education Coordinator:___________________________________ Date: ___________________________ 
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Clinical Skills Checklist 
Primary Health Care  Rotation 

Nursing intern Name: _______________________________________________ 
Started from: ___________/________/______ To _________/_________/______ 
For each skill/task demonstrated by intern, the preceptor/staff nurse trainer will sign in the 
appropriate column. 
The nurse intern is able to discuss the policy and demonstrate the following skill task: 

 
Not 

applicable 
Demonstrate by nurse intern Observed 

by nurse 
intern 

Clinical Skill task 
Unsatisfactory Satisfactory 

    Basic Primary Health Care (PHC) concept 

    Elements of PHC  

    Principles of primary health care 

    PHC strategies and nursing process 

    Measuring and documentation of vital signs 

    Performance physical health assessment 

    Measuring and recording weight, height, HC 

    Testing blood sugar using Glucometer 

    Medication 

    Calculation of dosage                                              

    Preparation and administration of medication 

    Performing CPR 

    Health behaviors and patient education 

    Following aseptic technique in each 

    Promotion and protection of health 

    The concept of community participation 

     Plan and evaluate a health promotion activities 

    Discuss effects of industry / employment on health / 

behavior patterns 

    Filling system ( medical records )  

 

Nurse intern signature: ___________________________ Date: ______________ 
 
Head nurse signature: ___________________________ Date: ______________ 

 
Nursing education coordinator: _______________________ Date: ______________ 
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EDUCATION 

PROCESS 
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1. Seminars, presentation or case study given by the intern 
 

Topic Name Date 
1.  

2.  

3.  

 
2. Seminars, presentation or lectures attended by the intern 

 
Topic Name Date 

1.  

2.  

3.  

 
 
 
 

Internship preceptor/Director Signature: ____________  
 
 
Date: ____________ 
 
 
 
Stamp: 
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Technical, analytical and management 
 

No Content Pass Fail 

1 Applies theoretical knowledge and principles to clinical setting   

2 Applies nursing process to related conditions   

3 Is able to solve problem and make appropriate decision   

4 Participates in provision of safe patient care   

5 Carries out the assigned task/patient load independently   

6 Maintains accurate, complete and current nursing documentation   

7 Follows aseptic technique   

8 Demonstrate supportive attitude towards patient and family   

9 Shows motivation to learn and seeking new learning opportunity   

10 Co-operates with other members on multidisciplinary team   

11 Follows hospital rules and regulation   

12 Demonstrate accountability and professional conduct   
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Grievances policy 
 

 

College Bisha College of Applied Medical Science 

Policy Grievances policy 

 

 

Statement of the 

Purpose: 

 
The purpose of student grievance policy is to provide guidance and procedures for addressing student 

grievances and complaints in an equitable manner in order to reach fair and appropriate 

resolution to student complaints in compliance with CAMS standards for the process. 

 

 

 

 
Policy 

 
CAMS student who wishes to file a grievance should first attempt to resolve the issue at its source 

with the instructor or staff member involved. Should such a resolution be impossible, however, the 

student may pursue the following steps if he/she wishes to file a grievance. 

There are two grievance tracks: (1) academic grievances, such as grade disputes and academic 

dishonesty issues; and (2) all other matters, such as schedules, fees, materials, and 

property. 
 

 

 

 

 

 

 

 

 

 

 
Procedure 

Grievances: 

1. Academic Grievances: Refer to student Academic Appeal policy. 

2. Non-Academic Grievances: Students wishing to appeal non-academic matters, such as decisions 

regarding property, scheduling, etc.as a first step confer with the faculty or staff 

member involved. 

1. If no solution be reached in Step 1, the student, within 5 working days after the outcome of 

the conference has been determined, should contact the Dean by submitting a written 

complaint. 

The Dean will gather and analyze appropriate information and if necessary, he/she has the option 

of convening and chairing a committee (comprised of at least one faculty member, one student, 

and one staff member from administration/Student Support Services /a member from Human 

Resource selected by the Dean) to help evaluate the student’s petition through interviewing 

parties involved in the grievance and gathering and reviewing materials pertinent to the case. 

If  the  complaint  is  against one of the  committee members, he/she  should  be  excluded  from 

the committee investigations regarding this case.  

The decision at this stage of the grievance will be made by the Dean based on the facts 

that have been gathered 



 
3. Within five working days after completing the investigation, the Dean will, notify the 

student of his/her decision. 

4. The decision of the Dean will be final. 

5. CAMS Dean will ensure that students are protected against subsequent punitive action or 

discrimination following consideration of a grievance or appeal. 

 

 

 

 

Responsibilities 

1. Faculty Deans, Head of Departments/Divisions, and all other managers have a duty to announce 

and implement this policy and procedure and to make every effort to ensure that grievances are 

minimized, and that harassment and bullying or discrimination doesn’t occur. Any grieved 

issue raised must be investigated promptly and effectively. It is not acceptable from any 

department to ignore unacceptable behavior or complain. 

2. CAMS  also has a responsibility to ensure that its members of staff are not subjective to unacceptable 

or violating behavior by any of its staff members that could lead to a grievance. 

3. Faculty Deans, Head of Departments/Divisions should maintain confidentiality and seek to 

ensure that there is no further problem after a grievance has been resolved. 

Date of approval : 16-3-1442 
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ةIدوعسلا ةCDEعلا ة@لمملا   
مEلــــعتلا ةرازو  
ةـــشUب ةـــعماج  

 نيدEفتسملا ةIاعر زكرم

 
Complaint Submission Mechanism at the Beneficiary Care Center in the 

University of Bisha: 

1. Receive the beneficiary at the Center or answer his call. 
Identify his name. 
Establish an account on the Ministry of Education related 
communication program.  

2. Write the complaint details provided by the complainant and enclose 
any attachments, if any.  

3. Write the mobile number, civil ID number and name of the 
beneficiary.  

4. Complete the process of complaint submission.  

5. The program sends an application number to the beneficiary mobile 
that informs him of the establishment of an account.  

6. The complaint is referred to the competent body for review.  

7. Upon solving the problem by the competent body, a message is sent 
from the system to the beneficiary advising him that his application is 
answered.  
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Underperforming students’ policy 

 
  

College 
Bisha College of Applied Medial Science 

Policy  Underperforming students’ policy 
  

 
Policy 

Bisha College for Applied Medical Sciences is committed to identify students with poor academic 

performance and support their academic progress to assist them to successfully complete their courses. 

  

Statement of 

the 

Purpose 

The purpose of this policy is to identify students with inadequate academic performance and 

implement strategies for assisting students to achieve academic success. 

  

 
 
 
 
 
 
 
 
 
 
 
 
 
 

 
Procedure 

Throughout the course 

1. Student academic performance is monitored closely to identify any student whose 

performance is likely to lead to academic failure. 

2. Course coordinator will identify students who do not achieve the standard performance (60%) at 

least in two consecutive assessments in the course. 

3. The course coordinator will set up a meeting with the student to support him/her to address 

issues affecting academic performance. 

4. The course coordinator will provide the student with an academic progress form and advise him/her 

on how to achieve the requirements for successful academic progression. 

5. The course coordinator will refer the student to the academic advisor for consultation. 

a. If the student has difficulties in understanding the course materials, the academic advisor 

will organize extra tutorial hours for the student. 

b. The course coordinator will arrange a small teaching group according to student’ s needs. 

e.g English, biomedical, etc. 

c. If the student faces personal or psychological problems, it will be reported to the head of 

department who will refer the student to the college’s psychosocial counselor. 

6. The psychosocial counselor will 

a. set up meetings with the student to identify the causes of the problem and propose 

solutions to help the student to overcome these problems. 

b. send a report to the head of the department about the student’s problem and 

implemented actions. 



 
7. Student’s progress in improving their academic performance will continuously be 

monitored by the course coordinator and the academic advisor. 

At semester level 

8. At the end of each semester, the head of department will discuss the exam results in the 

departmental council. 

9. The departmental council will check the course completion rate and identify students who failed in 

courses. 

a. The head of department will refer students who failed in one or more courses to the academic advisor 

to identify the causes of failure and provide advices for improvement. 

b. The academic advisor will discuss the problem with the student and implementing the 

appropriate strategy according to student’s problem as follows: 

• English language problem: an extensive English Language course will be organized for the 

students in a convenient time. 

•  Difficulties in understanding the course materials: extra tutorial hours will be 

organized for the student. 

• Frequent absenteeism: the causes of absenteeism will be discussed with the student and 

appropriate solutions will be proposed accordingly. 

• Teacher-student interpersonal relationship: the academic advisor will discuss the issue with both 

the teacher and student, and find solutions for improving their relationship. 

• Poor time management: the academic advisor will help the student to plan time and improve 

time management skills. 

• Non-motivated or non-interested in the course: the academic advisor will collaborate with the 

course coordinator to motivate the student. 

c. Course coordinators and academic advisors will continuously monitor students’ academic progress 

and report to the head of department. 

10. For students whose semester grade point is below a 2.0: 

a. A warning letter will be sent to the student by the academic affairs department. 

b. The academic affairs department will send a report to the head of department. 

c. The academic advisors who will set up a meeting with the student to discuss the causes of the problem 

and provide advices for improvement. 

d. Students’ progress in the following semester will be continuously monitored by the academic advisor 

and reported to the head of department. 

11. Students will be in the probation period, and will not be allowed to register more than 12 credit 

hours per semester 

F. At program level 

12. Academic affairs department will 

a. Identify students whose cumulative GPA is below a 2.0. 

b. Send a warning letter to the student. 



 
c. Send a report to the head of department and academic advisor. 

13. The head of department will discuss students whose cumulative GPA is below 2.0 in the 

departmental council. 

14. The college council will select the course/courses each individual student should study to improve the 

cumulative GPA. 

15. The recommendations of the college council will be submitted to the college council for 

approval. 

16. The decision of the council will be communicated to the student by the head of department. 

17. Follow up of the student’s academic progress in the course/courses he/she is enrolled in will be 

continuously monitored by the course coordinator and the academic advisor, 
and will be reported to the head of department academic Advisor 

  

 
 
 
 
 
 
 
 

Responsibilities 

Head of Department 

1. Discuss students whose cumulative GPA is below 2.0 in the departmental council. 

2. Inform students about the courses they should enroll in to improve their GPA. 

3. Follow up students’ academic progress. 

Course Coordinator 

1. Identify students with poor academic performance. 

2. Identify causes of students’ poor performance and implement the appropriate action for 

improvement. 

3. Monitor students’ academic progress. 

4. Report to the head of the department and the academic advisor. 

Academic Advisor 

1. Discuss the causes of poor performance with the student. 

2. Provide advises for the student to improvement his/her academic performance. 

3. Monitor the student’s academic progress. 

4. Report to the head of the department. 

Psychosocial Counselor 

1. Set up a meeting with each individual student to discuss his/her problems. 
2. Provide advices to the students to overcome the problem and improve performance. 

3. Report to the head of department Students’ Affairs 

Department 

1. Identify students whose semester grade point is below a 2.0 and those cumulative GPA is below a2.0. 

2. Report to students’ academic advisors and head of department. 
3. Send a warning letter to the student and make sure the students signed for receiving the letter. Students 

1. Attend all meeting with the course coordinator, academic advisor and the head of department. 
2. Implement what is planned to improve his/her academic performance. 

  

 


