Ministerial Decision No. 72/2004
Colleges of Technology Bylaws

1 In compliance with the Civil Service Law issued by the Roya
Decree No. 8/80 and its amendments, and

1 Executive Bylaws of the aforementioned Civil Service Law issued
by the Royal Decree No. 52/84 and their amendments, and

1 Roya Decree No. 5/90 on the establishment of the Ministry of
Labor and Vocational Training, and

1 Royal Decree No. 115/91 and its amendments that include the
establishment of the Vocational Training Authority with the
powers required for the achievement of its objectives including the
establishment and management of specialized technical institutions
such as technical colleges and vocational training institutes, for the
preparation, development and qualifying of citizens, and the

issuance of administrative bylaws and

1 Royal Decree No. 84/97 incorporating the abolishment of the

Vocational Training Authority and the devolution of
competencies, assets and allocations to the Ministry of Socia
Affairs, Labor and Vocational Training, and

1 Roya Decree No. 65/98 on the establishment of a Council for
Higher Education, and

1 Roya Decree No. 90/98 approving Ministry of Social Affairs,
Labor and Vocational Training Bylaws, and

its



Royal Decree No. 84/2001 on changing the name of fiThe General
Directorate for Technical Educationo at the Ministry of Social
Affairs, Labor and Vocationa Training to fiThe Generad
Directorate for Technological Educationo, and

Royal Decree No. 108/2001 on the establishment of the Ministry of
Manpower, and the devolution of the responsibilities of Labor and
Vocational Training toit, and

Decision issued by the Council of Higher Education in its second
session in 2001, held on 26™ Safar 1422 (H) corresponding to 20"
May 2001, approving the change of the name fiMuscat Technical
Industrial Colleged to a University College awarding a Bachelor's
degree in technological studies under the name of fiThe Higher
College of Technologyo, and approving the change of the name of
AThe Technical Industrial Collegeso to iiColleges of Technologyo,
awarding the National Technological Diploma, and

Decision issued by the Council of Higher Education in its first
session, 2003, held on the 1% Rabie Awal, 1424 (H) corresponding
to 3" May 2003, approving the new study programs in the Higher
College of Technology, Muscat, and the regional Colleges of
Technology, and

Ministerial Decision No. 80/89 on the issuance of Oman Technical
Industrial Colleges Bylaws, and

Ministerial Decision No. 44/99 approving the schedules of
academic posts, instructorsdposts, and the laboratory and workshop
technicians at the Technical Industrial Colleges, and amended by
the Ministerial Decision No. 27/2001, and

Ministerial Decision No. 155/2001 endorsing the administrative
divisions of the Ministry of Social Affairs, Labor and Vocationa
Training, and stipulating the subjection of the Technical Industrial
Colleges to the General Directorate for Technological Education,
and

Ministerial Decision No. 165/2001, changing the name of fiThe
Technical Industrial Colleged, Muscat, to iiThe Higher College of
Technologyo, as a University College awarding a Bachelor's degree
in technological studies, and

Ministerial Decision No. 174/2001 changing the names of the
regional fTechnical Industrial Collegesd to fiColleges of



Technologyo, and changing the name of the currently implemented
Diploma study of the Technical Industrial Colleges to become
AThe National Technological Diplomad, and

1 For the benefit of public interest:

It has been decided:

Articlel

To operate in compliance with the provisions of the attached Higher
College of Technology and the other Colleges of Technology Bylaws,
under the Ministry of Manpower.

Article2

The Ministerial Decision No. 80/89 issued on Oman Technical Industrial
College Bylaws will be cancelled. Likewise, whatever disagrees with or
contradicts these bylaws will be cancelled.

Article3

The aforementionedMinisterial DecisionNo. 44/99 amended by the
Ministerial DecisionNo. 27/2001will remain effectiveuntil amended or
canceled. The aforementioned Civil Service Law and its executive
bylaws will be applied where no specific text is provided in the
aforementioned two decisions and thbgkaws

Article4

This decision will be published in the Official Gazette, and will be
effective from the date of its publication with the exception of Chapters 5,
6, 7 and 9 of the attached Bylaws, whose provisions will come into effect
starting from the academic year 2004/2005.

Juma bin Ali bin Juma
Minister of Manpower

| ssued on 29 Muharram 1425 (H)
Corresponding to 21% March 2004.
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COLLEGESOF TECHNOLOGY

BYLAWS*

PART ONE: DEFINITIONSAND OBJECTIVES

CHAPTER ONE: DEFINITIONS

Articlel

On the application of the provisions of these bylaws, the following words
and expressions will have the specific meanings shown against each,
unless otherwise stated or indicated in the context:

The Ministry:

The Minister:

Board of Trustees:
The Undersecretary:

Director General:

Colleges of Technology:

The College Dean:

The Ministry of Manpower

The Minister of Manpower
Colleges of Technology Board of Trustees

The Ministry& Undersecretary for Vocational
Training.

The Director General for Technological
Education.

Consist of the Higher Colleges of Technology
that award the Certificate, Diploma, Higher
Diploma and a Bachelor's Degree, and the other
Colleges of Technology that award the
Certificate, Diploma, and Higher Diploma
under the Ministry of Manpower

The Dean of any of the Higher Colleges of
Technology or any of the other Colleges of
Technology under the Ministry of Manpower.

* | n case of any dispute or conflict, the Arabic version of these Bylaws prevails.



College Council: The council of any of the Higher Colleges of

Technology or any of the other Colleges of
Technology under the Ministry of Manpower.

Membersof the
Teaching Staff: The holders of academic posts: lecturers, senior

assistant lecturers, and assistant lecturers.

Technical Support

Staff: Trainers (senior trainer, second trainer and third
trainer), aswell as laboratory or workshop
technicians.

Parallel Education

Programs: Programs that are similar to the college study

programs, but designed to enable students who
could not attain the competitive averages
required for admission according to college
systems, to proceed with their studies at the
college without affecting the quality of
education, in return for tuition fees paid by the
students.

CHAPTER TWO: OBJECTIVES

Article2

The Higher Colleges of Technology and the Colleges of Technology are
academic and technological institutions which aim at:

1.

o 0

Working towards the application of technical and administrative
knowledge in technological and administrative fields in line with
the requirements of the labor market.

Meeting the studentsO needs by creating opportunities for
individual, social, academic, technologica and vocational
development.

Bringing up a generation of highly competent technicians through
the provision of accredited, high quality technological programs.
Catering for the private and the public sectors needs with
technically and administratively qualified personnel.

Offering technological, parallel education and training services.
Carrying out and publishing scientific and applied research for the
benefit of the colleges of technology and the community.



PART TWO: BOARD OF TRUSTEES
FORMATION, FUNCTION AND SECRETARIAT

CHAPTER ONE: BOARD OF TRUSTEES
FORMATION?

Article3

The Colleges have a Board of Trustees formed by a Ministerial Decision.
It will be chaired by the Minister and comprises the membership of:

The Undersecretary, Deputy Chairman

A representative of the Ministry of Higher Education

A representative of the Ministry of Finance

A representative of the Ministry of National Economy

A representative of the Ministry of Commerce and Industry

A representative of the Oman Chamber of Commerce and

Industry

7. Four representatives of the Sectoral Committees established by
the Ministry

8. The Ministry& Director General for Planning and Devel opment

9. The Director Genera

10. Two of the CollegestDeans

11. The Board& secretary, as amember and reporter.

oukrwnhpE

The Board is authorized to seek the assistance of any specialists or
experts and invite them to its meetings without granting them the right
to vote.

The Board of Trustees will meet at least four times a year, or as
deemed necessary upon invitation from the Chairman. Its meetings
will be legal if attended by a mgjority of its members. The decisions
will be valid if supported by a majority of votes. In case of tied vote,
the chairmanés side will have the casting vote.

lAppendix 1 shows the General Organization of the Colleges




CHAPTER TWO: BOARD OF TRUSTEESDUTIES

Article4

The Board will be responsible for setting up the strategies and policies
of the colleges and following up their implementation particularly:

1.

w N

Approving the collegesd educational system and specifying their
levels of study, educational and training curricula, as well as
certificates and academic degrees awarded, in collaboration with
the concerned bodies.

Endorsing the collegesdpolicies and criteria on admission.
Endorsing the collegesd internal technical, financia and
administrative bylaws necessary for the running of the collegesin a
way that facilitates their development.

Endorsing setting up sections, combining or closing departments,
and approving their programs and action plans.

Endorsing the appointment policy for college deans, their
assistants, members of the academic and support staff.

Discussing periodical reports on college activities and making the
appropriate decisions regarding them.

Promoting academic research at the colleges in collaboration with
public and private sector organizations, and approving the
mechanism of cooperation and coordination.

Encouraging academic cooperation between the colleges and
similar institutions of higher education.

Looking into any other tasks required for the modernization and
development of the collegesdeducational and training programs.



CHAPTER THREE: BOARD OF TRUSTEES
SECRETARIAT

Article5

The Board of Trustees will have a full-time secretary and reporter for its
agenda. He/she will have the following responsibilities:

1.

Preparing the meetings agenda and sending it to the Board
members, preparing the minutes, and following up the
implementation of decisions and recommendations.

Supervising all administrative and technical assignments of the
Board.

Supervising the preparation of reports and research, and seeking
the assistance of specialists and experts when necessary.
Following up the implementation of the Board's decisions, and
preparing detailed reports on the implementation progress.

Any other tasks assigned by the Board.



PART THREE: GENERAL SUPERVISION OF
COLLEGES

Article6

In addition to his’her other responsibilities and duties, the Undersecretary
will generally supervise the progress of the colleges. He/she will follow-
up the implementation of plans, programs, objectives, and of the
measures of quality assurance.

The Undersecretary will also prepare the MinistryG plans in the field of
technological education in the light of the governmenté devel opmental
plans and labor market needs. He/she is authorized to invite the Deans of
the colleges to periodical meetings to discuss college affairs, general
policies, periodical reports, cooperation between the colleges and any
other issues deemed necessary for the sound and smooth running of the
colleges.

Article7

The Director General is responsible for the smooth running of the
colleges. In addition to his’her other responsibilities and duties, he/she
will supervise the implementation of rules and regulations, the decisions
issued by the Board of Trustees, and the issuance of the decisions that
facilitate the appropriate ongoing of work within hisher authority in
consultation with the Undersecretary. He/she will also supervise the
development of technological education, training and parallel programs,
and ascertain quality assurance standards. At the end of each academic
year, he/she will submit to the Board of Trustees areport on the activities
of the colleges and the suggestions for their further development, after the
Undersecretary@ approval .

10




PART FOUR: COLLEGE MANAGEMENT AND
ORGANIZATION

Article8
The College will be managed by:

1 The College Dean
1 The College Council

The Dean, Assistant Deans, Heads of Centers, Departments, Sections, the
teaching and technical staff will be appointed by a ministerial decision in
compliance with the procedures.

CHAPTER ONE: THE COLLEGE DEAN

Article9

Each college will have a Dean, who is a teaching staff member. He/she
will be managing the academic, administrative and financial affairs of the
college in away that ensures the smooth running of the college, according
to the Bylaws. He/she will have the following responsibilities:

1. Supervising the implementation of the academic and training plans,
and working towards accomplishing them within the time
framework.

2. Coordinating college activities with the loca community
institutions.

3. Specifying college needs for teaching and technical staff,
recommending their appointments after the approval of the College
Council, and working towards complementing college needs for
constructions, equipment, facilities, books, etc.

4. Issuing internal decisions necessary for the smooth running of the
college.

11




8.

9.

Monitoring the academic programs, examinations and discipline in
collaboration with the concerned assistant deans and the heads of
centers and departments.

Preparing a comprehensive progress report each semester on the
programs and performance, in addition to an annual report on the
educational affairs and college activities to be submitted to the
Director General, after reviewing it with the College Council.
Chairing the College Council, organizing its work, inviting to its
meetings, ensuring the implementation of its decisions and
reporting the minutes of meetings to the Director General, within a
week from their issuance.

Supervising the implementation of quality assurance measures in
the college.

Preparing the college annual budget, and submitting it to the
Director General, after presenting it to the College Council.

10.Submitting an annual developmental action plan on college

projects to the Director General.

11.Assessing the performance of the assistant deans and the heads of

centers, as well as technicians and administrators under his’her
direct supervision.

12.Endorsing staff appraisal forms prepared by the heads of centers

and departments on college personnel, recommending their
promotion, renewa or termination of their service contracts, in
consultation with the concerned assistant deans, the heads of
centers and departments.

13.Safeguarding college property.
14.Carrying out any other duties assigned by the Director General.

CHAPTER TWO: ASSISTANT DEANS

Article 10

The Dean of each college has three Assistant Deans, who are teaching
staff members. They are the Assistant Deans for:

1 Academic Affairs

1 Student Affairs

1 Administrative and Financial Affairs.

12



Article 11

The Assistant Dean for Academic Affairs will have the following
responsibilities and authority:

1.
2.

3.

o 0

7.

8.

9.

Supervising college academic activities.

Monitoring the performance of teaching staff, in collaboration with
the concerned heads of centers and departments.

Specifying college needs for teaching and technical support staff in
coordination with the centers, departments and concerned bodies.
Specifying college needs for the supplies required for academic
activities, such as equipment, study halls, educational resources,
computers, workshops, laboratories, and working towards
devel oping them.

Preparing all needed information and statistics.

Offering technica assistance to the Dean in organizing
examinations, including the formation of committees, determining
the number of invigilators, as well as supervising the preparation of
guestion papers and schedules.

Supervising the implementation of quality assurance measures in
academic activities, and suggesting means of developing them.
Supervising the publication of scientific pamphlets, magazines and
periodicals.

Supervising and organizing lectures, seminars and meetings.

10.Submitting periodical reports on the different academic activitiesto

the Dean.

11.Evaluating the performance and forwarding the appraisal forms of

the heads of the departments, and the technical support staff he/she
supervises, to the Dean.

12.Acting for the Dean in his/her absence.
13.Carrying out any duties assigned by the Dean or the College

Council.

Article 12

The Assistant Dean for Student Affairs will have the following
responsibilities and authority:

1.

Supervising the implementation of the students' admission and
registration policies, according to rules, criteria and intake, set by
the Minister, as well as organizing the studentsdrecords and files.

13



2. Developing the students' personalities as well astheir academic and
sports potential, promoting their religious, moral, socia and
cultural identity.

3. Fostering a constructive interaction, and developing brother-like
relationships among students, as well as strengthening studentsd
interaction and cooperation with teaching staff members and all the
college personnel.

4. Enhancing the student's relationship with the community, and
reinforcing their Islamic and national identity.

5. Supervising studentsd registration process, providing them with
guidance, and monitoring their attendance.

6. Supervising coordination with private sector establishments, for
students involved in on-the-job-training program.

7. Supervising student health care, accommodation and means of
convenience.

8. Suggesting to the Dean the development of admission and
registration procedures, bearing in mind the factual practices.

9. Supervising the preparation of examination schedules, the
announcement of results, as well as the issuance of certificates and
transcripts.

10.Supervising the preparation of graduatesd lists, and submitting
them to the concerned bodies. He/she will aso supervise
graduation ceremonies and the follow up of graduates.

11.Chairing the Committee for Student Appeals on examination
results.

12.Chairing the two committees for investigation into any offence
committed by students: (a) on campus, or in the external activities
organized by the college, and (b) inside the college hostels.

13.Evaluating the performance and forwarding the appraisal forms of
the heads of the departments, and the technical support staff he/she
supervises, to the Dean.

14.Carrying out any duties assigned by the Dean or the College
Council.

Article 13
The Assistant Dean for Administrative and Financial Affairswill have the
following responsibilities and authority:
1. Supervising the provision of college needs for human resources,
administrative requirements, educational and training materials,

14



equipment, in accordance with the requirements of centers and
departments.

Supervising the work in the stores, their annual inventory, records
of college property, such as equipment, furniture, and their
mai ntenance in compliance with the prevailing procedures.
Supervising the implementation of the contracts signed with
companies, carrying out work for the college.

Supervising expenditure and making ensuring compliance with
financial procedures.

Supervising the personnel filing system, safekeeping and updating
the records.

Presenting periodical progress reports to the Dean regarding
administrative and financial affairs.

Evaluating the performance and forwarding the appraisal forms of
the heads of the departments, and the technical support staff he/she
supervises, to the Dean.

Coordinating with the Directorate General for Administrative and
Financial Affairs, at the Ministry, on al matters related to the
needs of the college and the processing of its financial and
administrative dealings, the maintenance of its facilities and the
implementation of the contracts of services offered to it.

Carrying out any duties assigned by the Dean, or the College
Council.

CHAPTER THREE: COLLEGE COUNCIL FORMATION

AND DUTIES

Article 14
Each college will have a Council comprising the following:

NogA~ONE

College Dean (Chairman)

Assistant Dean for Academic Affairs (Deputy Chairman)
Assistant Dean for Student Affairs - Member

Assistant Dean for Administrative and Financial Affairs- Member
Head of the Educational Technology Center - Member

Head of the English Language Center - Member

Heads of academic departments - Members

15



8. Three well-experienced members from the private sector, to be
selected by the Minister for three renewable years.

Article 15

The College Council will meet upon invitation from the Chairman, at
least once a month or whenever deemed necessary. The meeting will be
legal if attended by a majority of its members. In case of tied vote, the
chairman's side will have the casting vote.

The Dean is authorized, in case of necessity, and after referring to the
council, to invite whosoever deemed necessary, to attend the meetings of
the council for consultation, without granting him/her the right to vote.

The Chairman of the Council will appoint one of the members of the
council as a coordinator (secretary), to prepare the meetingsd agenda and
follow up the implementation of the council decisions.

Article 16

The College Council will have the responsibilities and authority
stipulated in the bylaws, particularly the following:

1. The implementing the delivery plans, curricula, training programs,
and commitment to the conditions of awarding certificates and
academic degrees.

2. Suggesting the numbers of students and the requirements of
admission in the different centers and departments.

3. Suggesting examination regulations, examination schedules, and
endorsement of results.

4. Organizing study, research and practical training, coordinating
between centers and departments, as well as assigning lecture halls.

5. Reviewing the annual report that the Dean presents on the work
progress and the reports presented to the council by the heads of
centers and departments on their activities and work, endorsing
them and ensuring the implementation of college bylaws.

6. Suggesting the college needs for teaching and technical support
staff, and recommending their appointments, transfers, promotions,
secondments, and all other related issues.

7. Suggesting the date of commencement and end of each study
semester, as well as the beginning and the end of vacation for
teaching and technical support staff.

16



8. Encouraging and coordinating research activities and devel opment.
9. Suggesting the establishment, closure, combinations or changes in

centers, departments or sections.

10.Suggesting the organization of conferences, seminars, social or

cultural activities for teaching staff and/or students.

11.Forming committees, ad-hoc committees or work groups to attend

certain issues, and making recommendations.

12.Suggesting the college annual budget.
13.Promoting the college relationship with the local community and

private sector.

14.Carrying out any duties the College Council is assigned by the

Director General.

CHAPTER FOUR: CENTERSAND DEPARTMENTS

Article 17

In addition to his’her other responsibilities and authority, the Dean will
also supervise the Educational Technology Center and the English
Language Center.

Article 18
Head of the Educational Technology Center:

The Head of the Educational Technology Center, who is a teaching staff
member, will have the following responsibilities and authority:

1.

2.

Suggesting the center's annual action plan and working towards the
enhancement of its effectiveness.

Supervising and following up the technical and administrative
work of its sections:. the Educational Services, the Computer
Services and the Library.

Identifying the centerGs needs for teaching and technical support
staff as well as materials, equipment, academic references and
working towards their acquisition.

Monitoring the developments in the field of educational
technology, and suggesting their realization.

Ensuring the implementation of the quality assurance measures and
presenting an annual report on this activity to the Dean.

17



6.
1.

8.

Safeguarding and maintaining the center's property and equipment.
Evaluating staff and heads of sections performance and forwarding
the appraisal forms to the Dean.

Carrying out any duties assigned by the Dean.

Article 19

(A)

Head of Educational Services Section

The Head of the Educational Services, who is a teaching staff member,
will have the following responsibilities and authority:

1.

Working towards providing the teaching and the technical support
staff with the necessary educational materials and training them for
a better utilization of educational resources and aids.

Classifying the section's educational materials and equipment, in
addition to organizing their use.

Updating, developing and maintaining the section& educational
materials and equipment.

Supporting workshops, academic gatherings, seminars, and
conferences in cooperation with the other concerned committees,
departments and respective sections.

Supervising the educational technology resources for self-access
learning.

Producing various educational aids for the benefit of the
educational process, in cooperation with the concerned centers and
departments.

Evaluating staff performance and forwarding the appraisal formsto
the Head of the Educational Technology Center.

Carrying out any other tasks assigned by the Head of the
Educational Technology Center.

18



(B)

Head of the Computer Services Section

The Head of the Computer Services, who is a teaching staff member, will
have the following responsibilities and authority:

1.

Supervising the operation, administration and maintenance of the
computer network.

2. Updating the college website.
3.

Providing IT training to students and staff, to keep in pace with the
developmentsinIT.

Establishing a comprehensive database on the entire operations,
facilities and contents of the college.

Developing information systems related to studentsd admission
and registration as well asto the college library.

6. Safeguarding the confidentiality of data and information.
7. Supervising the furnishing of the academic and administrative
departments with the required computers and maintaining them.
8. Evaluating staff performance and forwarding the appraisal formsto
the Head of the Educational Technology Center.
9. Carrying out any other tasks assigned by the Head of the
Educational Technology Center.
(C) Head of the Library Section
The Head of the Library will have the following responsibilities and
authority:
1. Specifying and meeting college needs for research resources in

2.

3.

coordination with centers and departments.

Safeguarding the library materials and providing a suitable
environment for reading and research.

Organizing and classifying the library records, research resources
and setting up a borrowing system.

Cooperating with other institutions to exchange academic and
research materials.

Evaluating staff performance and forwarding the appraisal formsto
the Head of the Educational Technology Center.

Carrying out any other tasks assigned by the Head of the
Educational Technology Center.

19



Article 20
Head of the English Language Center

The Head of the English Language Center, who is a teaching staff
member, will have the following responsibilities and authority:

1. Suggesting the annua action plan of the Center, and working
towards the reinforcement of its effectiveness.

2. Supervising and following up the technical and administrative
affairs of its two sections: The Curriculum and Teaching Methods
and the English Language Programs Sections.

3. ldentifying the Center&s needs for teaching and technical support
staff, educational materials, equipment, and working towards their
acquisition.

4. Ensuring the implementation of quality assurance measures, and
presenting an annual report on this activity to the Dean.

5. Safeguarding and maintaining the property and equipment of the
Center.

6. Evaluating staff and heads of sections performance and forwarding
the appraisal forms to the Dean.

7. Carrying out any other tasks assigned by the Dean.

Article21

The responsibilities and authority of the two heads of sections of the
English Language Center, (Curriculum and Teaching Methods and
English Language Programs) will be as follows:

(A) Head of Curriculum and Teaching M ethods Section

The Head of Curriculum and Teaching Methods , who is ateaching staff
member, will have the following responsibilities and authority:

1.

2.

Implementing the programs and delivery plans according to the
schedules in each semester.

Working towards the development of a curriculum that keeps in
pace with the modern devel opments and meets the students' general
and specific needs.

Working towards the enhancement of the relationship with the
concerned institutions, to keep in pace with academic
developments in the fields of curriculum and teaching
methodol ogy.

Setting up criteria for the preparation of examinations, to ensure
that the learning objectives are met.

20
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(B)

Establishing and devel oping a question bank.

Evaluating staff performance and forwarding the appraisal formsto
the Head of the English Language Center.

Carrying out any other tasks assigned by the Head of the English
Language Center.

Head of the English L anguage Programs Section

The Head of the English Language Programs, who is a teaching staff
member, will have the following responsibilities and authority:

1.

Setting up the English language plans and programs, identifying
the obstacles that hinder their implementation and suggesting
means of overcoming these obstacles in coordination with the
concerned sections.

Following up the setting of examinations in accordance with the
English language plans and programs in coordination with the
concerned sections.

Suggesting areas of training for the members of the teaching and
technical support staff.

Evaluating staff performance and forwarding the appraisal formsto
the Head of the English Language Center.

5. Carrying out any other tasks assigned by the Head of the English
Language Center.
Article 22

Heads of Academic Departments

Each of the academic departments will have a head who is a member of
the teaching staff. He/she will be appointed upon a nomination by the
College Council, and will have the following responsibilities and
authority:

1.

Supervising the setting up and assessment of the department's
delivery plans and programs in cooperation with the different
sections, specifying the obstacles that hinder their implementation
and suggesting means of overcoming these obstacles.

Supervising the department, following up the performance of the
teaching and technical support staff, suggesting means of
developing procedures, and assessing the performance of students,
in cooperation with the heads of sections.
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8.

9.

Implementing quality assurance measures in the academic
programs.

Proposing plans for academic research and the annual activities of
the department.

Following up studentsbacademic counseling.

Suggesting criteria and specifications for the department's
examinations.

Identifying the departmenté needs for teaching and technical
support staff, equipment and materials. Supervising the setting up
of their specifications in cooperation with the heads of sections.
Providing the Dean with the minutes of the Departmental Council
meetings.

Ensuring the implementation of health and safety measures in
|aboratories and workshops.

10.Evaluating staff and heads of sections performance and forwarding

the appraisal formsto the Assistant Dean for Academic Affairs.

11.Carrying out any other tasks assigned by the Assistant Dean for

Academic Affairs.

Article23
Academic Departmental Councils

Each academic department or center will have a council chaired by the
head of the department, with the membership of all heads of sections.
The council will have the following responsibilities and authority:

1.
2.

3.
4.

Implementing curricula, syllabi, and academic plans.

Approving the examinations' specifications and endorsing the
results.

Suggesting and promoting the department study plans.

Suggesting teaching loads, academic supervision, counseling and
assessment.

Approving departmental academic research plan and annual
activities.

Identifying the needs for teaching and technical support staff,
equipment and material.

Proposing and recommending the teaching and technical support
staff requirements.

Setting up ad-hoc or permanent committees to stimulate
educational, training, or extra-curricular activities in the
department.
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9. Looking into any other issues referred to it by the Dean or the
Assistant Dean for Academic Affairs, or presented by any heads of
centers, departments or sections.

The Departmental Council will meet upon invitation from the chairman at
least once a month or as deemed necessary. The meetings will be legal if
attended by a mgority of its members. Its decisions will be valid if
supported by a majority of votes. In case of tied vote, the chairmanés side
will have the casting vote. The head of the academic department or
center will name the person in charge of preparing the council meetings
agenda and the minutes.

Article 24
Heads of Academic Sections

The head of each academic section, who is member of the teaching staff,
will have the following responsibilities and authority:

1. Supervising the section's activities and monitoring the performance
of teaching and technical support staff as well as students. He/she
will also suggest means of developing the section.

2. Allocating work load to teaching and technical support staff, and
ensuring the preparation of teaching material necessary for
theoretical and practical work.

3. Participating in the development, implementation and eval uation of
programs, and training delivery plans. In so doing, the Section
Head will identify obstacles and recommend solutions.

4. ldentifying the section's needs for equipment, tools and materials,

and supervising the setting of their specifications in cooperation

with teaching and technical support staff.

Monitoring student academic counseling.

Monitoring the studentsd on-the-job training and assisting the

supervisors of the industrial sector in charge of the college students

and presenting reports on the results of the studentsd attainment of
skills and knowledge to the Head of the Center/department.

7. Evaluating staff performance and forwarding the appraisal formsto
the concerned head of center or department.

8. Carrying out any other tasks assigned by the head of center or
department.

o o
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Article 25

Each teaching staff, (lecturer, senior assistant lecturer and assistant
lecturer), laboratory, and workshop technician will have the following
duties and tasks:

(A) Lecturer and Senior Assistant Lecturer:
The duties and tasks of the lecturer and senior assistant lecturer are:

1. Teaching the assigned courses, preparing related material and
keeping afile for each course.

2. Supervising and counseling students on theoretical and practical

activities.

Keeping records of the studentsdresults, activities and attendance.

Writing exam papers and quizzes, conducting examinations,

carrying out the necessary assessment and reviewing results in

compliance with the bylaws and the prevailing college regulations

and instructions.

Offering academic counseling and career advice to students.

Supervising the on-the-job training of the students, providing

assistance to the supervisors of industrial sector in charge of the

college students during their training, and presenting reports on the

studentsdprogress to the concerned heads.

7. Presenting a report for every semester's activities and suggesting
development to the concerned heads.

8. Carrying out any other tasks assigned by the concerned heads of
center, department or section.

> w
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(B) Assistant Lecturer
The duties and tasks of the Assistant Lecturer will be as follows:

1. Preparing course materials under the supervision of alecturer.

2. Carrying out some of the educational activities.

3. Keeping records of the students' results, activities and attendance.

4. Keeping arecord of each course, he/she participates in (homework,

tests, and notes).

Assisting in preparing and conducting examinations and preparing

student counseling forms.

6. Getting acquainted with techniques of delivering lectures and
lessons.

7. Offering assistanceto low achievers.

o
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8.

(C)

Carrying out any other tasks assigned by the head of center,
department or section.

Trainers (First, Second and Third Trainers)

Trainers will have the following duties:

1.
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(D)

Teaching and carrying out the practical training for the set syllabi
and keeping its records, as well as participating in setting up
practical examinations.

Keeping arecord of student results, activities and attendance.
Carrying out the equipment maintenance schedule.

Supervising the studentsdon-the-job training.

Participating in the practical training activities.

Ensuring that health and safety procedures are followed in
laboratories and workshops.

Carrying out any other tasks assigned by the concerned heads of
center, department, or section.

Assistant Trainer

The Assistant Trainerds duties and tasks will be as follows:

1.

o 0k

Assisting the trainer in teaching and training according to the
syllahi.

2. Assisting the trainer in conducting practical examinations.
3.

Assisting the trainer in implementing the equipment maintenance
schedule.

Assisting in supervising the students on-the-job training program.
Participating in the practical training activities.

Ensuring that health and safety procedures are followed in
laboratories and workshops.

Carrying out any other task assigned by the concerned heads of
center, department, or section.
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