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	Organizational Guide of the Faculty of Medicine 


The College of Medicine is considered one of the first colleges to be approved at Najran University in both boys and girls. This decision was based on the urgent need for such study. The study started with the boys in the academic year 1430-1431 H and with the girls in the academic year 1431-1432 H.
College Vision:
Excellence in medical education and contribution to scientific research to promote health services and participate in community service.

College Mission:
Preparation of qualified medical personnel capable of providing distinguished medical services, contributing to scientific research and establishing multiple partnerships to serve the community and raise the level of health awareness.

Goals

1. The graduation of highly qualified physicians equipped with the spirit of Islamic morality.

2. Provision of high quality health and medical services.
3. Perform scientific research that services the community.
Objectives

1. Continuous development of curricula and the means of medical education.

2. Preparation of morally and professionally medical cadres, well qualified and capable of continuous self-learning.

3. Development of the scientific research and cooperation with local, regional and global institutions in medical research environment.

4. Development of the university hospital to provide excellent health services to community

5. Establishing an academic environment attract talented faculty members.

6. To obtain accreditation from National Commission for Academic Accreditation & Assessment.
	The organizational structure of the College of Medicine
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I: Dean of the College
The Dean is an academic faculty member who administers the scientific, administrative and financial affairs of the college within the limits of the system and its regulations. He submits to the university director a report on the educational affairs and other aspects of the activities in the college at the end of each academic year.
Dean Responsibilities:

· Selection of the vice dean and heads of academic departments of the college and raise the recommendation to appoint them to the university director.

· Approving the reports of the meetings and department committees and he has the right to object to their decisions within fifteen days from the date of its arrival.

· Implement the recommendations of the College Council.

· Issuing the internal decisions required for the proper functioning of the faculty in accordance to the college regulations.

· Adoption of the performance reports prepared by the vice dean of the College and heads of departments and administrative units on their employees.

· Approving the regular, compulsory and special vacations for the employees of the college and informing the Deanship of the affairs of faculty members and employees according to the system.

· To delegate his responsibilities according to the university regulations.

· Approving purchase orders in accordance with the rules and regulations.

· Forming various committees at the college level.
· Adoption of performance evaluation reports submitted to him by the college units.

· Adoption the work requirements budged from the college budget.

· Recommending the allowances for out-of-office work for faculty members.

· Recommending the internal and external commissioning of faculty members.

· Recommending the assignment of work outside the official working hours of faculty members.

· Recommending the presence of the faculty members of the training courses inside and outside the university.

· Extension of post-service faculty members.

· Recommending hiring a faculty member after retirement.

· Recommending the termination of non-Saudi faculty contracts in coordination with department head.

· Adoption the approval of the department committee concerned to postpone the admission of postgraduate students not more than for two semesters.

· Approving the department approval for the postgraduate student to delete all curricula of the semester.

· Approving the conversion of students from another university to the college.

· Approving the conversion of students to college from another college.

· Allowing the students to study as a visitor one.

II: College Council
      The College Council is composed in accordance to the Regulations of the Higher Education and Universities Council from:
· The Dean
· Vice Dean
· Heads of Departments

The University Council may, on the suggestion of the College Council, include at least three members from the college staff members or from corresponding College and determine the duration of their membership.
Responsibilities:
The 34th article of the Regulations of the Higher Education and Universities Council stipulates that the Council of the College shall be committed by the decisions of the Council of Higher Education or the Council of the University. The College Council shall be competent to consider matters relating to the College as:
· The appointment of college staff members, lending, assigning and upgrading them.

· Proposing or modifying study plans with the coordination between departments.

· Proposing curricula, books and sources in the college subjects.

· Encourage the preparation and coordination of scientific research among departments.
· Propose the dates of exams and establish the regulations for conducting them.

· Proposing the internal rules of the college.

· Proposing the necessary training and mission plans for the College.
· Proposing the activity plan of the College.

· Make a decision on the student matters within his competence and recommend to the University Council.
· Consider the matters referred to him by the University Council or Vice-Chair for giving opinion.
III: Advisory Council of the College of Medicine
The advisory council of the College was formed by Decision No. 47/12 / 37-38 based on the College Council meeting at its twelfth session of the academic year 37/1438  H and held on 15/5/1438 H and approved by the University director with decision No. 27019-42-438

Formation of the Advisory Board of the College:

· The Dean of the College of Medicine as president

· The Vice Dean of the College of Medicine as vice president
· Vice Dean for Educational Affairs  as a member

· Dr. Said bin Ali al-Maliki as a member

· The Director of the Armed Forces Hospital in Najran as a member
· The Director General of Health Affairs in Najran as a member
· The General Supervisor of King Khalid Hospital in Najran as a member
· The Director of the Obstetrics and Gynecology Hospital in Najran as a member
· The Director of the mental health hospital in Najran as a member

· Dr. Abdullah Mofarah Al Hayani as a secretary of the council
IV: Vice Dean
1. Vice Dean for Educational Affairs.
The Vice Dean for Educational Affairs supervises the progress of the educational process in the college in the under-graduate and post-graduate stages and follow-up the training process for graduates and the implementation and development of programs for students and achieves the goals set for them.

Units follow the Vice Dean for Educational Affairs

1. Departments of basic medical sciences

2. Departments of Clinical Medical Sciences

3. University Hospital

4. The Unit of internship and graduates Affairs

5. Registration and Academic Guidance Unit

6. Medical Education Committee

Responsibilities 
· Approving the students' apologies for the semester according to the regulations.

· Adoption of the academic schedules provided by the academic departments of the college.

· Forming and approving student activity committees at the college.

· Adoption the increased students number in coordination with the Deanship of Admission and Registration.

· Approval of applications for extension, re-registration and reset tests according to the regulations.

· Adoption of lists of exam deprivation according to the regulations and regulations.

· Agreement on student excuses as required in accordance with the regulations.

· Selection of the supervisors of the units and its departments.

· Addressing the concerned authorities within the scope of his authority.

· Issuing the internal decisions required by the work in accordance with the college regulations.

· Evaluation of the performance of the staff of the vice deanship.

· Adoption of the vacations of the vice deanship staff members.

· Approving the disbursement of the vice deanship budget in accordance with the organization's regulations.

· Approval of the opening of new specialties in the college.
2. Vice-Dean of College of Medicine (Girls section) 
       She is a member of the academic staff responsible for overseeing the educational, academic, research, administrative and financial process, and is responsible for organizing the work in the college departments of female students and running its affairs according to the needs of the work according to the regulations and regulations of the Higher Education Council. The Vice-Dean of the College is appointed from among the members of the Saudi faculty who are distinguished by scientific and administrative competencies by a decision of the University Director on the nomination of the Dean of the College.
Units affiliated to the vice-dean (Girls section)

1. Departments of basic medical sciences

2. Departments of Clinical Medical Sciences

3. Academic Affairs for Female Students

4. Director of College Administration (Female Section)
Responsibilities 

· Approve the apology of the students for the semester according to the regulations.
· Adoption of the academic schedules provided by the academic departments of the college.
· Forming and approving student activity committees at the college.
· Agreement of increasing the number of female students in the college in coordination with the relevant departments and the Deanship of Admission and Registration.
·  Approval of requests for extension, re-registration and reset exams according to the regulations.
· Approving the lists of exam deprivation according to the governing regulations.
· Decide on student excuses as required in accordance with the college regulations.
·  Choose the supervisors of units and departments and recommending their selection and appointment.
· Addressing the concerned authorities within the scope of his authority.
·  Issuing the internal decisions required by the work in accordance with the governing regulations.
· Evaluation of the performance of the related college staff.
· Adoption of the regular and mandatory vacations for the college staff.
· Approving the disbursement of the vice-deanship budget and custody in accordance with the Organization's regulations.
· Participate in the selection of departmental agents in coordination with the head of the concerned department and the dean of the college.
· Approval of faculty members participation for conferences inside and outside the Kingdom according to the regulations.
· Recommendation for exceptional leave for faculty members according to the regulations.
· Approval of the suspension of vacation for staff members and addressing the concerned authorities.
· Approvals of government agencies request to assignment the faculty members to participate in seminars and conferences so as not to affect their duties at the university.
· Approval of compulsory and regular leave for faculty staff.
· Consider complaints and discipline of students in coordination with the departmental coordinators and the Academic Affairs Unit.
3. Vice Dean for Postgraduate Studies and Scientific Research
         The Vice Dean for Graduate Studies and Scientific Research supervises the process of teaching and research for postgraduate students and follows up the research work of staff members serving the community and supervising the library's affairs.
Units follow the Vice Dean for Postgraduate Studies and Scientific Research:
1. Postgraduate Studies Unit

2. Scientific Research Unit and Community Service

3. College Library

Responsibilities:
· Coordination with the Deanship of Graduate Studies in the university with respect to postgraduate students.
· Adoption of the results of examinations for postgraduate studies.
· Apply the rules for the work of the vice deanship for Graduate Studies and Scientific Research and the terms of reference and general description of the duties of the staff members and how to coordinate between the units affiliated to him.
· The decision of the internal decisions required by the proper functioning of the College vice deanship and its units in accordance with the regulations.
· Evaluation of the performance of the Agency.
· Approval of the disbursement of the budget and custody of the vice deanship in accordance with the regulations of the Organization.
· Adoption of the regular and emergency vacation of the vice deanship staff members.
4. Vice Dean for Development and Quality
        The Vice Dean for Development and Quality supervises the development and quality processes, and the achievement of standards of academic accreditation and archiving the academic work of the educational process, and work on the training and development of academic performance.
Units of the Vice Dean for Development and Quality

1. Development and Quality Unit followed by:
A. Planning and Follow up Committee.

B. Academic Accreditation Committee.
C. Teaching and Learning Committee.

D. Performance Measurement Committee.

E. Skills Development Committee.
2. Unit of Information Technology.
3.  Archiving Unit.
Responsibilities 
· Recommending the appointment of the supervisors of the units and its divisions.
· Addressing relevant bodies inside and outside the university in relation to vice-deanship scope.
· Issuing the internal decisions required for proper functioning of the vice-deanship and its units in accordance with the regulations.
· Evaluation of the performance of the staff members of the Development and Quality vice-deanship.
· Approving the disbursement of the budget and custody of the vice-deanship in accordance with the regulations of the Organization.
· Adoption of the regular and emergency vacation of the vice-deanship staff members
5. Vice Dean for Administrative Affairs

        The Vice Dean for Administrative Affairs supervises and implements the administrative and financial regulations of the College and follows up the implementation of the administrative work of the affiliated units.

Units of the Under - Secretary for Administrative Affairs

1. Department of Financial Affairs.

A. Contracts and Purchasing Unit

B - Warehouse unit

2. Department of Administrative Affairs.

A - Faculty Affairs Unit

B - Personnel Affairs Unit

C- Public relations and information unit

D- Administrative Communications Unit

E- Support Services Unit

Responsibilities 
· Prepare the college budget and follow up on its implementation.

· Managing the financial resources of the college in a manner that ensures its employment in upgrading the college.

· Management of administrative and educational facilities of the college.

· Providing the college with supplies of materials and equipment.

· Provide various support services such as safety and security.

· Supervising the administrative communication system and archiving the various college documents in paper and electronic form as needed.

· Supervising the provision of qualified human resources to the College.

· Supervising the polarization and management of the professional life of staff members and administrative staff.

· Supervising the information systems and electronic environment of the College.
V: Director of the College Administration
    Director of the College Administration is responsible for supervising the financial and administrative affairs in the college.

Responsibilities

· Reply to all transactions received.

· Approve the purchase order and sign it in accordance with the applicable regulations.

· Signing the examination and receipt notes.

· Permission to transfer from the college warehouse.

· Keeping the records of the custody of the college and its follow-up.

· Approval of the required guarantees of contractors when traveling.

· The adoption of identification certificates for non-academic faculty members.

· Adoption of the reports of receipt and delivery.

· Approving the vacations of all employees of the College of staff, technicians and researchers after the approval of their direct president.

· Signing the employer termination after work termination at the College.
· Recommending the commissioning of those who require the work interest to be assigned to work outside the official working hours according to the regulations.
· Signature of letters of transfer the College staff for medical examination.

· Adoption of the data on the end of the task of assignment for faculty members of the administrators, technicians and researchers.

· Adoption of correspondence related to government agencies to complete the staff recruitment.

· Recommending administrative sanctions against the employees of the Department in accordance with the regulations.

· Nominating faculty members from non-faculty members to attend training courses.

· Coordination with the relevant authorities in the administration and the university in the jurisdiction of the work scope.

· Issue the internal decisions required by the proper functioning of the administration in accordance with the rules and regulations.

· Performance evaluation of management staff.

· Approving the disbursement of the budget and custody of the administration in accordance with the regulations of the Organization.

· Raise the needs of the college of human and financial resources and equipment.

· Follow-up maintenance and installation in the college.
VI: Academic sections of the college
Department Head (or Coordinator) 

Department Head (or Coordinator) is a member of the faculty responsible for the management of scientific, administrative and financial affairs, and is responsible for implementing the regulations of the Higher Education Council. He shall submit to the Dean a report on the work of the department at the end of each academic year. The head of the department shall be appointed from among the members of the Saudi faculty distinguished by the scientific and administrative competencies by a decision of the university director based on the nomination of the dean of the college. The appointment shall be for two years renewable.

Responsibilities

· Recommend that the final test questions should be corrected by a faculty member other than the faculty member of the course or by one or more specialists involved in the correction.

· Approving the grades.
· Issuing the internal decisions required by the proper functioning of the department in accordance with the regulations.

· Distribution of the academic burden on staff members.

· Recommending the payment of education allowance to faculty members.
· Preparing the performance reports for the faculty members.

· Recommending that financial benefits for out-of-office work for staff members.

· Recommending the assignment of staff for out-of-office work.

· Recommending the presence of the department staff training courses inside and outside the university.

· Coordinating with the Scholarship and Training Committee in following up the status of students and trainees.

· Recommending extension for Saudi faculty members after retirement.

· Recommending the hiring of Saudi faculty members after the expiry of the extension period.

· Recommending the termination of non-Saudi faculty contracts.

· Approve the report prepared by the supervisor of the scientific thesis and send a copy to the Vice Dean for Graduate Studies at the end of each semester.
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