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PR Policy name: Code:PP. NQAC.001
Wb 8 & | Renewal of policies and procedures

» Review: 1
g Issue: 2
Date: June/2021

Executive responsibility Quality and accreditation centre
Policies and procedures review committees

Administrative responsibility ~ Quality and Accreditation centre

Written by : Dr. Fatima Abozar 2021

Approved by: Prof. Elzubair Beshier Taha 2021

Reviewd by: Prof. Alnageeb Suliman Saeed 2021
A ginall ) 53 gall
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Overview:

Obijectives of this Policy and procedure: to ensure the continuous renewal of NCMP's structure and
functions motivated by the dynamic changes in our society and our mission to become a socially
accountable institution.

Functions of the policy and procedure:

1. Todrive the review and renewal of present policies and procedures.

2. To initiate new regulations when the situation requires.

3. To continuously evolve and develop the functions of NCMP as the program increases
in size and complexity.

Areas of responsibility:

1. The Quality department of Napata College is responsible of keeping track of dates of
reviews of the policies and procedures present and informing policy makers with the
need to review them. The quality department is also responsible of designating the
policy makers for each policy based on their expertise and competence.

2. Policy makers are responsible for setting a date for the review of each policy and
procedure and writing the date of review on the first page of the document

3. The Faculty board is responsible for directing the quality department to initiate new
policies and procedures in response to the needs of NCMP

4. The course instructors are responsible for writing their concerns at the end of each
course in the course report and submitting it to the program coordinator

5. The program coordinator is responsible of raising issues that require adjustments in
policies and procedures to the Faculty board.

Procedure details:

The quality department reviews the dates of the written policies at the end of every academic year and
notifies the policy makers with the need to review their assigned policy/ procedures when the date of
review arrives.

New policies and procedures are made after receiving direction from the Facultys board. The quality
department then undertakes the role of assigning members of the committee that is going to write the
policy and later on review it.

Adjustments that are directed by the Faculty's meetings are made through notifying the policy makers
with the need to review their assigned policy. The members who wrote the policy in the first time will
be responsible for reviewing it unless this is inapplicable for whatever reasons that should be mentioned.

In case the original members who wrote the policy cannot review it, the quality department has the right
to assign new members in their place.

Once a policy/procedure has been reviewed and approved the date of review and approval and the
clauses changed should be clearly written on the first page.

New changes in policies and procedures should be announced to the stakeholders and principal persons
concerned with applying it.
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— Policy name: Code:PP. NCDO.002
ﬁ L8R & | Equality, diversity and no discrimination

P Review: 0
o o ase g 4S L) g Agasil) g 51 glesal) Cibabps Issue: 1
JEPNA|
h Date: Sep/2021
Executive responsibility All NC community (staff, students,

residents, users, collaborations)
Administrative responsibility  Dean office
Written by : Prof. Elzubair Beshier Taha 2021
Approved by: Faculty board 2021

il gisall ES\ 33 g2l
Napata , policies and

Procedures manual - 2021

a 2021 - 45 4 Sl jal s Sl J



D) ade g A4S LAl g gl g 81 ghecal) il AadY

c Jaad) 1 g an) (1) 3l

M\ e.ﬁf—_} :\:ISJUASJ‘} Z\gdﬂ\j b\j\.uwj\ &Lihnl:\.m Z\.A.;\\X' ‘\ASM\ b..l% G.A.a.n.i

LS dpee 3l 5 a5y (la puly AU 038 [

L cildy t (2) Sl

el a5 AU Anantl 5 51 shasal) Cdpns a3y : AU -1
AR A4S e ; aall 22

A A AN .3

AL 5 ) BaagolSY) el ) ;e i 4

s cilabaad) (3) 3aLa)

dle s doelaial g dpalad il dlas 5 420wl g 31 glusall aadl | 3y 3a% A0S HLAS 4885 44 A0S A -

e By sdiall  E A% 5 lad ad) s )l o2a a5 O da) (e dipalll dalidl dlaia ) -3
Lle ) Libaia

Jsill el sal b i ghuiiall (il 855 JMA e el (e 2K o i Blea lacia -4

G385 i) Ulaa ) 511 Lgalait 31 5 om0 350 a5 aeliaall s il (3585 () (Jan -5
E.AAEM'R:L’L@_AJ:HLM

el 050 A S ol Al o) Al N sl ApaalSY) cludliall (el s -6

eyl Aigall 2o gl e cplelall 5 5XLLYT i s DUl o el yal & A0S0 A5 -8
Lalle

Ao ol e (3Ll (4) Bakal)

GOl aen 1
LIS o1 L s cpailatiall cplalall 5 3350LLY) aas 2
L Opiglatall aen 3

Napata College regulations, policies and 2021 - A5 38 e ja) g lubas Bila

Procedures manual - 2021




Led (il

\AJG.A] u.m.l;lwd\} J\J‘}M

Loz Galalad) (3 ) gl 5 (ol slaall 5 (pagaciall
Lo Jeadl g4l Hall pansiall

© N oA

(5) dalall

] JalSU ol a1 sle ) e s duslond 038 Cilgn g ol FIV) AISH aaine 33 as e a5
3 A5 8Ll Jeal il JISE) apen & llh g aainall 134 ) 3l

Lol Lo s e Laia W1 5 4l 5 dpualy )1 Lol 3 e ) sudd 2 A s g Aaslad) ) sl JAl
(6)341..4\
Liladil qaan (8 A0S Ll 5 Apaamil) g 81 glosal) ay IS A1 50 jUal

il V) o2 iy el il s all sded Loyl dgila gl (il 8l Leal il 5 Lgal yinl paniad
Led dalaiall ac) 4all

(7) dalall
Ledla g Lgadilal (opu H’él\ odgd =il A0l =l Aaaall (J:..a .
: (8) 3l

Dl b el Ay g HSE el Jalally eans Jalal) 6 dlag) 486 KN i .
Aall Belw) o as) Al ST ellenil o ga Jaluiall e\)géy\

s labidl 2l gadatil) (9 ) Balall

Calaa W) el ¢ ol daia 5y )l 2 g Jae ddadd llaaf aand oy -

D2 N S ) g3 s o 85 AISH aaina A il 03 ol V) (saal Ll (5 a5 -
lulal) g

Glabaad) o3 2 il dy ) 93 il jao Slal)l -

& Dniall aae g d0aell 5 3] glsall 5abia g af Lgaad) yind 5 Lilad g Lpudlae A 4ISI o -
L] fiud

e s 4222l 81 glosally o) IO LA yo 5 Lialaa s Ll Cp 18l oliae V) aal dpand) sy -
AaSlal) ISl bl 45 ) sall o LSS 50 4 68y 5 el

3 ) sall 5 ALY 5 el yudl g ASH ol oY 8 a1 AN saaa Jae (3 8 dasd -
Aalall () 5230 dlal 5 45 )

31 sbusall 5 Alaed) asl dac hall s gall Sl g il il g ilskall ) glail) dalxind -

Napata College regulations, policies and 2021 - A A Gle ja) s labs B

Procedures manual - 2021




pal) o3a 3y a8 Lol il 5 A0S aainal oy 53l el gy sha

31 sbusall Jlaa (8 (0 slacll 2y a1 g Apaga SV 5 ApDUal) iy oS e (Gl

dalall Clagia¥) (5 93 (e DUl 5 335 e Lol il ddle ) A 3K 5 oY il aas
Cabaud) 238 2y (it Lo e sall adilally Apalall A1 5 gral yl i

Lgile | e s clubaadl 38 xSl 5 33LY) aren ¢ 3l e a sl

Dl 099 aeadl (il 31 slusall g Jalgiall o) yia¥) sle ] s

Glald) 338 A8l die Al ciel ja) (10 )

& o O Sy el L) 8 (38 5 IS Al 53 o) ) o i Alaudl o3 allie
LAY il i) 385 el g A0S AU o3a Adllae ol clallas o

Ul J 58 il s sl e g sl Ol 5 8 5) glosall ddllaie cilallss

COUall & gl Ay bl e Led lan Ul @ gla enlallas

Sanll jio alall Gulaall a8 5 agild i 5l LY Clliged Cilallis

81 sbsall s 3 5y il A0S (3 Jlanall =il sl i g1 ) lld mpan A alSEAY) S
D) aae g daa23l

538 3 gin (3l Lah agillanSle (i 55 agd (3 0 s i) 52LY1 5 ()5 530 1) 335LY)
leie Y DVl ik ge ue Gy yla¥1 o Asadall LY f el ) of A0S0 pe il
Y (5 e o) Al el sl el ) e ol danll s pilie a5 ) seand) Ll

Napata College regulations, policies and 2021 - A A Gle ja) s labs B

Procedures manual - 2021




Policy name:

NAPTA COLLEGE

Code:RG. NCBT.003

Review: 0

Issue: 1
Date: 2021

Executive responsibility

Administrative responsibility

Board of trustees, Academic board, other
committees

Board of trustees

Approved by: Head of the board of trustees 2015
Reviewd by: Miss Tumadhir Elzubair 2021
il ginal) ) 32 el
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Policy name: Code:PP. NCAA.005

Academic excellence Review: 0
NAPTA COLLEGE w’;‘sy‘h_gjj‘ B}j‘? Issue: 1
Date: 2021
Executive responsibility Academic affairs, registration office,

financial affairs
Administrative responsibility Academic Affairs

The Dean
Written by : Prof. Babiker Alwaseela 2017
Approved by: Prof. Elzubair Beshier Taha 2017
Reviewd by: Prof. Alnageeb Suliman Saeed 2021
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Policy name: Code:RG. NCAA.006

ol Review: 0
aiSal) gy <]
NAPTA COLLEGE Issue: 1
Date: 2020
Executive responsibility: Curriculum committee

Administrative responsibility: ~ Curriculum committee

Programme coordinator

Written by : Dr. Zahir Abbas Hilmi 2020
Approved by: Academic board 2020
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Policy name: Code:PP. NCAA.007

Al Glal) Cima g i) ol g dulps  REVIEW:O

SAPTA COURSE Issue: 1

Date: 2016

Executive responsibility: Course coordinators, Academic staff

Administrative responsibility:  Academic affairs, programme
coordinator
Approved by: Faculty board 2016
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NAPTA COLLEGE

Policy name:

Code:PP. NCAA.008

Course Committee Review: 0

Issue: 1
Date: 2021

Executive responsibility:

Administrative responsibility:

Course committee, Academic staff

Academic affairs, programme

coordinator, course committee

Written by : Dr. Muna Mahjoub Elnusairi 2021
Approved by: Faculty board 2021
b ginall ) 32 2l
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1. Course committee (CC):
The programme coordinator forms the Committee for each course. In case there is only one
instructor/teacher, the department is considered the committee responsible for the course. In
the case where there is no department, a committee consisting of similar course instructors is
formed.
1-All instructors involved in delivering the course are members of the committee. One of
them is designated as the course coordinator

2- Students representatives may participate in meetings.

2. Responsibility:

1. Revising the course objectives and intended learning outcomes and agreeing on the
course design

2. Setting assessment criteria and distributing deserved marks for each.
Ensuring the alignment of course topics to CLOs and assessment instruments

4. Holding periodic meetings to evaluate the course delivery process and presenting a
report to the programme coordinator

5. Formulating and supervising final exams in collaboration with the exams office.

6. Overseeing exams moderation process.

7. Preparing the course report at the end of the course

3. Course coordinator responsibilities:
CCo is responsible for leading all the above mentioned activities, and reports to the PCo.
He/she is responsible for delivering final exams to the exams office, attending the exam,
distributing the papers to the examiners for marking and submitting the results to the exams

office at the end and presenting them at the course and programme meetings.

4. The moderation process:

There are 2 phases and 6 steps for exams moderation:

1- Before the exam: pre-moderation:
a- Internal: for system based courses, the departments involved in the system revise
the exam according to the criteria designed by the Course Committee while

ensuring validity and reliability.
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b- External: for semifinal and final years courses, the moderation is accomplished by

external examiners feedback.
2- After the exam:

a- Post-moderation 1: academic staff from different departments cross-check exam
papers marking (using the model answers as a guide)

b- Post- moderation 2:course and departments committees meeting

c- Post-moderation 3: programme board

d- Post moderation 4: examiners board

e- Post-moderation 5: Acedemic board
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A.

Introduction:

The medicine programme has developed over the past years and gained its own identity. Such

development raised the need for regular continuous update of the curriculum to ensure acquisition

of knowledge, skills, attitudes, and behavior by medical students to achieve the overall mission

and vision of the programme.

o~ 0 Pm

C.

. Members:

Dr. Nageeb Suliman Saaeed

Dr. Mohammed Abd Allah Alnagarabi
Dr. Meisa Mamoun Mohammed

Dr. Muhaned Saad

Dr. Niazi Shaikh Idrees

Name of the policy:

This policy is called NCMP curriculum committee policy.

D.

Aim:

It is formulated to legitimize, regulate, and adjust the process of programme development in
NCMP.

E.
1.

© N o o B~ w
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To guarantee the following duties:

Ensure that students learn the prerequisite knowledge, skills, attitude and behaviors to
progress student learning.

Approve new and revised courses (approve and review degree applicable credit
courses, non-degree credit courses and noncredit courses)

Approve of credit hours.

Approve of prerequisites, co requisites and advisories on recommended preparation.
Discontinue an existing programme.

Catalog and schedule classes (credit, noncredit, community service).

Review curriculum.

Keep and disseminate Records.
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9. Review competencies.

Structure:

President.

Vice president.

Rapporteur.

Basic medical science representative.
Basic biological science representative.

Clinical sciences representative.

N o gk~ w b P

Three non-permanent chairs.(representatives of stake holder and/or community
representative and/or professional organizations and/or medical scientific bodies
8. Two chairs for students' representatives.

9. Two chairs for graduates' representatives.

G. PROCEDURE:
G.1 Dynamic evaluation:

1. Initiator (course committee, instructor, students, and administrative staff and stake
holders) submits to the program coordinator concerns and improvement suggestions
that need to be evaluated and developed.

2. Program coordinator discusses minor concerns in the program board to make a
decision

3. Program board send regular reports to the program committee including final
decisions

4. Program coordinator refers major concerns directly to program committee.

5. Ad-hoc committee meeting is held to evaluate and propose changes.

6. The proposed changes are approved by the program board committee, before final

approval from the dean board
G.2 Periodic comprehensive programme evaluation:

1. Curriculum Committee addresses different Course Committees and requires them to
evaluate their respective courses. The evaluation process might include feedback from
relevant stake holders through questionnaires, interviews or other methods the Course
Committee might deem necessary.
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2. Course Committees propose their changes (if any) in writing and send them to the
Curriculum Committee.

3. Specific workshops are held and sponsored by the Curriculum Committee. Attendees
should include Course Committee members, Programme Coordinator, content
experts, medical educationalists and relevant stake holders.

4. Last version is formulated by Ad hoc Committee (its members are chosen during the
workshop).

5. Steps of Programme Board approval and Faculty Board approval precede Federal

Ministry of Higher Education approval.
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GENERAL POLICY STATEMENT

a) Napata College has a student's counseling and support program that aims at addressing
the academic, social, psychological and financial needs of the students.

b) Under this policy, the College Executive may, occasionally authorize standards,
regulations and guidelines to ensure that student guidance and support is performed
efficiently and appropriately.

c) SCOPE: All students and guidance counselors must abide by this policy and all its
related guidelines and standards or risk being subjected to penalties.

1. DEFINITION OF STUDENT COUNSELING AND SUPPORT

a) Students; members of Napata College who are enrolled in its programs and
fresh graduates who did not complete 6 months after graduation.

b) Student counseling; the follow up and provision of academic, psychological,
social and financial advice to the students by the guidance counselor.

c) Guidance counselor; a trained member of the teaching staff who performs
student counseling

d) Support; the emotional, psychological, academic and financial aid that is
provided to the students who are in need of it

e) Financial aid; includes fees exemption, logistic support, subsides and fees
installments

2. IMPLEMENTATION PROCEDURES

a) The student guidance and support procedure
b) Post graduation fees installments

STUDENT COUNSELING AND SUPPORT PROCEDURE

Overview of the procedure:
Objectives;
General objective;

e To achieve effective and valuable guidance and support to Napata
College student population
Specific objectives;

e To monitor and correct the students' academic performance
e To provide the students' with individualized career advice
e To promote the students' mental health and wellbeing

e To address the students' financial needs
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1) Functions;

1. Training of the potential guidance counselors by a psychologist/medical
educationalist

2. Division of the student population into small groups

3. Assignment of a guidance counselor for each group

4. Meetings with the guidance counselor at the beginning of each semester as an
essential step in registration

5. Filling out the guidance and support form by the guidance counselor in each
meeting

6. Agreeing with the student on the date of the next appointment

7. Follow up of the students' academic performance by the guidance counselor
8. Referring students for specialized aid when in need

9. Assisting students in applying for financial support and other related
procedures

10. Attending hearing sessions that involve the student and can lead to
detrimental decisions
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This procedure should be used for every registered student in NCMP at the
time of registration, whenever the student suffers a penalty, attends a disciplinary
session or requests transfer or freezing of the academic year/ semester. It should also
be used whenever a student requests a meeting with the guidance counselor or
whenever follow up of the students ' academic and social performance raises any
concerns.

1. The registrar's office is responsible of dividing the students into small groups and
informing them that part of their registration process involves the meeting with the
guidance counselor. It is also the responsibility of the registrar to keep the students'
files safe and confidential and only allow authorized persons to access them.

2. The program coordinator is responsible for assigning a guidance counselor to each
group of students

3. The quality office is responsible for training the guidance counselors and providing
them with the necessary skills and materials needed to perform their tasks

4. The students' affairs office is responsible for tracking the performance of the guidance
counselors and notifying the program coordinator if they were falling short on their
responsibilities.

5. The head of any disciplinary board or hearing session is responsible for ensuring that
the students' guidance counselor has been informed and is present

6. The guidance counselor is responsible for following up the students' academic
performance, setting appointments whenever concerns are raised, providing career
advice, counseling the students on matters that are within his/her scope and referring
the student for specialized aid when the situation requires. It is also the responsibility
of the guidance counselor to ensure confidentiality in all dealings with the students
under his/her guidance and not disclose any information unless authorized by the
student to do so or an issue in which disclosure is mandated by the law/ College
regulations has been raised.

7. The student is responsible for attending the meetings with the guidance counselor,
reporting to him/her whenever a problem that requires assistance arises and notifying
the students' affairs office if the guidance counselor did not attend to his/her problems.
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1. At the time of registration the student takes his/her file from the registrars office and
obtains the name of the guidance counselor and the date and place of their meeting.

2. The guidance counselor meets with the students, discusses the outcomes of the
previous semster(when applicable), fills the guidance form in the student's file and
scedules the next appointment. This is a chance for the student to mention any areas
of concern and the guidance counselor should encourage that.

3. At the end of the meeting the file is returned to the student who in turn returns it to
the registrars office until the next appointment.

4. The number of meeting per semester is individualized for each student based on their
needs and the guidance counselor should be trained on how to do that effectively.

5. Several times throughout the semester, the guidance counselor should follow up the
student's academic performance through the student's attendance, participation in
class (feedback from teachers), results in midterms and feedback from the
psychologist. The results of the previous semester are discussed at the beginning of
the new semester.

6. The student should have the contact of the guidance counselor so as to be able to
contact him/her whenever a new problem arises and schedule a meeting.

7. The meetings could be held at the psychology clinic, over the phone, or online
provided that the counselor updates the guidance form with the results of the meeting
later on.

8. Students applying for financial support are guided by the counselor throughout the
process of making the request and presenting it to the student support committee. The
guidance counselor should attend the meeting of the student support committee of the
student in question.

9. Graduating students can receive their certificates and pay the certificate fees after
employment. A grace period is agreed upon after which they can choose either
deferment or subsidization of payment.

10. The counselor must keep all records confidential and is not allowed to disclose them
without the consent of the student. The counselor can only disclose the information if
it has perceived benefits to the specific student.
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Date: 2021

Executive responsibility
Administrative responsibility

Written by :
Approved by:
Reviewed by:

Registration office

Academic Affairs, Registration office

Board of trustees 2015
Prof. Mohammed Abdallah Elnagaraby 2021
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Review: 1

Issue: 2
Date: 2021

Executive responsibility:

Administrative responsibility:

Academic affairs, promotions committee

Academic affairs

Approved by: Academic board and the faculty board 2017
Reviewed by: Prof. Mohammed Abdallah Elnagaraby 2021
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Policy name:
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B Y .QV | Postgraduates studies
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NAPTA COLLEGE

Code: RG.NCAA.015

Review: 0

Issue: 1

Date: 2021

Executive responsibility:

Administrative responsibility:

Approved by:

Academic affairs, postgraduate studies
committees
Academic affairs, postgraduate studies
committees

Academic board and faculty board 2021
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Grade Marks

At 90-100

A 80-89

B* 75-79

B 70-74

C* 65-69

C 60-64

F <60
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Policy name: Code: RG.NRAR.016

Review: 1
N,-.s»;:u;;[(_:t‘ ‘%M‘ cﬁjlw ﬁzﬁ 4&1\1 Issue: 2
Date: 2021
Executive responsibility: Admission and Registration office, students
affairs
Administrative responsibility:  Academic affairs, students affairs
Approved by: The Academic Board 2015
Reviewed by: Prof. Mohammed Abdallah Elnagaraby 2021
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Policy name: Code: RG.NRPC.017
Staff and students exchange policy :
Review: 0
N»‘«F':\-COL&[G[' |SSU€ 1
Date: 2021
Executive responsibility: Programme coordinators
Administrative responsibility:  Programme coordinators
Written by : Prof. Elzubair Beshier Taha 2021
Approved by: Academic board 2021
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Napata College regulations, policies and
Procedures manual - 2021

2021 - A Al Aile ja) s lalw dala



A. Our Policy:

Napata College staff and students exchange policy aims to organize and coordinate cooperation with

educational institutes of Sudan and foreign countries and coordination of academic mobility of

students and academic staff.

B. Objectives

1.
2.

10.

11.

12.

Napata College regulations, policies and
Procedures manual - 2021

The development of inter-university cooperation.

Coordination and consultations on development and implementation of joint
educational programs.

Establishing a formalized framework (database) for resource sharing and
collaboration amongst universities.

The promotion of incoming and outgoing student, teaching and administrative
mobility.

Link inter-university research platforms.

Enhancement of high quality professional training and cutting-edge research and
knowledge transfer activities.

To advocate for collaboration and resource sharing amongst universities.

To carry-out activities such as presentations, seminars and training workshops
aimed at ensuring the participation of students and staff in academic mobility
programs.

To provide the departments with information about international activities,
international scientific and educational programs, projects, competitions in which
students and staff can participate.

To search for new partners and opportunities for students and teachers for training,
professional development and internships abroad.

To assist both students and staff financially and logistically to successfully complete
and exchange programme.

To show lenience towards students when it comes to attendance during their

exchange programme.
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Policy name: Code: RG.NRIC.018
Review: 0
wnouwee  POlICY on medical research and Issue: 1
Executive responsibility: NRIC, Academic staff, students
Administrative responsibility:  Programme coordinators
Written by : Prof. Elzubair Beshier Taha 2021
Approved by: Faculty board 2021
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Executive responsibility: Napata Research and Inovation Centre

Administrative responsibility:  Napata Research and Inovation Centre

Written by : Dr. Sara Hamad 2021

Approved by: Prof. Elzubair Beshier Taha 2021

Reviewed by: Prof. Mohammed Abdallah Elnagaraby 2021
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Policy name: Code: RG.NRIC.020

Ethical committe regulations ~ Review:1
NAPTA COLLEGE Issue: 2
Date: 2021
Executive responsibility: Napata Research and Innovation Centre,

Research ethical committee

Administrative responsibility:  Napata Research and Innovation Centre

Written by : Prof. Yassir Hanafi 2018

Approved by: Prof. Elzubair Beshier Taha 2018

Reviewed by: Prof. Mohammed Abdallah Elnagaraby 2021
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Policy name: Code: RG.NCFR.021

R AL Financial regulati
v.. | Inancial reguiations Review 0
N»‘«F“::t’.(;u[(j[‘ @w‘ Em‘ Issue 1
Date: 2021
Executive responsibility: Financial Affairs.

Administrative responsibility:  The Principal

Written by : 2015

Approved by: The Board Of Trustees 2015
Reviewed by: Prof. Mohammed Abdallah Elnagaraby 2021
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Policy name: Code: RG.NCFA.022

YW W & | Fees reduction regulations :
Review: 1
oo CilandAl) g mial) Adad dady Issue: 2
Date:Dec/ 2021
Executive responsibility: Fees reduction committee
Administrative responsibility: The principal
Written by : Dr. Roudeina Ahmed El Sarrag 2021
Approved by: Prof. Elzubair Beshier Taha 2021
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Policy name: Code: RG.NCAD.023

"% AR & | Administrative affai lati

R'Y . VY ministrative aitrairs regulations -

V.V g Review: 1
e Al g G I aall sy Issue: 2

Date:Dec/ 2021

Executive responsibility: Administrative manager
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Waste disposal policy and procedures:

1. Purpose

The purpose of this procedure is to ensure proper disposal of waste from activities conducted
by or overseen of college staff and students. In addition, this procedure outlines show how to
prevent waste discharges, specifically student medical waste from labs, dissection rooms... ex
or noninfectious waste from other College locations. These precautions prevent complications

related to direct exposure of these waste products, especially during COVID 19 pandemic.

2. Scope
This procedure applies to all waste disposal activities by college staff or students at Napata
College. This procedure covers solid, liquid and recyclable waste, moreover, sharp or harmful

items that using during learning activities or student programs.

3. Managers and Supervisors

Managers and Supervisors are responsible for ensuring their staff’s compliance with this
procedure. Managers are to train their employees in the proper disposal of waste materials to
prevent spills of potential pollutants waste. Managers and supervisors are responsible for
ensuring training is conducted with the most recent version of Infection Control Waste

Management.

4. Personnel Performing the Job

Personnel must follow the correct procedures in accordance with this Waste Management
protocol. Personnel are responsible for determining the type of waste they need to dispose of
and following the procedure to ensure it is disposed of properly. Personnel are also responsible

for reporting if instances of leakage, missing covers, or misuse of material receptacles.
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5. WHO categories of waste

Waste categories Description Examples
General waste No risk to human health Papers, Plastics
Pathological waste Human tissues or fluids Biopsies, Blood
Sharps Which cause skin injuries Needles, Knives, Blades
Infectious waste Contain microbiological agent Cultures, Swabs
Chemical waste Chemical liquids Reagents, Disinfectants
Radioactive waste Items from radiotherapy Glassware, Liquids
Pharmaceutical waste Expired items from pharmacy Drugs, Chemicals
Pressurized container Contain gas Aerosol cylinders
Genotoxic waste Containing cytotoxic materials Cytotoxic drugs

6. Waste classification based on handling

e Solid waste

e Recyclable, Recoverable, or Reusable Materials
e (Cleaning and Wash Water

e Infectious and noninfectious waste

6.a Solid Waste

Soled waste is not regulated for special disposal and can be placed into a general waste

dumpster. Examples include office waste, classroom waste, and any general waste that is

commonly disposed of in a general trash can for pick up by Building Services. Recyclable

materials should be separated from this material and placed into the nearest recycling bin.

e Staff are responsible for depositing their waste in the nearest appropriate trash or general
front load dumpster, as appropriate.

e Building Service staff whose responsibilities include emptying building trash cans, are
responsible for collecting material from buildings and depositing them in the nearest
appropriate dumpster. Staff are responsible for closing the lid or door to the dumpster after

depositing material inside.
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e The handling and disposal of Hazardous, Chemical, Radioactive, and Biological waste

requires specialized training and facilities.

6.b Recyclable, Recoverable, or Reusable Materials

e Recyclable, Recoverable Materials can be diverted from disposal in a landfill and accepted
by the College Recycling program.
e Staff are responsible for properly sorting as much of their recyclable, recoverable, or

reusable materials as possible to reduce depraved environmental impact.

6.c Cleaning and Wash Water Disposal

Cleaning and Wash Water Disposal should be handled according to the nature of the material
being cleaned and the location where it will be cleaned. When possible, material that is suitable
for disposal in the sanitary sewer should be washed in an interior drain such as a utility sink.
Any waste disposed into the sanitary sewer system must have a pH between 6-9. Exterior
washing should follow the SOP for Exterior Surfaces and Building Washing.

6.d Infectious and noninfectious waste

Infectious waste is waste that may contain microorganisms that have the potential to cause
disease.There are many factors which facilitate the progression of an infectious exposure to an
infectious waste:

e The size and amount of the Waste.

e The virulence of the microorganism.

e The susceptibility of the person in contact with the infectious waste.

e The types of containers that hold the Infectious waste.

The noninfectious waste is including all the waste that has not been infected like general office
waste, packaging or left over food. They are similar to normal household waste and can be
managed by the Local waste services. They represent between 75% and 90% of the total

amount of wastes generated by medical institutions.

7. Colour Coding System
The application of a colour coding system aims at ensuring an immediate and non-equivocal

identification of the hazards associated with the type of Waste that is handled or treated. In that
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respect, the colour coding system should remain simple and be applied uniformly throughout

the country's.

Categories

Non infectious
Infectious
Highly infectious

Chemical

Radioactive
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Examples

Papers, Plastics

Gloves, Dressings
Anatomical waste
Formaldehyde, Batteries

Any items with radioactive

isotopes
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Color of binliners

Black

Yellow

Red

Brown

Yellow with radioactive label
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Labelling International symbols

Danger | Anatomical waste, to be incinerated or deeply
buried
Danger | Contaminated sharps, do not open

Danger | Hazardous infectious waste

Danger | Highly infectious waste, to be pre-treated

L)

Danger | To be discarded by authorized staff only — !!
Danger | Radioactive waste
P
a8
8. Waste handling

Great care should be taken when handling waste. The most important risks are linked with the
injuries that sharps can produce.Waste when handling, staff and cleaners should always wear

protective clothing including, overalls aprons, boots and heavy duty gloves.

9. Waste Storage

e Waste is temporarily stored before being treated. A maximum storage time should not
exceed 24 hours. Non-risk waste should always be stored in a separate location from the
infectious / hazardous waste in order to avoid cross-contamination.

e Astorage facility, sized according to the volume of waste generated as well as the frequency
of collection.

e The facility should not be situated near to food stores or food preparation areas and its
access should always be limited to personnel.

e It should also be easy to clean, have good lighting and ventilation, and designed to prevent

rodents, insects or birds from entering.

10. Waste Transportation
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Waste transportation is required when hazardous waste is treated outside the. The waste
producer is then responsible for the proper packaging and labelling of the containers that are
transported.

One of the reasons for labelling waste bags or containers is that in case of an accident, the

content can be quickly identified and appropriate measures taken.

11. Waste treatment and disposal
Each class of waste require specific treatment, however, it is advisable to distinguish as three
major categories:
1. Waste sharps.
2. Infectious and cytotoxic wastes.
3. Organic wastes (blood and body fluid wastes, human anatomical waste...)
Each type is treated and disposed according to its nature as the following:
e Autoclaving.
¢ Disinfecting with hypochlorite.
e Exposure to UV light.
¢ Incineration

e Deep buried

Notes
e Steps of treatment, Transportation and disposal of infectious (medical) wastes
can be done outside the faculty by signing contraction with specialized waste
management companies.
e Transportation and disposal of general wastes can be done by signing
contraction with certain governmental agencies.
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1.
a)

b)

b)

Napata College regulations, policies and
Procedures manual - 2021

CONTEXT:

This policy describes Napata dedication to the recruitment process as it is the
key to the success of The College and the means by which it can accomplish
its mission and compete with similar institutions.The result of the recruitment
process must be based on the principle of putting the right person in the right
place at the right time. The College is keen to achieve excellence in all aspects
of its work and views its members and employees as key players and
representatives of its models of service and professionalism in all their internal
and external transactions.

The College aims to achieve stability and diversity in its workforce. It requires
that its employees are highly competent, and have a comprehensive
knowledge of their tasks and the work dynamics in the College, therefore the
Department of Human Resources presents an introductory lecture to new
employees following the completion of the recruitment process. Furthermore,
the College aims at providing the opportunities for the continuous
development of staff members through training workshops both inside and
outside the college, Regular meetings between the departments are held in

order to obtain satisfactory performance at work.

. SCOPE :

The policies and procedures in this document are applied to all employees of
The College, and although the policies contained in this guide have been
developed comprehensively, they are not in the final form as there are
regulations and procedures for employees that are issued from time to time in
the form of notes, publications and lectures to give additional information and
detailed explanations.Regarding the application of the policies outlined in this
guide, they will be mandatory for employment at the college.

This guide applies at all times, but it should be noted that a particular item or
requirement in the letter of appointment, in turn, eliminates what is mentioned

in this guide. If there are items that are not mentioned in the policies contained
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in this guide, the employment regulations and national laws are enforced
instead. In the event of a contradiction between the conditions mentioned in
the employment letter and the regulations and policies contained in this guide,
what is mentioned in the appointment letter with respect to the ad hoc clause
must be implemented, applying only to the "holder-specific” rule.

3. AIMS:
Mastery, speed and accuracy in providing all services are the most important
elements of the outstanding education provided by The College. Therefore,
the Human Resources Department resolutely aims to develop and maintain a
positive work environment to achieve this goal.

4, OBJECTIVES:

The objectives of the Human resources policies and procedures are:

a) Establishing and accurately documenting policies, procedures and practices
in all personnel-related issues at Napata College, thereafter the process of
reviewing and modifying these policies will continue until they reach the
appropriate final version.

b) Providing a framework to clarify the abilities and limitations of the staff
members within the College.

¢) Helping workers understand the human resources policies correctly so that
they can be implemented accurately.

d) Ensuring consistency between all human resources policies in the College.

5. THE VALIDITY OF EDITING, ADDING AND DELETING:

a) Management can modify, withdraw, suspend,or add to these policies as
required, .In this event, the Human Resources Department must notify the
officials concerned of the changes and provide them with copies of these
amendments and all managers must ensure that these modifications are

reported to all.
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b) Review: The Human Resources Policy Guide is reviewed every five (5) years
or when management feels the need to do so.
6. CONTENTS:

Section A: Career planning

Section B: Employment policy

Section C: Evaluation of staff

Section D: Termination of the contract
SECTION A: CAREER PLANNING

1. Objectives:
1- Ensuring the recruitment of the most qualified candidates to suit the
requirements of the functional forces by taking advantage of the best methods of
selection.

2- To ensure that the right individual is employed in the right place.

2. Policy:

1- Employment must always be in accordance with the approved organizational
structure and the plan of the faculty's functional forces.
2- The recruitment process may take place: in the event of vacancies as a result
of resignation. In the absence of an appropriate candidate for the vacancy, the
university will hire the appropriate candidate from external sources.
3- The selection for the job is made by matching applicant specifications to the
job description, including scientific qualifications, experience, personal skills,
and employment references.

5- The Human Resources Department works with competent authority and

management to employ the workforce.

Napata College regulations, policies and 2021 - A A Gle ja) s labs B

Procedures manual - 2021




3. Procedures:

The candidate for the position must read and then sign the employment contract
provided by the Human Resources Department. This contract states the job
description and the required tasks. Afterwards, work is initiated from the agreed
employment date. The Human Resources Section must ensure that new staff

members’ information and documents are included in the staff data.
SECTION B: EMPLOYMENT POLICY:

1. Objectives:
1- Preparing and maintaining an appropriate human force in accordance with
current and future requirements in order to complete all the operational plans of
The College in the best possible way.
2- Creating a precise functional framework at an appropriate cost to enhance

The College’s activities.

2. Policy:

1- The Dean, Programme Coordinators, and heads of departments should help
develop and maintain effective plans to determine the requirements of
employment in accordance with The College’s and Programmes' objectives.

2- In the event of the establishment of new Programmes or Departments, the
relevant managers and Programme Coordinators must notify the Human
Resources Department of its structure and the manpower required.
Management reserves the right to make regulatory changes when needed.

3. Procedures:

1- The Dean, Programme Coordinators, and heads of departments must hand

over the employee evaluation form to the Department of Human Resources

before the completion of the year of the contract.
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2- Adding or replacing staff in the event of resignation or when expanding,

transferring, or redistributing employees, etc. in the authority, administration,

college or section concerned.(see annexes)

SECTION C: EVALUATION OF STAFF

1. Probationary period:

1-

2-

Napata College regulations, policies and
Procedures manual - 2021

1. Objectives:

To assess the suitability and performance of new employees in the positions

offered to them.

2. Policy:

New employees must serve for a trial period and Programme Coordinators
and department heads are responsible for monitoring their performance
during this three-month period as described in the contract.

During the trial period, the employee does not enjoy all of the privileges of
the college's fixed staff except for the mandatory benefits provided for in the
employment law in the contract.

During the trial period, the employee can take annual and medical leave. Any
leave taken during this period is considered advanced leave or unpaid leave.
During the trial period, the employee can enjoy any leave declared by the
state.
3. Procedures:

The Department of Human Resources provides an introductory lecture for the
new employee subject to the trial period to inform them of the college's
regulations, and policies.

Before the end of the trial period, employees are evaluated by the heads of
the departments. If the evaluation is positive and the direct supervisor
recommends it, the contract stands and it expires after one year (renewable).
If the direct supervisor recommends that the employee does not continue, a
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letter of termination of contract will be sent to the employee with all his

financial entitlements extracted.
2. Renewal of contracts:

1. Objectives:

1- To assess the performance of employees and evaluate their competencies in
their respective roles.

2- To decide whether an employee should have his/her contract renewed.
2. Policy:

1- Staff should be evaluated annually before renewing their contracts.

2- The evaluation form should be filled one month prior to the contract’s end
date.

3- Records should be kept regarding the decisions made and their explanations.
3. Procedure:

1- Human resources employees should be aware of staff contract renewal dates.

2- A human resources employee will notify the direct supervisors of employees
being evaluated before a sufficient period of time to fill the evaluation form.

(A minimum of one month).
SECTION D: TERMINATION OF THE CONTRACT

1. Objectives:

1- To ensure compliance with legal requirements in dealing with termination of
service.

2- To reduce any disruption of work by providing sufficient time to find an

alternative and train new staff.

2. Policy:
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1- Both the employer and the employee can report, in writing, the desire to
terminate the service in a way that matches the employee's employment
contract.

2- The employee must hand over his documents, keys and other properties to
the college once his employment is terminated in The College.

3- The employee must compensate the college for the value of the replaceable
College property he/she lost being in possession of.

4- The employee must obtain clearance regarding the College property in his/her
possession and other obligations from The College before being eligible to
obtain any financial dues.

5- The employee must notify The College of the desire to terminate their
employment at least one month prior to their date of departure as described in
the contract.

3. Procedures:

1- Once the resignation letter has been received, the direct official has the right
to accept it immediately or respond to the employee within three (3) days.

2- The Human Resources Department arranges with the employee #a the
following matters:

a. All delivery forms (party-free).

b. Return the assets and property of The College.

c. Employee's last working day and last salary payment (usually at the end
of the month).
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Annex 1: Recruitment steps and appointment

NO STEPS

1. Identifying the needs of the department at the dean's council meeting

2. Accepted from the Dean's Council.

3. Form's application for the post to be filled out by the Coordinator/Direct
Director of the Office of Human Resources

4, The job is advertised and the duration of the ad is determined on the
college's website and social media sites

5. Follow the E-mail and create a short list for e-mail applicants.

6. Formation of a specialized committee of the department for interview.

7. Determining the date and time of interviews by the assigned committee.

8. Contact applicants and notify them of the date and time of the inspection

9. The interview is carried out by the competent committee (Programme
Coordinator, Head of Department - specialized teachers/professors from
the department - human resources)

10.  The applicants are evaluated on the basis of specific criteria.

11.  The highest rating for each of the previous criteria is 4 and the lowest
rating is O (except the medicine programme where the highest is 9).

12.  After the interview is over, a report is written.

13. Applicants in the report are ranked according to the committee's
assessment grades in descending order.

14.  The person/s with the highest rating in the committee's report are contacted
by a human resources employee to determine the salary according to the
salary structure and to sign the contract and determine the job description.

15.  Communicating with the applicants who have not been selected to inform

them of the decision and thank them for applying.

ANNEX 2: CRITERIA FOR CANDIDATE SCORING AND SELECTION
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No.

Basic Criteria

1.  Academic qualifications - by
fulfilling the requirements of the
Higher Education Regulations.

2.  Teaching Experience.

3.  English and Arabic languages.

4.  Interpersonal skills/
Professionalism.

No. Extra Criteria
(for the medicine programme)

1.  Published research in reputable
journal/s.

2.  Conducted research on NCDs.

3. NGOs experience, humanitarian
work.

4.  Pioneer in his/her field.

5. Internationally recognized

achievement/s.
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Context:

This policy describes Napata College commitment to support continuous learning
and development of its academic staff. Learning and development are the most
Important vehicles for improving individual effectiveness consistent with the
aims of the organisation. It also outlines typical activities that are considered

beneficial to the professional development of the academic staff.
1. Scope:

This policy applies to all academic staff at Napata College. This document should

be read in conjunction with other related policies. (See promotion policy)
2. Aim:

The main aim of the policy is to provide managers and staff with a framework
that supports and encourages the development of all staff in line with the delivery
of Napata College strategic plan and departmental objectives as agreed upon

during the annual planning and budgetary cycle.
3. Objectives:
The objectives of this policy are to ensure:

1. Leaders and Managers are provided with the skills, knowledge and
competencies they need to work in partnership with their staff to support their
continuous development.

2. All staff are supported and encouraged to acquire and develop the relevant
knowledge, skills and competencies to enhance their performance in their
current role (as resource providers, assessors, role models, researchers, or

other) in succession planning, for their next role within The College.
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An appropriate balance is created between the desire for individual staff
members to maximise their potential and for The College to obtain a return on
its investment in staff development.

There are appropriate control mechanisms in place to enable all staff to be
trained at the levels appropriate to their role, in order to ensure The College is
compliant with its statutory and legal obligations.

Departments work alongside the Quality Control and Accreditation Centre
and the Continuous Professional Development Centre to develop a
coordinated approach for staff development, maximising the use of available

resources.

5. General principles:

a)

b)

c)

d)

Napata College regulations, policies and
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Professional development needs will be considered whenever new
technology, policies or procedures are being introduced.

The expertise of The College’s own staff will be used where appropriate, and
such contributions will be recognised.

Academic staff is expected to incorporate outcomes of developmental
activities in their practice as teachers and information providers, whether those
new competencies were gained in clinical practice, research, statistical
analysis, computing and software, interpersonal skills, leadership, teamwork,
pedagogy or assessment methods.

Improved performance (in all aspects relevant to teaching and learning,
pedagogy, assessment methods, research, statistical analysis, computing and
software, interpersonal skills, leadership, teamwork) will be recognised by
The College (usually from remarks of direct supervisors), and considered in
making promotion decisions.

Each staff member is required to demonstrate continuous development both
professionally and interpersonally and as such this policy is relevant for all
staff members.
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f)

Appropriate professional development means are to be available for all staff
members to support good practice including: (orientation and induction,
mentoring, training as a lecturer/tutor, training for academic heads; and

development in academic leadership).

6. ldentification of needs:

a)

Staff development needs may be identified throughout the year. The planning
processes will retain flexibility for agreement of additional development needs
as they become necessary. Additionally, feedback from current programmes
helps considerably in the enhancement process. A balance should be ensured

to cover teaching and learning, research, and other relevant needs.

7. Responsibilities:

a)

There is a shared responsibility for the development of staff at the College. It
Is recognised that there will be differences between Departments as to how

these responsibilities are fulfilled.

8. Procedure:

a)

b)

Napata College regulations, policies and
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The Dean, Programme Coordinator and Departement heads are responsible
for encouraging the growth of, and participation in, professional development

activities.

Departement heads approve and support their academic staff members to take
advantage of professional development opportunities outside The College,
where such courses are particularly relevant to the staff member's employment
(Academic staff will normally discuss professional development opportunities
with their academic head before enrolling for a course, workshop or
conference). Internal professional development providers will continually

evaluate the developmental process offered and make changes accordingly.
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c) Professional development supported by faculties and departments will be
planned and provided for in the annual budget (but as mentioned above, itis a

flexible process).

d) Professional development will also be related to other management processes,
such as academic staff evaluation and programme evaluation processes and
mainly supervised by the Programme Coordinator and the Quality and

Accreditation Centre.

e) Human Resources and administrative development will support professional
development related to staffing policies and procedures (e.g. appointment,

continuation, promotion, study leave, and conditions of service).

9. Monitoring and Review of Policy:

a) All staff development activities will be evaluated. The quality and
accreditation centre and other providers of in-house staff development
activities (for example the CPD) are responsible for evaluating the

effectiveness and impact of what they provide.

b) Napata College is committed to the continuous improvement of its staff
development provision means and encourages feedback from staff members.
Where appropriate, best practice will be shared as part of its commitment to

Improve its service provision.

¢) Those responsible for managing staff members should, together with the staff
member participating in staff development activities, evaluate the extent to
which development undertaken has achieved the intended objectives and
where necessary, agree on appropriate next steps with staff members during
their annual Employee Evaluation Form (next steps could include

incentivising outcomes completion and commendable achievements,
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d)

withholding incentives or penalizing underachievers, repeating courses,

planning new relevant courses, or other).

Evaluation differs between mandatory and non-mandatory courses.
Mandatory courses are assesed by a trainer. He/she is required to write a report

regarding the performance of participants (if applicable).

Application of the policy will be monitored by both the Head of Quality and
Accreditation Centre and the Human Resources Department in association

with the Continuous Professional Development Centre.

This policy should be reviewed every five years or whenever deemed

necessary be the Administrative Directors responsible for this policy.

10. Resources

Budgets and Funding:

a)

A team made from The Principal, the Chief Financial Officer and The Dean
(after consulting Programme Coordinators, the Head of Quality and
Accreditation Centre and The CPD director) will annually estimate a level of
funding to support staff training and development which includes
prioritization of training in accordance with the desired needs. The training
budget is used for course fees, travel costs and sustenance. Separate funding

and grants will be applied for wherever possible.

11. Academic Staff Activities:

a)

Academic staff affiliated with Napata College is encouraged to spend their
time on campus efficiently, wisely and productively. Balancing activities is

left to the judgement and interest of staff members and their direct supervisors.

12.Definitions

Napata College regulations, policies and
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The following definitions apply to this document:

» Professional development comprises both formal programmes such as:
Courses, seminars, workshops, conferences and study leave and informal
development activities such as: one-to-one support, informal peer review,
work assignment and inclusion in groups and networks

» CPD  stands for  Continuous Professional development.
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3.
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GENERAL POLICY STATEMENT

a)

b)

Napata College makes information technology resources available to employees,
students, and associates in order to further the teaching, learning, research, and

administrative purposes of the institution.

Under this policy, the College Executive may, occasionally authorize standards,
regulations and guidelines to ensure that information technology is used efficiently and

appropriately.(see Section 6 below).

SCOPE: All users of information technology at Napata College must abide by this
policy and all related guidelines and standards or risk loss of access to information

technology and other penalties.

DEFINITION OF INFORMATIONTECHNOLOGY

a)

b)

a)

Information technology encompasses all communications and computing facilities and
services provided by Napata College, including telephone service, computer devices,
networks, accounts and storage, software, web pages and websites, and Internet access.
It also encompasses services (for example, websites) hosted elsewhere when they are
operated on behalf of the College.

As an organizational area within the University, “information technology” includes the
library, education technology, and institutional research, as well as the units directly

responsible for information systems, network administration, and tech support.

The responsibilities in this Policy that are linked to the “Director of Information
Technology” can be executed by a Director of any one of these more specific

services.

5. CONFIDENTIALITY,SECURITY ,ANDTHEIRLIMITS

Privacy and confidentiality are important values for us in Napata College. Generally,
users can expect that their communications and the contents of their accounts will be
treated as private and confidential and that their files will not be accessed without their
permission. However, individuals have no right to absolute privacy when using
information technology at Napata College. The College owns the information
technology infrastructure and is responsible for its use. The College reserves the right
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to take action to see that its information technology is used appropriately, lawfully, and

efficiently in pursuit of the primary vision, goals and objectives of the institution.

b) Please note that privacy does not extend to the following situations:

1. Aggregate statistics about user accounts are not confidential (for example, data that

indicate the amount of storage being used by particular accounts for .mp4files).

2. As a normal part of system administration, information technology employees might
monitor levels of network traffic, use software that logs network activity, make copies
of files, and maintain archives of these copies.

3. Information technology employees may access any file, data, program, or College run
e-mail in order to gather sufficient information to diagnose and correct network,
hardware, and software problems.(See, also, the obligations of information technology
employees in Section5.a, below).

4. Information technology employees will compile and release otherwise confidential

information when this is requested in accordance with Section 3.c d this Policy.

5. The College information technology staff will gather and release information that is
normally confidential only when specifically requested to do so and only when the

request meets the following three conditions:

i. The request is made by the appropriate office in the institution. These offices are:

i.i.  Human Resources or Health and Safety Services.

i.ii.  The Executive Director, Communications & Public Relations (or another
person authorized by the President to execute the legal obligations of the
College with respect to legislation concerning freedom of information and
protection of privacy) with respect to Freedom of Information requestsor

requests from law enforcement agencies for assistance with investigations.

i.ili. The Executive Director, Student Services (in the case of students) or the
Human Resources Department (in the case of employees and associates) with

respect to an internal College investigation.
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ii. The request should be made in writing, in reasonably specific terms of the information
required, and specifies to whom the information is to be released. (The request to the
Director, Information Technology to gather and release information needsbcontain
reasons why the information is required. The person and office issuing the request
according to Section 3.3.1 has the responsibility to establish and document these
reasons and to ensure that the request and subsequent actions comply with the

appropriate laws and policies under which they are acting.)

iii. The request is addressed to the Director, Information Technology who shall be
responsible for fulfilling the request, even though the actual work of gathering the

requested information may involve other information technology employees.

c) The College does not guarantee the security of any messages or files sent or received
through its networks. Although the College will employ various tools and methods to
enhance network security, all users need to be aware that others can potentially intercept

or accidentally receive data sent over a computer network.

d) The College assumes no liability for files and information that are stored on its systems.
It has no obligation to maintain or destroy any or all physical representations of

particular files.

4.A. Legal Use

1. Napata College requires all employees, students, associates and others to use its
information technology resources in ways that uphold all local laws and regulations.

Areas of particular concern include:

2. The Cybercrime act of Sudan. Threats, harassment, or others crimes committed

electronically are crimes.

3. Human Rights Code. All material that becomes public must respect the right of
people to live in an environment free of hatred or discrimination. For example, it is
illegal to display or print racist material in a computer lab or in any other public

context where others are likely to see it.
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4.B. Acceptable Use

1.Users of information technology are required to meet expectations and standards of

professional and ethical behavior that go beyond “lawful use”. These standards and
expectation of “acceptable use” are designed to help achieve both (i) a positive learning
and working environment in which all persons treat each other with dignity and respect

and (ii) the effective and efficient operation of information technology resources.

2.The requirements and expectations of acceptable use are contained in College policies,

guidelines, and collective agreements and in the rules and standards that may from time

to time be issued under the authority of this Policy, Section 6.

4.C. Using information technology for non-College business

1.

2.

Napata College regulations, policies and
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Occasional and incidental use of e-mail and Internet access for personal purposes is
acceptable, provided that these uses, in the opinion of the College, do not:

Detract from an employee’s availability to carry out his or her assigned responsibilities;

Interfere with institutional business (i.e., teaching, learning, research, and

administration);
Damage the College’s reputation; and

Compromise the integrity and efficiency of the institution’s information technology

facilities and services.

Use of College information technology and resources for commercial purposes or for
the benefit of organizations not directly affiliated with the College is forbidden without
the written consent of the Dean. This includes, but is not limited to: any advertising on
web pages or via e-mail or news postings; any solicitation of funds, goods, or services
for any purpose; and processing or transmission of data on behalf of a third party whether
a fee is charged or not.

All personal and approved commercial use of information technology resources has the
same status as institutional use and is subject to the same expectations regarding legal

and acceptable use.
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4.D. Reporting possible illegal and unacceptable use

1.

b)

d)

Napata College regulations, policies and
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Employees should report to their supervisor all suspected illegal or unacceptable use of

information technology resources.

. IT employees shall forward reports of possible illegal or unacceptable use to either the

Programme Coordinator (PCo), Student Services (in the case students) or the Human
Resources Department (in the case of employees and associates). For the purpose of
efficiency, teachers, tutors, teaching assistants and other instructors can (in the case of
students in their classes) report cases of possible illegal or unacceptable use of
information technology directly to the Course Coordinator or Student Services, with a

copy to the PCo.

Like all other members of the College community, employees who support the
information technology infrastructure and provide information technology services are
expected in the normal course of business to use information technology appropriately,
respect the privacy of others, and maintain the confidentiality of information that may
come to their attention during the routine exercise of their duties.

Information technology employees will ascertain and release information that is
normally confidential only when specifically requested to do so according to the

provisions of Section3.b of this Policy.

In situations where there is an immediate threat to the integrity and availability of the
College’s networks and data systems, technicians and administrators in information
technology have the obligation and authority to take the measures that they, in their
professional judgment, think are necessary to secure the networks and systems for
general use, even if this means denying access and causing loss or inconvenience to

SoOme users.

Information technology staff members are obligated to revise and proofread
announcements shared with College employees, students and the general public
through official Napata College media (e.g. the College website). Information

technology department will be held accountable for shortcomings in this area.
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6. ISSUING RULES AND STANDARDS

a)

b)

In order to promote a positive working and learning environment and to ensure that
limited information technology resources are used effectively and efficiently, this
Policy envisages additional rules and standards on a wide variety of topics related to
information technology—for example: standards for equipment that is to be connected

to the network; quotas on network storage; and expectations for e-mail etiquette.

The process for authorizing rules and standards under this Policy shall include the

following steps:

A proposal is advanced by a member of senior management (i.e., a Programme
Coordinator, Secretary of Students’ Affairs, Secretary of Academic Affairs, or the

Principal).

2. There is adequate time for the Dean, the Program Coordinator, the Principal or Director

of Information Technology to evaluate the proposal and make recommendations.

3. The proposal is considered by a Committee, and possibly by others, before it is revised

and forwarded to the Executive.

4. The Executive makes a final decision on the rules or standards, and the President

authorizes these.

5. The existence of the new or changed rules and standards is communicated broadly to

employees and students by whatever methods seems appropriate—for example, bye-

mail, online groups and/or web postings.

Rules and standards approved according to Section 6.b shall be documented as Procedures.

7.
a)

Napata College regulations, policies and
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SANCTIONSANDPROCEDURESINCASESOFALLEGED MISUSE

Investigating alleged misuse of information technology

The College may undertake investigations of specific allegations of alleged misuse of
information technology. These investigations may involve the collection and analysis of
information that is otherwise considered private and confidential, subject to Sections
7.a.2 and 3.c of this Policy. The College will not engage in investigations without

probable cause.
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2. Inthe case of students or members of the general public, only The Principal, Secretariat
of Students’ Affairs and Secretariat of Academic Affairs may authorize investigations
of alleged misuse of information technology. In the case of employees and associates,
both the Human Resources Department and Programme Coordinators may authorize an
investigation. In cases where the identity of the person of interest is unknown, the
Principal, Secretariat of Students’ Affairs the Programme Coordinator or the Human
Resources Department may authorize the investigation, but the further conduct of the
investigation will fall to the appropriate person once the identity is known. All
investigations must comply with the Policy provisions under which they are
conducted—for example, notifying people that their actions are under investigation and

ensuring appropriate levels of confidentiality.

b) Processes for cases of alleged misuse

1. Within the College, the processes used to consider cases of alleged misuse of
information technology will be those normally used for possible student or employee
misconduct. Sanctions will include those allowed under various College policies,

procedures, and collective agreements.

2. In addition to other sanctions, misuse of information technology may result in denial of
access to the technology or specific limitations on its use. Any such denial or restriction

must be reasonable in terms of time limits and extent.

3. The Programme Coordinator, Secretary of Students’ Affairs, Secretary of Academic
Affairs and the Human Resources Department have the authority to order the temporary
withdrawal or limitation of privileges to use information technology pending a fuller

investigation of alleged misuse.
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