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Policy name: Code:PP. NQAC.001
Wl @8 @ | Renewal of policies and procedures

Review: 1

Issue: 2

Date: June/2021

Executive responsibility

Administrative responsibility

Quality and accreditation centre
Policies and procedures review committees

Quality and Accreditation centre

Written by : Dr. Fatima Abozar 2021

Approved by: Prof. Elzubair Beshier Taha 2021

Reviewd by: Prof. Alnageeb Suliman Saeed 2021
<l sinall ) 33 4al)
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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 gquality 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.
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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:

E.y' M\ & | Equality, diversity and no discrimination

Code:PP. NCDO.002

Review: 0
i pas 9 A Ll g Agaamil) g B) glesal) lass Issue: 1

Jaaltl)

- Date: Sep/2021
Executive responsibility All NC staff
Administrative responsibility  Dean office
Written by : Prof. Elzubair Beshier Taha 2021
Approved by: Faculty board 2021
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R Policy name:

- ) 1 o 0
R AR | Vs sdaal Jus) alali aaiy

L

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
<l sinall ) 33 42l
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Policy name: Code:PP. NCAA.005

, Academic excellence Review: 0
womeonee (sadSY) aaill 3 jila 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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Code:RG. NCAA.006

Review: 0
N,RF’:K‘\.CC;IHGL 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

il sinall ) 53 sl

Napata College regulations, policies and
Procedures manual - 2021

2021 - 45 4K Slel jal s Sl dila




CRECal) oS Ay
L (1) Balal

gl A (8 L 508 Ty A il S e pane IS Gy SIS

: Cinaal) DU

8 sl JS A Al i) s a0 cilala (e Gl saall GOl 5 A0S JAY zali g (e Gl saall sl paaladl il Hall dlaa
(3 Y) Al

- cigll (2) 3alal

sl iyl (& (s s YIS A 0 Ol el 4N e (& 5 J8 e W s al ) e Bl g 5

Al ) 5 (3) Balal

o DY @l DA s 508 Gy 5 altall 48 U A QY1 sl 5ol alall Ay Jid Aol a1
. Ol Jales 5l gunlae pe pralaiy ¥ of Ao @Bl (8 51 a1 ) sl olg) aey 2

Euubﬂ‘ S Qbﬁ-ﬁn (4) Balall

bl ciltlaie (e Faalall il oS0 B gl 91 Auinal) < all (a5 o) olandl 5 sl sl (e S Al 5l Jalis
sinall

sl (S Ll 35LLY (5) Balal)

el el Gusie o pgnad 5 my s il) 5 (laall (s (8 AN (0 s sal) BLLYL Ailaiuy) (1
— aelie il — @l jlie Juul — ) gad g y) dpalall A jall Uy ajle GEY) A anse ilia) ol ks
O (ke ook ) Al dagll WD) e Bpdle adyy 5 ol (apd aclue - palae
A Jalra 5 ey Al ) a5 430SI0 Ganadill g ol 13) 408N & A (e 33500 Aileiu)

Cllaiall iSe 5 Jasall i (8 (o sSI 285 (G (S Ll G oY) 5 Guiall G ISV 8 pdo Sy 2
Capiaill G g Jabeall jane dl) LSy Al W g Jalaalls aa e 5 cpidll 380 sa 2aat o Jalaall 300
Aaly e i cudla G pxi Jla 8 el Caal gl aly 5 gl

Napata College regulations, policies and 2021 - i 4K Cle) jal s cluba o

Procedures manual - 2021




csterd) b okl Gy 8 el o i e ST HLE 13 G sSI) el asadi 253
Sl G oSl) ARIST (6) Bl

e };W\ 48 dasy dl.a.agh :L»:\JJM ;mdﬁhﬁ&d\ Q\MJ}S}‘ ps) du‘ @Jﬁj&.\M\dﬂbh}A@W\
S Jase o uial) a5 Jany 5 calldall Lgabagn ) Aaill) 5 il ) <1

w\;);:&:\lg\&;ﬁ}A:JLJ‘EJ‘J\}”ewbw\w)}ﬁ\e}ujdﬁdem&h\)ﬂ\h\ﬁ}\;&dwwy
Gl (e JilE 2ae Qe Jla (8 G oSN IS

: clilaiay) (7) salal

385 (25 Of) landl 5 ookl lilaia) Jadi 53 il Al )al) Aled o g sansl 2 Sl 5503 1
LY ol staad) el (& latiel) Aol Jaall 23ay 5 33LY) e GUEYL Guial) s23ay Js2a
ol alsall = s Gl el dis

dad ) Clilaiel) ey saial Sl (o) S lell) Ji Lo gadas i) 5 (Al laial) aluy 2
a s Orinteall GOl e lanly 408 e D Al 5 4Blad 5oy saa 2y 5 (ClilaieY) CaiSe Jajiia
4ndi el 33l (e el Bl ey UlaieY) CiiSa o sdia a8 agidl e 5 agilaials
geld) (B

Lol alud 5 aspanal) S Al 4l ) Cllatiel) iiSay ladel) Al 315l Lads g 23bu) & 3
CllateY) i stie J Al sl Glla) e 315Y) 5 diledl)

; cillasay) gl (dle) (8) salall

SV Guie @ 55 Jand Of o (ASD apee ) alall alaall () Al 59 Lt la) 2ay gl (e oy 1
claal) plaia) o Waalaie) a gl (o) a5 dinall gl ol e 5 dgalel) 5080 el 5 S
Bl alad)

sl bl (8 G s VIS A o s il sl L g ) jaall 028 (8 e ) llall maay 2

&l il Odle) an | Jsie sle s dia (B day ol el Qllall Gale glaial sla) S .3

5, ool 13 Jany 540 d8 Al (5 siuall 8 Al jall 4l ey ) el aad 8 Gy 3 Wl 4
Al K lilaia) 8 il ) seda die sl Gaaldail) M) ae LY 4iniag

) () 98 il B4l (9) Bakal)

o) 8 Leila o Ja 5 zJadl) die alldall Jaualds Bl o AESAN il oS0 cililavia) il e

Napata College regulations, policies and 2021 - i 4K Cle) jal s cluba o

Procedures manual - 2021




Policy name: Code:PP. NCAA.007

) Glall Ciua 8 ilg) ja) g dl Review: 0

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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Policy name: Code:PP. NCAA.008

Course Committee Review: 0
-va;v;rcc:u(_:r Issue: 1
Date: 2021
Executive responsibility: Course committee, Academic staff

Administrative responsibility: ~ Academic affairs, programme

coordinator, course committee

Written by : Dr. Muna Mahjoub Elnusairi 2021
Approved by: Faculty board 2021
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1. Course committee (CC):
The programme coordinator forms the Committee for each course. In case there is only one
instructor/teach, 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.

3. 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:scientific board
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1. 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.

Dr. Nageeb Suliman Saaeed

Dr. Mohammed Abd Allah Alnagarabi
Dr. Meisa Mamoun Mohammed

Dr. Muhaned Saad

Dr. Niazi Shaikh Idrees

o Wb PE

This policy is called NCMP curriculum committee policy.

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

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

2. 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.

© o N o 0o B~ w

Review competencies.
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President.

Vice president.

Raporteur.

Basic medical science representative.
Basic biological science representative.

Clinical sciences representative.

N o g bk~ wDnh e

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

9. Two chairs for graduates' representatives.

G.1 Dynamic evaluation:

1. Initiator (course committee, instructor, students, and administrative staff and stake
holders) raises 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.

2. Course Committees propose their changes (if any) in writing and send them to the

Curriculum Committee.
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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 the medicine
program 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 Medicine Program 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

Napata College regulations, policies and 2021 - i 4K Cle) jal s cluba o

Procedures manual - 2021




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) and results in midterms. 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.
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Policy name:

NAPTA COLLEGE

Code:RG. NCAA.013

;@ ] . 1) :\A-‘N Review: 0
Issue: 1
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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F— Policy name:

NAPTA COLLEGE

3 8 & | Promotion regulations

Code: RG.NCAA.014

Review: 0

Issue: 1

Date: 2021

Executive responsibility:

Administrative responsibility:

Academic affairs, promotions committee

Academic affairs, Exams office

Approved by: Prof. Elzubair Beshier Taha 2017
Reviewed by: Prof. Mohammed Abdallah Elnagaraby 2021
il ginall ) 33 gal)

Napata College regulations, policies and

Procedures manual - 2021

2021 - 45 A Sleljal 5 Glubus dia




A A0S Ly i) iy plias il 5 day
J¥) Jadll
gl plsa
g2 Jaadl gy g AaiDY) ans)
G L Jany s 2017 A Ak IS (ol A elime | il 5 Ay AaD) oha and 1-4
Lele & il & )
AUl oda & 1-5
Al leall Lead 30 ) 6l) <Ol laad) g CLaIST ) 4S5
A i Kl a4l .
A S Gt el o gy Ll alal) ulaall g a1 palal) Galaall
Oy maalaall 5 ¢y sae Lusall 33LAYY 5 oy 58 il 33y 5 30LGY) Lo dcaly s pdil Al m
REINE
Lia Opadlaiall Jan¥ 5 000 Gaimal) G ol A slimef (o gl 4 2y s gutal)  m
- Ciglaiall
ENNURCRRRICEXI
CASIL sl 50 el 5T (8 UV Y J sl 43 iy malipd) (Buda m
5 as NS (s e e Aale da pd mie ) 25 dale san g (ol 4 dally: alipl) w
. pskal
R RR CR PURIUCIPI L IV
LIKIL s ) dial gy dualy ¢ Adall)

o) 5 315V bl QLS i alal) Cannll Gl jiie 4 2y 1 ealal) LY
= -l AL o A palall ) yaigall 8 anE ) AaSaal) (315N 5l 5 ) sfiall dpalall
Sc\ﬁtyaum&gﬂ\w\QLSL&SSY\JQLQ\JLY\&JSJ:\_ASM:\_)AQQ\J}J
saa dgale dilay Jiad gl gyl

3ale Aol Al A0S e aainall 5 )yl angiall ralad) QUSH 43 aady 1 alad) QUSY
aal b Jsaa) 5 sag M e pal) QLI ¢ Al Hall maliall e 3T S dle

ralall Llill & s aainall Uu¥) lgeady il cilaaadl) Loy daly ; pdigal) Aedd
Lo ainall g L) (saay (uldl

Napata College regulations, policies and 2021 - i 4K Cle) jal s cluba o

Procedures manual - 2021




Lpalal) 3laall Ba0ne dale zalio g cadlad gLl oY) il 43 aaly s alall Gadd) m
oY) Jlae Y1 5 a5l GlIag (gl apaal) d8lcal o Leliaat ol Letinoa (e 2SHl o ady
oaadd S daplal gk 4l cldiadll

S ASaadale 4 )50 35 sdial) AaSaall A8 )5 Loy 2oaly dfingd) dalal) A8 50
V)5 Apalal) CYLaall 83 paall s g s e dns (B T aaia lelay) (aSais aiga
L e 5 danlaill

- o
O

A g o e Sl g Al () 50l A eliac cild 5 e 45U oda olSa 30l 1-6
EENEP PR
(A Jadl)
EE
AAD smlra g Gl
el A Al ) dale A 50 (pe 48 il ail) die A8Y) el A5 O g 1-7
AV e Y B85 iy puodll A
4o ALaiall Cleaiadill y duanadi 8 dualell Cojlaall Ay je 52018 S0 ]
U M elam 55 e 50l
Aol 8 dpalail) Dle W) g A Hxill @l Hlgall @Bl
G )l 03] ga y ghat g daalaill ) gall dlac)
a9 O liadl g calzll o jall 3ala 5 3 uialaall 2ale jagad e 5 il
e gt s L sy ) Balall ) Ol oLl s
calll) e alaie Y s (S addeill agiald g Ul s e 5 a8l
g oMl (A G sSHU G 9n A8 pmall JE Bagas dpaglad Bl g & laty) e 3 jadall
CUSY) atyy
Laddti g Lginal pa g oy gl g il ) jiall aranal g maliall dlac) & &ll 33N 8
AN Catadl cillaade jlie ) 8 1381 daleil) 4inlal alaieall kil 9
L oo 5 Cllaia¥) 5 (il 5 xgiall s
ane J&Y (s duanadd Jlase 8 &) 8all e dae Gy ad e 5280 10
coalaall o lal Al (SaY) asd) (e il
Al g i) 35k 8 50 AL e daslaall 11
A e S Ty iy alall Y1 B
Gl aald Sy e ) ]
24 g WY (sae 5 Al g dalell dled g Al 515 Cnall dngian plaly) 2
i

Ll sl all (DU & gany e il yaY) 3

~No s wN

Napata College regulations, policies and 2021 - i 4K Cle) jal s cluba o

Procedures manual - 2021




Lngial) sl Cagls 8 daalisall
JIY e Giaade (8 5 Alalae pSad) LS Jalay
Gl G paill Jay )y e 35084
Y Laall 85 ) siall yy L 5 Clan W) AUS 5 Jind) LY 8 daalosall
Ba2a0al) dalall
e il g i) oad Ty (s pinall et C
A ol e UG 5 Gl g (an s 0f) ApadSYI 5180 D

8 bac Lusal) Jilis sl 5 il yoiall g Jalraall 5 aliall gt 8 gumell daabise 1

cealall

Aeaadidl el glalll el gsy) 2
A e 4y el A O Jslall Chlanti) 8 daalusal)
L3l kit ae dnalad) Dl (3555 A Aaalisal) 4

a0 Lo U] Aol umtl) julaa

re ) eligin) ey aelise Ml A jualae e el 23 1-8

Aol gy Cppaill aing 5 Garall Ganaddl) Jlas 8ol ) 5Sall da 3 e sianll Jsan -
s 35S el il gl daad lads o 41N s ) dial
Al g G pxill 5ok (B 4 i )50 gl JS)
& jldia il ) dolusa il (e B pulaa

~N o o~

w

AV O il ol saaly & e Al 1 aelise il 455 50 (e 48 il 435 1-9
p gt iy g (oaianall dadd g 3 1Y) g unall g (i) ) ABNIAD) jlaally 48 30 (1)
ool da )y e Jpasll ]
K A JBY) e i Lgia aebue Jind A3 5 8 O i Gued sliaa) 2
& IV e )y Lgie daSaa Aale iy 50 (85 e gy Al gumall K5 ) 3
Agalle iy 50
MY Aih g e A gaan aay byl dladie) e T et adl sellae 5 o 4
JRYSAINON|
L pe Gl Gosldl oS ol 5
s L Ja iy g alad) Gally 48 3 (@)
ol )sSallda pn e Jpasll ]
A daad L Lgie () el Jind Ay A i sin DG JWS) 2
Lete QU (5% Ol 5 AaSae dale iy 55 (5 ) sdila g 6 aie ga Al 0 JLS) 3
Agalle ) A JY) e
Ayl dida g o 4l gian a2y il alatidl o T ciie Saall seldae 5 5< of 4
JRYSIINOA |
dATY) Ja gyl gadaad) (B 8 g () g B liaall ALy ghal) daddlly 48 3N (7)

Napata College regulations, policies and 2021 - i 4K Cle) jal s cluba o

Procedures manual - 2021




[HEN

oSSl da py o sianll J pan

EO G 985 o g aebuwe iud A5 8 JBY) e @l g jde aal 38 ()5S ¢
o) sl Ay o Al pias ay IKIL BB e Leia ) i

T Gl (& o30S O

Alall il Ao Laa Y 5 LSV 5 1oy 8 1 jadie ool o 5

AN Jalasasl g JEY) e Lete Gliding (5 4l 055 O

IS ) gl ) CHLSA] g il B gl 4 35S, O

MY il e algamn 22550 dlaial e | paise all o3l dae ()5S, ¢
ac Lol

N

~N O O B W

A ) & jliia M e Bl julaa
AV dag i) i g Al @l Sl 45 ) (e B 51 2ie (221-10

A A g UDIE () 55 0 Gamy 5 & e Sl 4y ) 5o ) dsed JaS) 1

el Lgia ()5S0 () 5 daSaa dale iy 550 (85 ) siie dgale gan dwad 4l (S5 () 2
CAaSaa dpalle @l )90 A5 sdie gy

L) bl jall b claalise 4l (S5 0 3

MY dada g e algias aays il alatia) e T peiie el ogllae < ol 4
&Ll

Jam Guall el oS ol 5

s oAd Miad ) dad e BN galaa

(g adll Juuy) N As ;g-11

S AV da gyl 85 Rl AaYI As ) 8 aie s
bl (sae Al A y3 xia
FIN P LPREQPAL g PO B
dmalad) A 5all 3 jaate Cladd o8
Waxy ) o jae (o () (A Gileall J 30
Lle e Jd JaY) e 43y da 0 JU
8l dpalle daale a8 Lgie Uiy (i 95 hran s 5 S Ula) )
a5 el JBY) e o)y gi€all YLy Ao sl
Aaiadi Jlae (A ey sl @)
5 ae 413l il sl ae AapalS) A 5al | jpae Jac
A sall (8 dalell SV o g 4 aals 10

O© 00 NO Ol & WDN P

Napata College regulations, policies and 2021 - i 4K Cle) jal s cluba o

Procedures manual - 2021




EMJSY\Q\M}M}@E\@\HHQAMJJ\ L;al_?o\b})_,.'ac_a -
uahaﬂiY\

VAN a5 8 allay (535 alel) Gudaall cilasd il a8 53 -
3y 440 3L alac) e %10 oo slall sae sMLLYI dael B EY -

Lall) clelaial

LA clelaial die L jeags ledlae ) eaY 4y ) 50 CileLaial a3 (1) 1-12
Libine | Caai e ST ) prmns il cilelaia ¥ 5 #80 Glail) JaiS (@)
Liliac | dplle 480 gay Laalll <) ) B Haai (7)
ARSI Al (i ) Ly A A e 55 ) gua) Jalad Al B ()

G Juadl)
A sl il ) ddad
ro ) An ) el il dad A se O Lanig-13

’Lm:\:t‘) A:maj\ 1

(PR a0l el il 2

(e 5T pmc) Aaalall (55l ol 3

elac zeldl siwie 5

eliac iﬁdﬁu‘ﬁ\ﬁf‘éﬁe&ww‘)ﬂ\:\_\,}hgw\ 6

Atinal) AUAY B 3LY) LS (e 50l 5 (alia Y] (553 (g sliacl laia¥) Lall (S0 7
glac| azll an U

A gally cld il st clalatil) g alg
;A0 Glalaid¥) 5 aleal) LG bl Al all 4 <51-14

Ll ol 5 il A slime (e Aasiall B 5l il kil ]
A S el il il Al ) Lgie daial 5 A gy lallal) 0d ) 2
-85 A S el Al e st Lgdlelaial g Lgllae) sy ol A iy ol g m pay 3
LAy el Y
L elmel 48 Jiy uad (& el ailaill T g 530 T siae allal) adie 5S5 of |
b L) A Ayl a8y g IS A o e Jgeanl) : Gaanill) Gy il
) iy i 05 ¢ ) el Y e T
(Al

Napata College regulations, policies and 2021 - i 4K Cle) jal s cluba o

Procedures manual - 2021




Sl il Al U8 e samall 5l e il cadla ar e a sl o
PR

AN Sigl )
U sl e (A Al Sl ) (35551-15
S il il Aad G Bamall B jlainYl (385 (A Callay il L gulae a8 ]
3 5all (3305 51 e seaa (5o 5 il 5 oyl 4811 Jaas 5 R8I0 45y e s
Alall @3 dpandll 5 dpalall Al 8 45 L ) A8l
4 )5 A e shaall At (20 108 50 allall e Galeilly el ) Guie p iy 2
AL bl Al dad ) e ) Lead g aAidaadle sau g
(21) ol clallaio alisinl amy callall (g e A0 8 Sl A0ad ) 80 058 3
s (Bl Ty 5 ailasind (s3a (e SHN Callal) Gy yandy o 685 Al 5 2SN Aiad
AS liiall gl g Canll g G pail) b allall axie daalise (e ST g 425D 528 AlSa
S 5 A sl 5 4 s il VLl 8 adadlie s lalll 5 dpapalSYI 5 oY1 &
.prime facie 4 ¥ Aa pall 4liginly dpa gill s callall Jga il 5y
B el ) A il il Al et 8l A GV A ) pligiad dlaie ) Ala 8 4
Al < shasll 38
samall Jlan 8 Cpaitall (o lea a1 3L JAI0 (g0 peSaa B mad i |
48 5l aaiall
slo S5 pe aiul jalsaa o S JSU el £ LY 5 29130 6l Ju s ]
geae b (Bl da gl 85 S 4ie allay g sl
s2e g ¢ Led g Jolaill ld ) A o 8 GpaSaall ) 23 ]
O Bl P EY
2 OpeSaall o Gl e Al A sl O 585 Ledie Lula A8 5 ) 8 S IV
Aaal Bl Al el AEDN (e g ¢ @yl Ml Aa ol 8 ) Alls
At
Ale ) alyy dialll auly 48 A 8 jaay
D) Lo sidia gl yll Callall alay 30 ) Aa all e 4380 gall a2e Ala 3 V]
Al s asall)
CaSaal) Lol
-l Sl L) G b 5i001-16
O JEY) (e Gl (058 o cang o jliia Jtad () aclise Sl e B Al 3 ]
A 2l o Jala (e SN Ay b CpaSaall
MY A e 8 GpaSaall JS ()5S0 o0 camg Sl ) & liie Sl (e B0 Al 8 2
A = A g JAl (e
Cg oAl dalall g cpeSall S5 clllaa A 3

Napata College regulations, policies and 2021 - i 4K Cle) jal s cluba o

Procedures manual - 2021




Ly
e dad LA 848 ) anay L8 ) Asal ) 58 e LY A8 Al alla adial §4201-17
639 e slaac | A3 (e Aiad <y o) 5 apend) ) Al ) od g o lad) Gl
¢ ol g Led A 58 aa la ) 8 @b jig caliiin) elld 6 laill dalall (i) jall g (aliaial!
Liles Gyl Jon )8 05

Napata College regulations, policies and 2021 - 4 4K cile) ya) g Slabaw Jala

Procedures manual - 2021




= Policy name:

BY .Q"Vi Postgraduates studies

]

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

Prof. Elzubair Beshier Taha 2021
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Grade Marks
A* 90-100
A 80-89
B* 75-79
B 70-74
Cc* 65-69
C 60-64
F <60
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Policy name: Code: RG.NRAR.016

Review: 1
N:«F"j:u':{[(j[‘ %M‘ ‘ﬂj&-ﬂ ﬁm Z\AJY Issue: 2
Date: 2021
Executive responsibility: Admission and Registration office, students
affairs
Administrative responsibility: ~ Academic affairs, students affairs
Approved by: The Faculty Board 2015
Reviewed by: Prof. Mohammed Abdallah Elnagaraby 2021
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Policy name:
Staff and students exchange policy

Code: RG.NRPC.017

Review: 0
-va;v;rcouu_:r Issue: 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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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

o e
ﬁ L% & Napata College Research and —
innovation centre regulations Review: 1
Issue: 2
Date: 2021

Executive responsibility:

Administrative responsibility:
Written by :
Approved by:

Reviewed by:

Napata Research and Inovation Centre

Napata Research and Inovation Centre

Dr. Sara Hamad 2021
Prof. Elzubair Beshier Taha 2021
Prof. Mohammed Abdallah Elnagaraby 2021
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S— Policy name: Code: RG.NCFA.021
Wb @ & | Fees reduction regulations

.‘ Review: 1

-va;v;rcc:u(_:r th’ G.‘A'“ 3-.‘%-‘ KA:lY Issue: 2
Date:Dec/ 2021
Executive responsibility: Fees reduction committee
Administrative responsibility: The principal
Written by : Dr. Roudeina Ahmed EI Sarrag 2021
Approved by: Prof. Elzubair Beshier Taha 2021
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Policy name: Code: RG.NCAD.022

L] L ]

B A% & | Administrative affairs regulations :

h v.V8 J Review: 1
oo Ak A (5 ) paal) daiy Issue: 2

Date:Dec/ 2021

Executive responsibility: Administrative manager

Administrative responsibility: Administrative manager

Written by : Dr. Amal 2017

Approved by: Prof. Elzubair Beshier Taha 2017

Reviewed by: Prof. Mohammed Abdallah Elnagaraby 2021
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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 C(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
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that respect, the colour coding system should remain simple and be applied uniformly
throughout the country's.

Categories Examples Color of binliners

Non infectious Papers, Plastics Black

Infectious Gloves, Dressings Yellow

Highly infectious Anatomical waste Red

Chemical Formaldehyde, Batteries Brown

Radioactive Any items with radioactive Yellow with radioactive label
isotopes

s e
3

S g OO
3,05';{ AZARD

DANGER PELIGRO ‘
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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

Danger | To be discarded by authorized staff only N !!

Danger | Radioactive waste . ‘
®
a

L)

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 A storage 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.

e Disinfecting with hypochlorite.

e Exposure to UV light.

e 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
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4.

policies contained 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.

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.

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.
a)

Napata College regulations, policies and
Procedures manual - 2021

THE VALIDITY OF EDITING, ADDING AND DELETING:

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.
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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 fer 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).
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If the direct supervisor recommends that the employee does not continue, a
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.
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2. Policy:

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 1 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.
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ANNEX 2: CRITERIA FOR CANDIDATE SCORING AND SELECTION

No. Basic Criteria Score

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 Score

(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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3.

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 mechanismsin 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) The Dean, Programme Coordinator and Departement heads are responsible
for encouraging the growth of, and participation in, professional
development activities.

b) 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
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providers will continually evaluate the developmental process offered and

make changes accordingly.

c) Professional development supported by faculties and departments will be
planned and provided for in the annual budget (but as mentioned above, it is

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.

c) 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
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d)

incentivising outcomes completion and commendable achievements,
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)

Napata College regulations, policies and
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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.
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12.Definitions
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,

andadministrative 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
andservices provided by Napata College, including telephoneservice, computer
devices, networks, accounts and storage, software, web pages andwebsites, 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
thelibrary, education technology, and institutional research, as well as the units

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

The responsibilities in this Policy that are linked to the “Director of
InformationTechnology” 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 theiraccounts will be
treated as private and confidential and that their files will not beaccessed without their
permission.However, individuals have no right to absoluteprivacy when using
information technology at Napata College.TheCollege owns the information

technology infrastructure and is responsible for itsuse.The College reserves the right
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to take action to see that its informationtechnology is used appropriately, lawfully,
and efficiently in pursuit of the primary vision, goals and objectivesof theinstitution.

b) Please note that privacydoesnotextendtothe followingsituations:

1. Aggregate statistics about user accounts are not confidential (for example, datathat
indicate the amount of storage being used by particular accounts for .mp4files).

2. As a normal part of system administration, information technology employees
mightmonitor levels of network traffic, use software that logs network activity,

makecopiesof files, andmaintainarchivesofthesecopies.

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

informationtechnologyemployees in Section5.a, below).

4. Information technology employees will compile and release otherwiseconfidential

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

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

therequestmeetsthefollowingthreeconditions:

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.iii. The Executive Director, Student Services (in the case of students) or
theHuman 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
informationrequired, and specifies to whom the information is to be released.(The
requestto the Director, Information Technology to gather and release information
needsbcontain reasons why the information is required.The person and officeissuing
the request according to Section 3.3.1 has the responsibility to establish anddocument
these reasons and to ensure that the request and subsequent actionscomplywiththe
appropriate lawsandpoliciesunderwhichtheyareacting.)

iii. TherequestisaddressedtotheDirector,InformationTechnologywhoshallberesponsible
for fulfilling the request, even though the actual work of gatheringthe requested

information may involve other information technologyemployees.

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

canpotentiallyinterceptoraccidentallyreceive datasentoveracomputernetwork.

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

representationsofparticularfiles.

4.A. Legal Use

1. Napata College requires all employees, students, associates andothers 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 printracist 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 andstandards of

professional and ethical behavior that go beyond “lawful use”.These standards and
expectation of ‘“acceptable use” are designed tohelp achieve both (i) a positive
learning and working environment in which allpersons 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 inCollege policies,

guidelines, and collective agreements and in the rules andstandards 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.

Occasional and incidental use of e-mail and Internet access forpersonal 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,

andadministration);

DamagetheCollege’sreputation;and

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

facilities and services.

2. Use of College information technology and resources for commercialpurposes or for

Napata College regulations, policies and
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the benefit of organizations not directly affiliated with theCollege 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, orservices
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 resourceshas the

same status as institutional use and is subject to the same expectations regarding legal
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and acceptable use.

4.D. Reporting possible illegal and unacceptable use

1. Employees should report to their supervisor all suspected illegal or unacceptable use

b)

of information technology resources.

IT employees shall forward reports of possible illegal or unacceptable useto 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
areexpected in the normal course of business to use information technology
appropriately, respect the privacy of others, and maintain the confidentiality
ofinformation that may come to their attention during the routine exercise of

theirduties.

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

theprovisionsof Section3.b of this Policy.

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

inconvenience tosome users.

d) Information technology staff members are obligated to revise and proofread

Napata College regulations, policies and
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6.

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.

ISSUING RULES AND STANDARDS

a) In order to promote a positive working and learning environment and to ensure
thatlimited 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.

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

following steps:

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

mail, online groupsand/or webpostings.

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

7.

Napata College regulations, policies and
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SANCTIONSANDPROCEDURESINCASESOFALLEGED MISUSE

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

probable cause.

2. In the 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 ofinformation technology.In the case of employees
and associates, both theHuman Resources Department and Programme Coordinators
may authorize an investigation.In cases wherethe identity of the person of interest is
unknown, the Principal,Secretariat of Students’ Affairs the Programme Coordinator or
the Human Resources Department may authorize theinvestigation, but the further
conduct of the investigation will fall to the appropriate person once the identity is
known.All investigations must complywith 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
ofinformation technology will be those normally used for possiblestudent 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 indenial of
access to the technology or specific limitations on its use. Any such denial or

restriction must be reasonable interms of time limits and extent.

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

investigation of alleged misuse.

Napata College regulations, policies and 2021 - i 4K Cle) jal s cluba o

Procedures manual - 2021




Policy name: Code: PP.NCTS.031

18 Al & Ao —
‘e’-‘ﬂ‘ ?" ‘ ‘f-‘ﬁ‘j v Revision: 1
—__ Issue: 2
NAPTA COLLEGE Date:JUIy/ 2021

Executive responsibility: Tech support team

Administrative responsibility: The Principal

Written by : Dr. Abdullah Elzubair 2017
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Executive responsibility: Library
Administrative responsibility: The library, The dean office
Approved by: Board of trustees 2017
Reviewed by: Prof. Mohammed Abdallah Elnagrabi 2021

il sinall ) 53 sl

Napata College regulations, policies and 2021 - i 4K Cle) jal s cluba o

Procedures manual - 2021




d_uiCal Ay
Jg¥) Suadll
:1.4.) M\ s 9 ;\AJM\ PM‘

e Lol Zul e e dan 522017 4] (4 48 435S0 Aa8Y) Aa0Y) ol cani] -1
(elall Guladll
slal)
A A Slel jaY) aea Jl ) Sle 22015 Ao Al da3Y A 38 a5 2-]
AU o3 alSal o say

laall LI ) jlaal) 5 cilalSl UJ&J;T:M Gleud) 2y ol Lo daiBlll 028 (83 -1
Lgalal daiia gall
AL 4lS Ly aualy padsl) ]
AR5 RIS tae Ay dealy el
PERER I R R
45 IS Y Ly iy D
A5 ) gy sy 530
ASall dnd g il daall
A A0S A (el 4y 2y A il

© N UIs W

) Juadl)
IS
:rbibe A0St Aalal) CitaaY) Jadi 1-2
Ol 3XY) 5 GOl (e il laliia) vay 1
Ae YA jie claliiayl ol 4li e Jaall
odbadll @l e 3aldiny) b Le il glaadl jabiadl i) adall
i) 43Sl Cilaadl) s
AiSall alga Jlad) 4825 de pu Caags ApiSall Claddd) A o
Cinnall Lgladd apai g < Y1 :Jie Aila glaall g Zpalal) ClSLAIL Loy )l
Aodall il sall g bl ac ) 8 8 Sl sy
3)‘4?’

No oh wN

LA 5ol allaiag 2.2

Napata College regulations, policies and 2021 - i 4K Cle) jal s cluba o

Procedures manual - 2021




AcCalaaat 1
Al el 2

G Juadl)
Aall) oy e
Al daald slial 5 KAl <G

L, LK yee 1

e Gaalell 580 pual 2

Jpune Jssh .3

) guac zebip S Jiee 4

Joae Cila sheall 3 QLA ale 8 Guaadidll sl 5

AP TIPS Sl cal 6
Aial) algea

A clalaia ) dall 5 &5 s AN AN @ ) ae ety Y e 2-3

Al Joall 4l )5 Alall o) )3

et 5 1Al Al el 5 o)

Aoadl dad 0 5S8

Lebs L Tia o) 55 L 3t ol Al 3 ol slain e 4381 5l
Al gl 51 2aail AR el jall e (i) 5 A0Sl laliia) e Casd )

Lo Cnlaladl ada gl (gl 5 A0Sl (5 )Y JSuedl Aic L dpa il

o Ulh wN P

diall) cilelaial
1YL elagiul Lgile Laia) Aiall) 4da3 33

Al G ) (e B ey (ol Jaad JS Al ae Aall) aaiad

ol ae sl Jlee W) Jpan el aay

25 +elime Y1 Chumi Aall i i) sl

058 o) (5 st Al i 5 Aillaall Lt YU a5 5 Ll )3 Aialll s
) G dialll G )l

A owN R

A8l (yzal alga

A laboaia Yl g aleall sy Al e jabuall Gl iYL 4Kl Gl o si 4-3

Napata College regulations, policies and 2021 - i 4K Cle) jal s cluba o

Procedures manual - 2021




el ol (ian ae ol 4 H3U il slaall jaliaay ASall a5 511 jaisall Japladdl] ]
ALK Calaal gl daall) b

(5l A 58 il Tl (385 Al e sana ool Jaylasil

L skl ad) 5 cpaitial) Ciladd agadl adadl)

Lo Cplalall 5 A (el (e bisa (ppaths Apa )

55 pall 4 Lol T8 5 Sally s plodl clisy Laladll s

e g el g Jaladl) i pe (3ial L g L la) Al cplalall e il 559
ASall (e dEial) dpalall 5 4y HlaY) algally oLl

oAl s Jalall 3 28Rl il s pall 5 il sl 5 Cilmandl 3 AN i
Al Clya giy &l ) 8 285

Al el e 4y )50 )l 08,10

Aall) i en 48 alea sl alall 11

© o ~NOO s WN

Napata College regulations, policies and 2021 - i 4K Cle) jal s cluba o

Procedures manual - 2021




Aigal) ciluiitg

. -

o) gos LS JS5 e shaall e 15 abeme Eaaal (g Gpafiusall laliiag 4l e 4l Jons
[(3a3ate Tl 5 cale (35l 5 pa cmalas Jil el ) 90 cii€)dn 5 i) Al il
i dgale A8 )y ol ale iny gl dpnala Ay (g1 o 2n) Adns o) b Gall Al S
ALK Cpaadlall G il 2 eliac ] aad ddaid o
ArSall Ay g 5iSl) (5 AT s A 5 A ailei CoUall Aasd g a8 Al Sasaill 2

Al aludi
bl gaill e Sl ALl o o5 5-3
;Z\.).EJ\ <iladdl ?'\"'é -1
casieatll g A yedll |
JRTRR | e

'LARJ‘ ew\ P._ﬁ -2
RPTEN| FOREN( ?us -3

cialatl) g dupgdl) -1
AUaill ks 4€al) clyiibe JST 38 e ) 5 Cayiual s s jgh (o 4iSall Aiall ilplaally ansill 138 o i
053 Al g amal) A yall dadall (g pdiall (5 00 il At A0Sl @ . (ASally aiall
badl 4al) Caa g ac) 8 (Marc21) Ll se s iall A jedll el 5 (5 Sl Ay 2l Cile gua gall
W\Wigxmwdmomwﬁuw\jﬁw\e#gw\hiﬁmﬁ\wiﬂj
il pe
L5l -1
Ay ool 5 elaa ) 5 dua Al s Alalall o jlaadl o Ll dpaii 8 A0Sl adiad
G 5 il L sliae] el all a3l 5 jlain) JMA e Cilalia ) pas
Ul e da siad)
Al claliaia g algall andll 138 g3 5 Al laadll anl a5 51 and asy
IS A paledl ALY ae )y sbiilly il sleall Ao 5 (e ASall sl aaas ]

Ll Aalall il g abd (335 e slaall A i jlia) 2
Lgtinlia 5 5 bl A€l o) gall (il 3

Napata College regulations, policies and 2021 - i 4K Cle) jal s cluba o

Procedures manual - 2021




o slhaall Lgiiag o 2SEH 33 ) 1) ) gal) yand

AKal 3age (8 ) Baaad) Al o) gall 38 5 Jaaid

Axid) g Jasdaailly 4Cally (5 AY) ALY aa GGl
RESTUST AL PRIPY [ERE FRNIEUVENWEREENY

(s gy g Jalall g elaay) e ag 3l (5 AN il il Janss

gfg\ ew\ e.ug
(ALl ald 1 aUas aladinly A€l Gle ganad A0 dallaadly Jiny oAl acdll oo
calall Gl g dvanlail) dulaall

DIAJ\ e\.g_An_I e.uﬁs‘ (:‘934 -
— Q\,UJJJ\ c_uS]\) a4l Gle sanay Lalall M\PJM\ clilull d\;d\

© ~N o o

A6l da il Latag e oKW g A aal) ULl daa) e @

e 38 il callailly dalall @lly gV dadia A (e (il UL A5U) @
Crm O sl pean WS aaall due V) o) pd g LAY Al Al 5 g cchluiiiall s3a
4\_11{:13 ).\S\ 5 ) gy u\:\.ﬁs.d\ 0dA % palaic S E_)Lc:)[\ Jas ‘_,’A L_ﬂ_us.d\

IR (e ASal) L Al il glaal) g LSl Giladd 5 jalbian (e 32Y) JanisS o
el s sl s g5 <l iy ol

lan (e 82EY) 5 V) Geogdll aladin) S e cpaadiiad) ol )y cupd e

5_dilaall daadl) Al
Al claliaiall 5 bl deadll aud 54 6-3

il ol )

e shaall Ao 5l a3

LY Sl g daa LAl g la)all 3 ey

REBENIES e

(e laall AEGY)

e sladl el g & )

PR Ak

JL e glaall o Jgasll o agiang Loy 2Sall ciladd (e Cpadiall 2LE ) L1
(Sae i

o) YT Y g (e AS jatall e shaall de g cpalyall 5 i Bake] 2
A Jsanall alaill 188 5 1 3R e ;YL ga) ga

) liad Al iy Al (el debia gl s ecilaglaall Lo gl 5 (I pand 3
Ulua

3

o UlhA WN R

Napata College regulations, policies and 2021 - 4 4K cile) ya) g Slabaw Jala

Procedures manual - 2021




(e slrall doe Vil Calil) o colasl) e AaSall (el aelie il 4
ilasall 5 63 jeal

el g AdUail) Jlaef 4alia 5

oo &bl 5 LS 5 ) geay Jani 3 Y 5 @Sl 5 oy 5l B gl JS o (e W 6
Tk Jhae 6l

ASally 4l LudY) Jlael Ldsacldl 7

&l Jaadl)
s ey i o)

s laluls 7 gamal) i aal gallg i) 4-1

o sSIL8 ) sanall (sl
(B e sl A e e 5353 el F)pal sl IS

Ll gad ol g dnadl) g3 jolal) il e
Leel @l Ol eall
Leile) pae ASall cpal (5 485 gl sl Amaladl i)

1 iy 7 ganall 2ol sall g ciisll 2-4

Bl G i) (oo le pgd Loy SN 530LY eany 1

Jsmiall 4 sl AnSal) AUy s g Ol 3 ety () oSG

Ol ol e avn 3223l ALE & sad Baal 5 caadl 2aS IS A 2l MY iy 3
Al

e Alla 5 Al g s Al Ll ) Liale ) oy el le ) 320 gl ) il 4
Leale Yadtuall Jgf jad) iy sale )

BoleY) sae elgii) Jab @l il e e b laadl Sl ol jia) b aall Akl 5

A8 s Gl Sl gl b evdieal) e Y Ll Gl 8ales ) Al basi .6

15 ASY) bl 9 3-4

N

Lol gally Y1 Lead (i il ) gmy Y A0ISH Sl (pe A€l Jada dpalad) o) gl g (i<l -7
.“..-- “

e Jaith ) JA Lgwladin 0 5oy a3 Y CaiSall aladinl) il 5 dagall gl jall -2
.M\J}M\ﬁﬁ%gwuaﬂ\@j}iﬁc\f

sAlaial) 3 ey 4-4

Napata College regulations, policies and 2021 - i 4K Cle) jal s cluba o

Procedures manual - 2021




Jals Lllaning 5 A€l 8 Aima (SWl (o (iS5 i) Lg duady 412001 5 e )
o Aimall LY 5 die A (51 Sl giale ) A3 Al

-:jaal) i )i 5-4

Feil) (e 230 Lghe a5y 5 Lo Al (o )] 8 Jand A8 3 ) ey Jardiadt il i)
A8y Ul Slay of amy 255 gl jle ) (18 8 jatuse Ay o g 55 LDl (Jlanal g
O sbimy Al 2 3 g (QUSIBale ) a4l MaS s dpadlll) 4ty Lgae & S5 3 )l Y)
3 sl sl

s ol o Al e Jaaty sl 3) 5 KI5 jalae J lSD) Aadlas (e 2SN ) e -
LUl sale ) die CadiKy cals

B e pmg aall allaiy Jag s 8 6l -

Loy A€l A adladiny e glae (alldall)adivea) e Ly dualy A jlall s e )
B Yl LY dasall de gall 862 )5 adde ddadlal)

A0 5 e aal) 22a7 g Jadh da) 5 0 gal 5 Sl gl I3 e gudadll 3 jle) ST o
ASAl) (el 88 gy

Be IS A das aal g e gadae s jlels e

Lo plandl puall iUy JEY 5 dpaddis jle )

iteedl) A gioee 3 jlaad) salall Al

oo Al gue Alla 8 LISy o T LA 8 jlaad) Aandall i ppmiosall (e 2 jind
Lija 5 LIS clgalh i Leelun

Ol G 3 laall e gahaall iy ey ¥ 0

O O O O

oAl Juadl)
4l<l) A< aladiny callhal) A& s

(e 5 ) BAELY) (e Sy (s A ) 6l g adaty alUall oy gl 0% all s Caagy
e s o Cpm 4 3y L o) Y15 44 elagia¥ 5 2 5l el i Al e A

Aalsl) 4iCa (o Ay 2353043146
Ler 48 jrall jolian & g5 2am g dpmaladl Al 8 dpadedll Aplandl a8 40Sal) Jias
s sall Cilaal g il jed el ()50 andi Lanadiic dale Ollan g aal yo s S (e
Aalatl)

- -

1A Sal) 8 ue) 5a 2-6

Napata College regulations, policies and 2021 - i 4K Cle) jal s cluba o

Procedures manual - 2021




$lose gl i 5 lalaca Covaill 5 43l (g 1pmedd) ) Cadl e 1
da ) b aie Glay Joaws o 5 clilaial) oL g clilacial) J ddlica) cile L d0Sal) i
5 e Aiall Jala 8 Glle Y1 s o dxa) ey MUl maaii p 4aSally cdle Y
DAY
sy 6-3
daajall s eyl -
3ol Jadiiy AgiSall &l Lgtiallan 5 A0Sl (i8S 3 latias] g Jlad) 5 le YL aualy
2T 5 Fm LAl 5 jlaia) 4 2S5 BILLY) daa AN
Al s ey -
Jals Ledlaain) A0Sall 8 Aima (Sl (ge S B lains] L0210 5 5le YU dualy
Aol gl Sl Lgale ) A3 Al
4<al) Jay) gua 4-6
W) Gle gana Lads g padiioall A0Sl Gladd adail o Loy guall 03 (e a2l
rot bl Al Canlial) Flal g g
(Jsrial) A Lyl Aty ) dsSall Ol Jsd ey
AU Jaas aie Jaidl) g cailiad) Jadal daiado Cad ) aa g8 0
Ll e s ASall Jala Ll ¢ gagll ol i) ASall caditione o
Al Jals g pdiall Jlii gl paill = sanse g
Al Jala (J)sall) dsils GllSa ¢ ol 7 sanse gt
8 ala die S 5 Jla cpasdiid)l GilSliae (jlasd e A e pe 40400 5 )l
Al
@l e iy sall e s gea sb LN Al K e BUSIL e ¥
Lo () Al alasind e alldall (e e sl Al il Zallas
Lgioke ) o) G Lgaladiind aay A glal) e o 55 a8 5N (e ladal a3 ) sl o
ASally Cplelal) A puse 28 ;3
Al 33V alall edaally o Yl 3
a5 lalall il (peY Ganadd) QIS 8 Gaglall o Jsaall ey
(Js2iall 4 lu)dilladly (e 5 jlatins!
Balall YY) 5 A5 geall 3 3Vl Al Jaall piay
e aladiy) o SN A A eadie o i sl e Y s
4 paall
Al Jals 2 il @l jas jiag g dalaiie b ) g o liall o (ulall (i
oulaal) La3 5-6
& 53l (38 5 olial iy siall Calldall auady daSall dakaiall oyl gucally Ll JO0a) Al 3 -1
Adlad)
QRN POV I 3- e
el 0 Bl Al aladiin) (e Jleall o
A ) S e Sl EIAES o
A iy sl e oY il auady 5 AY) cldladl -2

-

A C N

Napata College regulations, policies and 2021 - i 4K Cle) jal s cluba o

Procedures manual - 2021




Aalad) )83 anmy Sl 8V e JIAYI o
Al plhadia) e Lails ol Cige e a
dale @ald ) 6-6
401K (8 o2n ol iS5 Ai€al) e sana (ania (g 4] Cadn g5 (e LIS (e iing 1)1
:cYliafsae llligs G e
I Sl Al ol 558 aay o A e 5 Alaalll B 8 Slanionn S o
Sl Lgtale ) pUas) b g Al e
Alall o 85 10 ghte (5K 38 5 Cad VL 4l ye Sl Uadlly ae ) 98 LS 5 a8 2
Ade )siall e o jlad) g aie ol 5 KD b ol ally Juai) clile
22 J g el ala gally JuaiY) clile AnSall doaad ol g (pre QLS e iy 1) 3
L) 3] Al L) e ja)
OS85 O Sar Al S a5 GV alane (8 4df oS saa ol g Lma LS a1 13 4
RRCERERR

liae Ll 43Sl Calh gay Juai) 8 23 55 Y Clly seall (e & 53 6l dgal s dlla 3 5

Napata College regulations, policies and 2021 - i 4K Cle) jal s cluba o

Procedures manual - 2021




Policy name: Code:PP. NQAC.033

Revision: 1
ooy Issue: 2
NAPTA COLLEGE Date:AUg/ 2021
Executive responsibility: Quality and Accreditation centre

Administrative responsibility: Quality and Accreditation centre

Written by : Prof. Mohammed Abdallah Elnagrabi 2017

Approved by: The Faculty Board 2017

Reviewed by: Prof. Mohammed Abdallah Elnagrabi 2021
b ginall ) 32 g2l

Napata College regulations, policies and 2021 - i 4K Cle) jal s cluba o

Procedures manual - 2021




ey g 33 gl IS ya

“

ﬁm

lllaia ) sl L aalald) anlail) ol ) odat 8 Laalusall 2SN Cila (e adlall and) HUaf 3
b palail) Ao JaialiUSH (Gaiad Caagy alaic W1 g 53l alai cLisY dalall Chasiul dudlall 53 5al)
ceralall e Ay s e 3l ylaaly L (8 505 Al dpalle (3 gus

il 1Y) Galaall g Ao gudl ol addeill 55055 e 3obiall dpnlall el 385 Sll3
alail) il palpalasill HLY) Gaca d3E JSLa 2sas 35 e ) 4elali20]17-2016 A
laic ¥ @lalgd Slaily JuiSl alaiiall adaddll Glacas sasall Jlac) 500y @lldy oSG el

Apbll Glaiaddl) 8 Al ad gl

83 sall 5 Glasall Sy o LEL Aalad) kol Aa53U) alac ) g Al o AIST) 3 Hla) Cald 28 4 12
UAJ:J\ \A@J A5 saa J\L\jswb

oallaall 5 Mol aidsil) 33 g lasza g caplSY) dlaie V) (ulae ol Baainall el ¢ g e @lly
Aal a5 bl el 5 2021-2020 il oAl aladl (e e lai) o saall 4y ) sgan (8 daaidall dyigal)
s comiaill agle 5 il glaall 455 cAdall il Hiaal) asle 5 Wapall g (L) dal ja g abg

Napata College regulations, policies and 2021 - i 4K Cle) jal s cluba o

Procedures manual - 2021




JEX ]

Lo Jandl 225 22D il I Y Jiadl

ISl 3l g Ll 2 S (il

S el Calaal g Al y - CEN Jaadl)

DSoall dae dad 5 dngia il )l Jucadll

S all cebasill JSol) S5 1 el Jucadll

Llad) Zall)  pudlisdl Juadl

IS all Bl Gudas alga s cbialiaial s alad) Jusill

oAl e alga s cibialiaial) el Juadl)

—:lg Jardl s 9 4aidU) andl 1 gY) Juaadl

Napata College regulations, policies and 2021 - i 4K Cle) jal s cluba o

Procedures manual - 2021




1 daLall
Tedle s 5 (m Loy om0 A0S iV 5 835l S j At DU o34 (pansi -]
A sall el 21l laall s LISH ) S5 AT e (land) iy alla s 25D 038 b -2
gl

A A A ]

A A laie Wl g Bagad) 38 ja i 38 5all -2
A0 K dpee tapeall -3

JLAS.G\X'\J aJ);J\ )S)A EJ\J\ u.nl;.q :EJ‘J\}“ U.HSM -4
AL slaie M Uladl sl -Llad) sl 5
il el b i) Aiall e AL Ainll -6
Alaie Yl g 3asall S pa yae: padl -7

2 38 al) 31a1 g s AN Juadl)

2583Lal

el il JS5 T 5 dpenl) joemy

3salall
A adatil) JSaell 4 el il 58 el auty
483l

el ol e (il 5is el ) sie By g 5 4%y 50V Gudae OS5 T8 deadl jaiay
AL

Sialall

gl Lginan ) alail) g jalealllis § Z0SI Slaic V) 5 53 sadl lasal s sl Ly 3S jall iy
Aladie V) 5 addedll 33 g (Glacal da 68l

65Lal)

o el IS ad dae Sl alaie W15 sasal) SI sl 4l gladl) JSa 1) 8 ameall jaay
d.AL!.AMJ wﬂj‘ (’)XQ}Q‘:“LM Q\).\.\MS\ e}&&j ULD-&Y\ Q\PJ‘UMU:\A‘FU“—’H\ © Baa
Laay Law el (sl 5 e slrall 4l

Toalal)

Napata College regulations, policies and 2021 - i 4K Cle) jal s cluba o

Procedures manual - 2021




%M‘M‘@ﬁu}a@\y}eMY\ ;L&j)}fyu.d' I Qe 00081 43a] . Jde qub}dséum

8balall

AL il A slimef o (e Al Tilig S8 all T e a1l 2SN e 2y
95aLal)

AL G il A elimed G e Alaie W1 g 33 sallie i)y Al glalll Buie ¢ 5
1052Lad)

OSoall eV sl eliac) a5 5 ya¥1 il acall J siss e S () S
1153kl

sl ) 4y sume 5 gald (i Ll sy ] Aalall gl jalls lie W 5 53 gl Juee | e V5
Sl 3l ulae 488) g g 8as o IS gl jally 4 1o 5 Aualall SLEY)

125l

a5l S e gume o Jai diad 4l 5 3y HlaV1 2LdYL slaie V5 53 sal) Jlee | s 55
3250l 3 50a) ulae 438 ga g 38 pall uta g dnand) (Gl W Lal)

135kl

Ay n 51 4513 Glaa i) Sl i

1484l

| il el DA plea (po ol i Uie S pall 5100 (30 g s g 5 oo
158aLal)

Sl e 3algd Je dhall diealdie W) 583 sall S e eliac) aian g Olalll | giuia 3abal) Jiasy
L 1 5o ags Aucalad) 130 5 jlly LBla )Y Bas 5lly Jnll e 5i g Jand) (3 La sl 13 5l e

168l
IS alaie V1 5 53 saliddadsy Alall ol () s Glalll Jae 4l 2y ()1 3S jall i e

el o iy ladll Juie JSY (G sall g acall ay () 5 4ISH 5l e () sladll

Napata College regulations, policies and 2021 - i 4K Cle) jal s cluba o

Procedures manual - 2021




1784l

LU il Gl 5 Cama AT (e a U e Al ol W) 5 33 sad) 38 jal s
Juee Y1 any b Olalll saelue s CHlLiuY) gen s a5 (o 4 slaall Jlae ¥ Jlai) 55 yobuall

L3 sal) Ay \@?@SJ@J@?@J%&@J@@AJ@)@JM @]@a}@@ﬂ\
185aLal)

Je ) Sladl 35 Al 95 jalaall g Jaliilly o aadall o] pudd) (he 23y Zalaiu¥) S pall sy
idadsy \@H_”ujl.u&m?@ﬁmuh@cqﬁﬁ OSall sl Jlee WY amy (4 4 glaall
. 83 gall

19 3aLal)

Lol o 2858 (e A gusall 2 5 e 8l Glalll 5 4l Gladll e 22e (e 38l 0 5S1
ikl

20 dalall

13 AdadiVl 30 gal) Clanal S pall 3 lal daglia 5 4SH Galae daglie QDA (e S jall 480 e o
LAl

21 sakall

ke &5 Lae e sand JSASH Gudaal elal 5y )5 S jall 5 1) a0

o 38 all Calan] g Al ¢ G Juadl)
-2 Sl s 22 Balal)

83 5a Clasal clld g Liiga 5 Liasal€) A pallall clamiinallas Lial 35 2SN alvicuall s shaill e gia 3
Ageadd) g diaall 5 dxigall 5 dpanladll Leila A dpalaic |

-1 JSoal) calaa) 1235l

—:Alll) Al i) Calaal) (3 )5S jell Caagy

il 5 aaleill 8 dalle Aaan 13138 ja oSN ki (1)
KI5l 3 ) sall 5 A sall Ol 8l Apals (2)

AL ddinal) Cladall 8353 Gauady p i (3)

A\TASSL: 4_\3;.\3\ A_AA’J\ el [RRES )gjla'} (4)

Napata College regulations, policies and 2021 - i 4K Cle) jal s cluba o

Procedures manual - 2021




« JSal) Cilaaingsatall

- aalll) Calaa Y adas ) S el Cangs

Alaie Y1 g 80 gall Jlae 8 2SN il aas y -

AN Jas alaie W) 533 gall asalia g 488 judaty i 22

Qladie SN AT alac) 5 d4es -3

ALalSial) Afin ) Adadll ae Al s Afing) Aaiil) A shiia 335 4

ju.ag)lﬂ\:\_;ghQ\JL@M&AJM\‘\:\E\A%J&\thcaz\s‘)whk_\g‘)ﬂ\&;@a‘}-s
5 gl L)) clelal

AdSIL 32 gall laa g oA an g8 JalSie il glaa Ukl oL -6
Goalall A il 2IKH 3 ) gl A g SN il glaa g ilily BaclE Ll -7

Alae V) dily Hules ae das) ge ASH dpa) i) ddadl) 160 Aaglia -8

ALK J20 ahxtusall o 1aY) oy 5 alai 35 -9

AQISH A o 5 il g ol 25410

Al 5 aslatl 5l i) ka5 55k -1

Ao il Gl U daaleill <l jleall g <ol a8l 3 325 -12

ASIL ALY 5 oY) gl S @byl ) e all i 13

K Adaa) A6lS) AGA ) o i) o 3lal aperssl 14

Lalle 5 Tlae slaie W15 53 sadl (jlana ciladaia g cilin ae Aol BN 61 3 15
() aadinall s 5 Cilamas 5 s 5 e IS dmaiaal) 4S LA (5 5lsa o8 -16
ARSI Al ) )y jaall Y] 5 a8l Al g alay o5 )Y 217

Sl g SIAN aledll (O g 335LLY cl 5ol T3y 3a8 g yiSIV) aleill Ciliaa s i g elis - 18
salall Canll S ) g3 Aaliial 5 (gl

plal) 33 g (Jlasal A g8l Al Halaa ae oy Lay dpuad Jall ) jaal) 5 ozl ll 5k - 19
_JLASQY\}

L Bagall L;;\J ('.\LE} L) 20

Napata College regulations, policies and 2021 - i 4K Cle) jal s cluba o

Procedures manual - 2021




sl e e el 3 Aniall o) Cppain s sk 2
AASIL Glalall 23 ik g Coa g8 jua g 22

Colahy Lo A0 AGliall ol oy g dpalall wLuDU 4 jLiiel ladis apai g 45005 ) Alal i3 223
. 33)&1\ 9 J\.dc\]h

Aallal) s 408 33 gl culllad 84S jLiall 224
AISIL Alaic Y1 5 53 sall alas Aaglia 5 gaada] Ala all dgiall o) U slac) - 25
AN Jala a2l g e sheal) (346 5 5 cllull sacld cLis) - 26

abai Jlae 8 Baaaiall Cojlaally 4K Cplalall g 45 sleall diggll 5 Gyl L eliaci 3y 35 - 27

—oalalie Y g 8agal) S e Jus ddad g duagia: & Juadll
s Sl Jee diagia 2553l

L 55 (ol ALY ) IS 5 sinsa e () — Aralyall — il Tagladtl) ki e o5
g e ledlaal ¢ gia A

-t SV e a8 38 pall Jacddadi2 6Bkl

A £1aY el ay sl Al e -

AL A ) 3 ) sall Ol jlg dpaii -2

AR i DU Adais) sk -3

Jasaill palian s AUl g pusall 2aa wa elgr dda siall algall s Aadil) alaiY e ) galipn s -4
w5015 Al ) ALEY) ALl 5 Al Aba)l Aoy AibA A el ) AJAI) Ayl Jee -5
aisal) Gaeaill Lgtaaie ) 3l A0S £1aY el

ALIKU A ) Ll Sae) -6

AN g giadl o il alae) -7

Napata College regulations, policies and 2021 - i 4K Cle) jal s cluba o

Procedures manual - 2021




—salaie Y g 82 gad) S pal ‘“,A,,\B.'\'.'\S\ JSgd) s maldd) Juadl)
2753Lal)

Lsgllsn 55 S el Gapndiy AN ) 5aam g )5 (e 50l Gl Alaie W15 252l S el Ly
AL SLie Y1 5 53 pal kel ol

Y GJ\JY\ UAJ;.A d.&u] UJS.\:ZS'O.JLAS‘

5,1 Galaal Lt SN aee (1)
S Agalall 0 22l paall i (2)
| guac L) sl jall 5 alall Canll panll 0 (3)
(YOS Ll JS5 (4)

slacl  Aalall el ) Auia ol 53 g mal sl e (5)

| gaac SN Jass (6)
| gac LI B laY) Busia (7)
[ e SSoal e il (8)

slaacl 53 gl Llaly Cpaigall G paill A (e cliac] dsad 222 (9)
Tme  Loulu¥) lalll e Guie (10)

Tpme Lol glalll e Guie (11)

1)JRas | samc Sl e (12)

Lladf dsall) ¢ Cuabad) Juadl)

29 3alal)

A1V 5 ApaaSY) 3 pall g dpalall Ax jall Cua (he (o 98 )9 DI Sluadd (e Llal) 3l ) 63

Leleon st At oS 2l el et Cum Lugm 55 Ain] el inl it

s daddiil) clall g Llad) Aall) alga 130 Salall
ot (e 4l 5 ae Ll a5 patisall g shaill g ¢1aY1 83 g laway Tualad) clua gill juiag -]
Aualall Glalll e b e 5 ol slll g Jaladll gk

Slaie Y amy )oY sl sy oai Aailic 2D

Napata College regulations, policies and 2021 - i 4K Cle) jal s cluba o

Procedures manual - 2021




32 sl dalaind) Jlaca coliliain) 843 -3

AISIL B sl (lana s e 10V sl JalSiie il gl Ui oLl el 5N -4

Aldie Y533 sl Aaldll & jlaal¥l auday dua sl 5

e Lo B8l o1aY) il 50 Talad o 3 -6

Agsall L El e Teliy el sl Lgadas) i) dmpmail) Cile ) ja Y] dxilic -7

il daa) ye s 4200 53 gal) alail Ayl s sill Aaglial cHlISH dilane 4y 50 <l L s oLl -8
Gl

laie D il Cale s S aaani s dlae ] (e LI -9

31 salall 832 ) ol duanadiiall Glalll ¢haf ay 5 ani 410

s dawadiall olall) 231 salal)

oY) Tt dial -

SN Sl adail (el din -
Sl ol il -

Lol A eliac) () 50k Al -
elan¥l 5 byl 5 o slaall alai dial -
GBasilly a5 Ol diad

Aglall 5 4y yla¥) ¢ adl) dsal -

PR B WS IR
csatladll g i gall g gl d3ad -

Akl daad 5 al yall @l ) Bl aad - 10
RERVAUEEN RN B

CLENAY) 5 Al aadl 5 Ll il ) dial - 12

O© 00 NO OB~ WDN B

Alaie V) g 84 gad) 3 1d) (ulaa alga g Glabaid)  ; asled) Juadl)
- ULSS\ ?Le'd‘j Clalaialyl 3 HlaYy) U‘M O 32 dalall

Tongi) yi) ¢ g b Al el siad A Jaad) alai g el s bl 130 511 Gulae i -1
Aadaiall il sl il sl Ua) d g AISIL 33 sal

A0 Clalal) il o1 alall Gy gill 5 laleaia ) a5 38 all G Jaall A1) AUaill i ) 2

Napata College regulations, policies and 2021 - i 4K Cle) jal s cluba o

Procedures manual - 2021




aalailly gha ALl A8Ma) 3 gl ga (o slal) Cpuen JiS5 S aladl g Je i) ki ) ) -3
Alaie Y15 53 gal) o aliig ¢ Ml

GLIKIL 53 gall An) il (e ASiall g el (e dedial) A il £0an Jeal) lalad Al 4
] o U ) i 5 Lo 381 sall g

Dnlea s Calaa) s e aclud ) S el cilal jiul g ald 5 el e 481 sall g 1 81 -5
SN 5 igall s caledl e1aY1 (5 sinne @b ) 8 algasV) Ll (e S Gl il x5 AKIL 53 2l
RSN

L5 Gadaa Waaaay il 5 Janin¥) dda L ) laliaia¥) (a6 pad) sl 6

le ol GSIL B3 pall laa o e 2 (5 gt L iliall 5 LGN AES & )y laill 7
ALl gl s il o (pmlaa Y Ly gl e Jaalls o paall U8 (pn e s sl il
EWEVR

Alaie V) g 83 gl S ja e alga g Cilaliaidl) ;i) Juadll

-+ adall Glaliaia¥l ?Lé'd‘ Jgﬁ.aﬂ S 3350l

Slaie Y g3 sadl K e LN 5 o) G el ]

Yoo ) 3aa ol Adadiil 5 algad il Jaladl) a9 A0S 5 sad) 0 il Aalall Ay #1380 D
dgida gl Al Gallaall g el adeill (e 5 jaliall 53 sall clllaia ¢ gaa & A0 dgagi] i
Agallall

(I 85 s Y derdl s Bas gl Galalad) e Gl 31 g 4 il 5 Glalll (S ) 8 3
Olasa S e Clas ol (5l 4 ) sall clelaia WIS L ey ) cilelaia¥) b3S jall Jiad 4
Olasza ddaiily Aleall cld & yaigall 5 ol saill 84S Uil GlIAS g dliall culd gl o 52 sall

33 gall

O A alal) Aadsl) 550 sadl clillaiag el ol jatise 5 adla JS eaY) skt e Jaal) 5
aa sl Calaal 5a8ai] de gia gall daladl Aulpd) 3485 Aaylic A

3ORY) el e lem e aay el () Lead )5 38 el & gid) A0 adl) 2 e Slae] 6
sl oY) il ade 58 el Al Glalll (5058 elimel Jaaai o Gt ) 81 7

Clusse 5 Glngll aa 3agall Glaa 5 oY) aysii Jlae (8 aladl (ygleill @Y S5i5 0 0l ) 8
Al J8 (e Lgale 4880 gall 5350 udae sl ) 2a0 ae @lld g iz Al 5 Jalall 8 el alal)

Napata College regulations, policies and 2021 - i 4K Cle) jal s cluba o

Procedures manual - 2021




3as g g e V) 58 eall Glaal Laidall Glalll g ¢ A 8 0 4o glhaal) y jlall dlac) 9
Cle g ydal)
Sl e g Adads Ayl o ) e pad 4K pdae s jgas 10

‘Fﬂ‘dswbtﬁ&y‘fwmﬁﬁ)‘n%w‘)#&EJ\J‘B’M)&M %J;Jﬁ)@ﬁﬁ.ll
e 0S5 lall) Jiuia 5 peall 5 pe g laia ) OIS (g plealls aLidl) (3 gt

Napata College regulations, policies and 2021 - 4 4K cile) ya) g Slabaw Jala

Procedures manual - 2021




Napata College regulations, policies and 2021 - i 4K Cle) jal s cluba o

Procedures manual - 2021




	الهدف :
	تهدف سياسات وإجراءات الموارد البشرية إلى :
	أ/ التأسيس والتوثيق الدقيق للسياسات والإجراءات والممارسات في جميع القضايا المتعلقة بشؤون الموظفين في الكلية، وستستمر عملية مراجعة وتعديل هذه السياسات حتى تصل إلى الصيغة النهائية المناسبة .
	ب/ توفير إطار لإعطاء الصلاحيات والحدود المناسبة للعمل في إطار الكلية .
	ج/ مساعدة العاملين على فهم سياسات الموارد البشرية بصورة صحيحة كي يتم تطبيقها بدقة .
	د/ ضمان التناسق وعدم التناقض بين جميع سياسات الموارد البشرية في الكلية .
	يمكن للإدارة حسب رؤيتها  تفسير أو تغيير أو تعديل أو سحب أو تعليق أو حذف أو إضافة في هذه السياسات، وفي حال حدوث ذلك فعلى إدارة الموارد البشرية إشعار المسؤولين المعنيين بالتغييرات الحاصلة وتوزيع نسخ من هذه التعديلات عليهم لاتخاذ مايلزم وعلى كل المدراء ض...
	المراجعة :
	تتم مراجعة دليل سياسات الموارد البشرية كل خمس (5) سنوات أو عندما تشعر الإدارة بالحاجة إلى ذلك .
	2/ التخطيط الوظيفي :
	4/ الفترة التجريبية والتعاقد :
	سياسات الفترة التجريبية :
	أ/ يتعين على الموظفين المستجدين الخدمة لفترة تجريبية وعلى عمداء الكليات ورؤساء الأقسام مسؤلية مراقبة أدائهم خلال هذه الفترة والتي مدتها ثلاثة أشهر حسب ماهو موضح في العقد .
	ب/ يتمتع الموظف خلال الفترة التجريبية بكل من الامتيازات الخاصة بالموظفين الثابتين بالكلية المنصوص عليها في قانون التوظيف في العقد .
	ج/ يمكن للموظف خلال الفترة التجريبية الحصول على إجازات سنوية وطبية . وتعتبر أي إجازة يتم أخذها خلال هذه الفترة إجازة متقدمة أو إجازة غير مدفوع .
	د/ يمكن للموظف خلال الفترة التجريبية التمتع بأي إجازات تعلنها الدولة .
	ب/ قبل إنتهاء الفترة التجريبية يتم تقييم الموظفين من قبل رؤوساء الأقسام ، اذا كان التقييم إيجابي وأوصى الرئيس المباشر بالإستمرار ينتهى العقد بتاريخه بعد عام قابل للتجديد .
	ج/ إذا أوصى الرئيس المباشر بعدم الإستمرار يتم إرسال خطاب إنهاء تعاقد للموظف مع استخراج كافة إستحقاقاتة المالية .
	سياسات وإجراءات التعاقد :
	أهداف سياسات وإجراءات التعاقد :
	ي/ تحفيزالموظفين عن طريق وضع نظم متطورة وعادلة للعلاوات والمكافآت ترتبطب الأداء الشخصى مايكفل تحديد العناصرالمميزة والمجتهدة وغيرها من الموظفين .
	5 /سياسات وإجراءات إنهاء التعاقد :
	1- انتهاء الخدمة بسبب انتهاء مدة العقد
	2- انتهاء الخدمة بسبب الاستقالة
	3- انتهاء الخدمة بسبب بلوغ سن التقاعد
	4- انتهاء الخدمة بسبب عدم اللياقة الصحية
	5- انتهاء الخدمة بسبب الوفاة
	شهادة الخبرة

	3. AIMS:
	4. OBJECTIVES:
	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 ann...
	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 pl...
	3. 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.
	4. There are appropriate control mechanismsin 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.
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