ZAYED UNIVERSITY

Faculty Handbook

2009-2010




Faculty Handbook | 2009-2010

Office of the Provost
Faculty Affairs
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The Faculty Handbook is a compact guide for Zayed University faculty in key areas related to their
roles, rights and responsibilities within the context of Zayed University. It is also intended as a user
friendly précis of current official policies and procedures. Users are advised that the ZU Faculty
Handbook is not a substitute to official Policies and Procedures and that where there are discrepancies
in information between the Handbook and any ZU Policy and its associated Procedure, the latter will
prevail.

Every effort has been made to ensure that the information presented in this Handbook is accurate as of
the date of publication. However, this information is subject to change by appropriate action of the
University.

Last updated: 17 August 2009
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SECTION 1
HIGHER EDUCATION IN THE UNITED ARAB EMIRATES

Pre-Higher Education

Pre-higher education in the U.A.E. public education system consists of Kindergarten (2 years),
Primary (6 years), Preparatory (3 years) and Secondary education (3 years). Primary education in the
U.A.E. is compulsory. It is followed by preparatory education which qualifies students for general or
technical secondary education. General Secondary education consists of a common first year followed
by specialization in Science or Arts. At the end of the twelfth year, students take the examination for
the Shahadat Al-Thanawiya Al-Amma (Secondary School Leaving Certificate). Licensed private
schools catering for the large expatriate communities offer a variety of educational systems such as
the British GCSE, the International Baccalaureate, the Indian secondary school system and others.

Higher Education

Higher education is offered in public and private universities and colleges. The national higher
education system consists of the United Arab Emirates University (UAEU), the Higher Colleges of
Technology (HCT) and Zayed University (ZU). The Chancellor of the System is the Minister of
Higher Education and Scientific Research. Public and private universities are licensed and accredited
by the Ministry's Commission for Academic Accreditation. Currently, there are about 50 licensed and
accredited public and private institutions operating in the U.A.E., offering over 300 accredited
programs. In recent years, major international universities have opened campuses or offices
throughout the United Arab Emirates. These include The Paris-Sorbonne University Abu Dhabi, New
York University Abu Dhabi and Michigan State University in Dubai.

The UAE University

The United Arab Emirates University (UAEU) is the oldest federal institution of higher learning in the
country. It was founded in academic year 1977-1978 in the oasis city of Al Ain. Currently the
University includes ten colleges; Humanities and Social Science, Sciences, Education, Business and
Economics, Law, Food and Agriculture, Engineering, Information Technology, Medicine and Health
Science, and the University College. The University offers more than 70 undergraduate bachelors
degrees, eight professional certificates and ten graduate programs. In June 2009, a Ph.D. program was
launched at UAEU. Bachelor degrees are offered to U.A.E. Nationals, as well as graduate and
professional courses to the community. The University admits male and female U.A.E. nationals
in separate facilities.

The Higher Colleges of Technology

The Higher Colleges of Technology is the largest higher educational institution in the United

Arab Emirates with the current enrollment exceeding 16,000 students, all U.A.E. nationals. The 16
HCT men's and women's modern campuses throughout the Emirates offer more than 80 programs at
four different credential levels - Diploma, Higher Diploma, Bachelor and Masters. More than 10,000
of the current students are female. Programs are delivered in English and include Applied
Communications, Business, Education, Engineering Technology, Health Sciences; and Information
Technology. All programs are designed in consultation with business and industry leaders to ensure
that the skills students learn are job-relevant and to high standards.

Zayed University

Founded in 1998 as a new, multi-campus university, Zayed University was envisioned to be a high-
quality, student-centered, and comprehensive institution designed to educate leaders and contribute to
the nationbs economic and s oci sstandadiscandénteleguzhe nt . A
elements of western higher education, the University has developed a distinctly Emirati model. The

University admits female U.A.E. students in its campuses in Abu Dhabi and Dubai and admits male

U.A.E. and international students in separate facilities on the North Campus in Abu Dhabi. Zayed

Uni versityds graduate programs are open to mal e
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Additional Resources:

Ministry of Education: http://www.moe.gov.ae

Ministry of Higher Education and Scientific Research: http://www.mohesr.ae
United Arab Emirates University: http://www.uaeu.ac.ae

Higher Colleges of Technology: http://www.hct.ac.ae

University of Sharjah: http://www.sharjah.ac.ae

American University of Sharjah: http://www.aus.edu

American University in Dubai: http://www.aud.edu/

New York University Abu Dhabi: http://nyuad.nyu.edu

For a list of licensed and accredited institutions of higher learning in the U.AE., visit:
http://www.caa.ae

Too Too Too To T T Too o Do
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SECTION 2
VISION, MISSION, AND ACTION PLAN OF ZAYED UNIVERSITY
Vision
iZzayed University shal/l become the I eading unive
standards and intellectual el ements found i n maj

H.E. Sheikh Nahayan Mabarak Al Nahayan
President of Zayed University and U.A.E. Minister of Higher Education and Scientific Research

Mission

Zayed University seeks to prepare students for meaningful and successful twenty-first century
personal and professional lives; to graduate students who will help shape the future of the region and
the world; to support the economic and social advancement of the U.A.E.; to lead innovation in higher
education through teaching, learning, research, and outreach; and to do so in a culturally diverse,
humane, technologically advanced, and increasingly global environment.

Action Plan

The University has published DestinedtoLead, it s acti on plan for becomin
in the regiond as specified i n Slnedéscibesfokyahayanos
four projects, names the project leaders, sets target dates, forecasts costs, and indicates sources of

revenue. Most projects are already underway but depend on future funding for full implementation.

Approved by Sheikh Nahayan, Destined to Lead evinces the forward movement of Zayed University

and its determination to lead higher education in the region to new levels of service, academic

achievement, and meaningful research. Realizing its aspirations, Zayed University will be indeed the

great national university that superbly educates the future leaders of the United Arab Emirates.

The complete document is available on the Zayed University Intranet:
http://web zu.zu.ac.ae/Destined to Lead Publication.pdf



http://web_zu.zu.ac.ae/Destined_to_Lead_Publication.pdf

Faculty Handbook | 2009-2010

SECTION 3
UNIVERSITY ORGANIZATION AND ADMINISTRATION

If you are familiar with the ways in which Western universities and colleges are organized and
administered, you will recognize the system in place at Zayed University. Of course, there are
differences given the unique cultural environment in which the University operates. With campuses in
Abu Dhabi and Dubai, Zayed University is led by a single administration. The University has a
President who is advised by a Board of Visitors; a governing board, the University Council; a Vice
President who oversees the entire University structure; a Provost who is responsible for overall
operations and the academic mission of the University including its six Colleges; Deans of the
Colleges and academic support units; and a Chief Administrative and Financial Officer who manages
t he Uni ver s humandasd physical faailides @sburces. Here is a snapshot of Zayed
Uni versityods organi z atbriebintrodactiod to thelroh oh dack officadr i on  wi
body.

The President

The President serves asthe UAEE6 s Mi ni st er of Stiemific ®ReseardE dndi th@at | on a
leader of all federal universities and colleges, which, besides Zayed University, include the United

Arab Emirates University, the national comprehensive university located in Al Ain, and the Higher

Colleges of Technology, the national system of technical colleges. The President articulates the

Uni v e rvisiontand &asilitates its realization by setting strategic directions, approving senior
appointments,and eval uating the | ea dgitsabjeciivgs.0lse Presiiehte ct i v er
receives advice from a group of senior academic leaders known as the Board of Visitors.

The University Council

Federal Decree No. (11) of 1999, the enabling legislation which established Zayed University,

provides for a three-part leadership arrangement which, besides the President and Vice President,

includes a University Council. The University Council consists of prominent U.A.E. leaders. The
Council s responsibilities parallel those of a
example, the Council is empowered to endorse and follow up on the implementation of policies and

regulations, ratify the University budget, approve senior appointments, and certify the granting of the

Uni versitydéds degrees and certificates. Mda mes of
Intranet.

The Vice President
Zayed Uni ver sity &kief Bkécutive Offtcer eTheiVideePresident] vwho by Federal

Decree must be a AU. A. E. citizen holding a doct
educational standing, 6 takes the |l ead in manag
President works closely with the Minister of Higher Education and Scientific Research, the University

Council , and external stakehol ders to build sup

responsiveness to national needs.

The Provost

ThePr ovost i s Zayed Universityods chief academic o
The Provost provides oversight for the academic Deans, the Dean of Student Affairs, and the
Provost ds Of f i Asseciatevdmd Assistanti ProwodtsuTdheePsovo st 6 s Of f i ce as:
faculty governance and exercises oversight of undergraduate and graduate programs, research,

outreach, faculty affairs, and institutional research and planning. The Provost promotes University

decision making through the Provosté Council, a formal recommending body through which

curricular and academic administrative actions pass. Chaired by the Provost, the Pr o v €aurcib s

includes the Associate and Assistant Provosts, the Deans of the Un i v e rsig Cotlege® (4rts and

Sciences, Business Sciences, Communication and Media Sciences, Education, Information

Technology, and University College), the Dean of Library and Learning Resources, the Dean of

Student Affairs, the Chief Administrative and Financial Officer, the Director of the Academic Bridge
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Program, the Coordinator of Special Projects, the Executive Director of the Institute for Community
Engagement, the Executive Advisor to the Vice President and the Provost, and the Executive
Assistant to the Provost. Minutes of Provo s {Cdurscil meetings are available on the ZU Intranet.

The Deans

The University has eight Deans. Six | ead the Universityds Col
Sciences, Communication and Media Sciences, Education, Information Technology, and University
College. The Dean of Library and Learning Resources manages the University libraries through
Assistant Deans and library supervisors on each campus and also oversees the Learning Enhancement
Center (LEC). The Dean of Student Affairs is responsible for student services and career
services/alumnae relations. Deansarer esponsi bl e for the Unive
the management of faculty and staff, the oversight of quality educational offerings, and the fostering

of operational structures that support the Uni ver si tyds mi ssi on. Deans

campuses. Associate and Assistant Deans on each campus also play a major role in managing
campus-wide activities for the undergraduate programs.

The Chief Administrative and Financial Officer (CAFO)

The Chief Administrative and Financial Officer, who reports to the Provost, oversees several
administrative units including Human Resources, Computing Services, Financial Services, Contracts
and Procurement, Campus Services, and Campus Physical Development and also chairs the meetings
of the Operations Council, a coordinating group made up of unit heads supervised by this office, the
Dean of Library and Learning Resources, and the Dean of Student Affairs.

The Faculty

Faculty members make up the heart of any educational institution. Zayed University is no exception.
Faculty members participate in the creation and maintenance of programs and operations through a
system of standing committees and ad hoc task forces. Formal faculty governance was established in
2001-2002 with the appointment of five University Standing Committees whose general purposes are
to facilitate broad academic community dialogue on University matters and formalize faculty and
professional staff participation in University planning and decision-making. Deans recommend the
appointment of committee members from faculty, staff, and the student body. In consultation with
Deans and Directors, the Provost appoints members, ensuring a balanced representation between the
campuses and among all Colleges and appropriate staff units. Currently, there are seven Standing
Committees: Academic Affairs, Educational Technology, Faculty Affairs, Graduate Programs,
Research, Staff Affairs, and Student Affairs. Guidelines, membership lists and minutes of Standing
Committee meetings are available on the ZU Intranet.

Additional Resources:
A zayed University Self-Study Report, 2008 (available on the ZU Intranet)

|l eges:

rsityo
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SECTION 4
APPOINTMENTS AND RE-APPOINTMENTS

Policy HR -ALL-01 Appointments and Re-Appointments defines employment categories at Zayed
University as the following:
1. Senior appointments (e.g., Vice President, Provost, Chief Administrative and Financial
Officer (CAFO), etc.)
2. Academic administrative appointments with academic rank (e.g., Assistant Provost, Dean,
Associate/Assistant Dean)
3. Faculty appointments to the ranks of Instructor, Assistant Professor, Associate Professor and
Professor
4. Staff appointments from entry level support positions to senior professional positions

The policy also defines employment types as the following:
1. Regular (normally full-time, for a period of three years or more with standard ZU terms and
conditions)
2. Special (full-time or part-time where variations from standard ZU terms and conditions are
defined in the employment contract). Adjunct faculty fall under this category
3. Hourly (variable hours for a period of three months or less)

Appointments are either financed by the ZU operating budget or by external grants and contracts
(income) or both.

Contract Renewals

Contract renewal s will depend on the University

required and the nature of their particular expertise. The duration of contract renewals may range
from one to five years. All contracts are prepared by the Human Resources Department and signed by
the Vice President or designee, the Provost or designee, and the CAFO, as applicable.

Consultants and Advisors

Consultants and Advisors are hired on special contracts by the Vice President or designee, the Provost
or designee and the CAFO, as applicable. Consultants may be engaged by a Dean or Director but
advance approval by the appropriate officer is required.

Related Policies and Procedures:
A HR -ALL-02 Employment
A HR -ALL-11 Employment on Grants and Contracts
A HR-FAC-01 Academic Rank and Promotion for Faculty
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SECTION 5
ACADEMIC RANK AND PROMOTION

The standards governing faculty rank at time of appointment and the criteria for promotion through
the ranks are set out in Academic Rank and Promotion for Faculty (Policy HR -FAC-01). In addition
to establishing obligations for teaching, scholarly and creative activity, and service, the policy
establishes thresholds in each of these areas for appointment and promotion to the levels of assistant,
associate, and full professor. As a guideline,

the assigned rank wil/| be based on an eval uc
professional preparation, relevant experience, evidence of scholarship or creative activity, and

evidence of teaching effectiveness. In general, faculty who have been awarded academic rank

at an accredited university that uses the same rank structure as Zayed University will be

appointed at the same rank. (Policy HR -FAC-01)

Faculty appointed in a college at the rank of assistant, associate, or full professor must have

completed a doctorate or a disciplinary terminal degree (MFA for Art and Design faculty) or must

demonstrate significant equivalent profession a | experience. The Universit
qualified faculty to the position of instructor because of institutional need for their specific

disciplinary expertise.

Criteria for faculty rank and promotion are established in Policy HR -FAC-01. Section 1 of this policy
specifies the principles used to distinguish among assistant, associate, and full professor at the time of
appointment. Assistant professors are expected to have had at least three years of successful teaching

and show promise of being abl e to contri bute t oschdlarshdpadni ver si
service. Associate and full p r rofesgsosabdevslopniemhu st s h
in the areas of instruction and instructionally related activities, scholarly or creative activities, and
professional service. o

Adjunct Faculty

Most courses at Zayed University are taught by full-time faculty members. The University does
however hire a limited number of qualified adjunct faculty who provide added value to a program or
help fill temporary faculty shortages.

Faculty Promotion in the Colleges

Section 2 of policy HR -FAC-01 sets the framework for promotion. Eligibility for promotion is

determined by a combination of years at rank and continuous achievement in all areas of faculty
responsibility. Successful candidates for promotion to full professor must show evidence of a high

level of teaching effectiveness, scholarly o r creative activity that has
outside the univdéil «iaidwlessnépnuvdingservicete thearaversityf at all

| e v €elhers is am expectation of research productivity for all collegiate faculty.

There are two additional elements of the promotion process at Zayed University. First, the policy

governing promoti 0 n indicates t hat coll eges Aimayo esta
provided they are not Ain conflict with the Uni
Second, because faculty members have no obligation to apply for promotion, an assistant professor

can request contract renewal as an assistant professor multiple times without seeking promotion to

associate professor.

Candidacies for promotion pass through both college- and University-level review processes. Deans
solicit letters from outside referees who evaluate the scholarly or creative work of candidates. The
recommendations of the college committee, the outside referees, and the Dean are then sent to the
University Faculty Promotion Advisory Committee. The University committee reviews the
applications. The committee then forwards its recommendations to the Provost who approves or

10
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disapproves each recommendation. The candidate is notified of the status of his or her application
before the end of the academic year in which the application was made.

Workshops are held in Fall for faculty members who are considering applying for promotion. These
workshops are organized by the Provost's Office and delivered by University Faculty Promotion
Advisory Committee (UFPAC) memberson both Abu Dhabi and Dubai campuses. The
workshops provide information on eligibility criteria and the promotion process and guidance
is given on the content of faculty portfolios.

Faculty Role, Rank, and Promotion in the Academic Bridge Program (ABP)

The faculty members appointed to the Academic Bridge Program d e | i v e r -baZcdla@reate pr e
program; contribute to the teaching of English composition in Colloquy; and deliver English-language
instruction as part of the Lbkminthieunisis norpablysattt@ ut r e a ¢ |
l evel of instructor, and the standaknglishgswal i fi cé
Second Language (or its equivalent). Although ABP faculty members are not required to pursue

additional qualifications or to engage in research, faculty initiatives to obtain doctorates and perform

research may lead to promotion.

Faculty Role, Rank, and Promotion in Advising and Academic Development

Faculty members in Advising and Academic Development provide an introduction to careers
education and the fields of study available at Zayed University. They are academic advisors to the
students during their time in the Colloquy on Integrated Learning. They assist students with
registration, track their academic progress, and help them prepare their applications to majors. The
faculty members are generally ma s t qualified instructors who teach twelve credit hours of
coursework per semester. Because of their advising role, they have a heavy service obligation and are
evaluated on the quality of their teaching and service to students. Although faculty in this unit have no
research obligation, they may be promoted if they meet the qualifications for degrees, teaching,
service, and scholarly/creative activity.

Library Faculty Role, Rank, and Promotion

Library faculty perform their primary responsibilities and offer service to the University and the
profession. Each library faculty has a subject area of specialization and works with faculty in that
discipline to educate students and to build library resources in support of curriculum and research.
Library faculty may be promoted if they meet the qualifications for degrees, librarianship and
teaching, professional service and scholarly/ creative activity.

Related Policies and Procedures:
A HR -ALL-01 Appointments and Re-Appointments
A HR -ALL-02 Employment
A HR-FAC-01 Academic Rank and Promotion for Faculty
A HR -FAC-02 Faculty Roles and Responsibilities
Other Resources
A Calendar of Faculty Personnel Actions
University Resources
Provost
Assistant Provost for Faculty Affairs
Director of Human Resources
College Dean/Unit Director
University Faculty Promotion Advisory Committee
College Promotion Committee

Too Joo Too Jo T I
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SECTION 6
BENEFITS

ZU Faculty Benefits information can be found in ZU Policies and Procedures HR -ALL-04 at
http://webappl.zu.ac.ae/hrintranet/

For specific questions please consult the designated Human Resources staff members shown in the
AWho do | c altth:/Evebappl.zuBceadihfintrandt/mml/HRServWho2Call.htm

Related Policies and Procedures:
A HR -ALL-04 Benefits

12
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SECTION 7
ACADEMIC FREEDOM

Academic freedom at Zayed University is grounded in two principles: the need to create an
environment characterized by the free flow of information and ideas, in which students can be
exposed to a wide range of unfettered points of view; and the need to be respectful of the principles of
Islam and the values of the United Arab Emirates. University policy and other documents ratify both
of these principles and prescribe processes for balancing the two values, should tensions emerge
between them.

Policy ACA-ADM-09 deals with challenges to instructionally related materials or activities. It holds

thei nstitution to a high standard of academic fr
Decl aration on Human Right s, Ar thtitodréedomdf &inionwh i c h s
and expression; this right includes freedom to hold opinions without interference and to seek, receive,

and impart information and ideas through any media and regardless of fr ont i er s.s6 The
associated with the free flowof inf or mati on are affirmed by the Uni
free of restrictions imposed nationally for the general public.

Furthermore, there are no restrictions on the acquisition of library materials.

The student handbook translates the rights of freedom of opinion and access to information into
clearly expressed educational values. The handbook alerts students that a university education will
challenge their conventional attitudes.

In a university, you may encounter ideas or images that fall outside your personal value
system or frame of reference. The University
rather to produce globally aware, responsible graduates with the capacity for independent

critical judgment, exhibiting respectful understanding of diverse points of view and tolerance

for perspectives that differ from your own, as Islam promotes. Sensitivity to local culture is
considered.(page 61, 2008-2009 Student Handbook)

Integrity

While promoting openness in its students, the institution also promotes sensitivity on the part of the
faculty to Islam and to the religious vatheues anc
nati onal cul tur al context. ZU policy inthd cates
ficont ext of the culture, mot es 0 -FAGDR. Theaxuktwal o f t he

and legal environment is characterized by the imperative to be respectful of Islam, as well as all social

groups. Federal law prohibits the publication of materials that cause hatred or disrespect to Islam, the
countrydés | aw, or the basic system of the count
anything that would lead to breaking the law or disrespecting the beliefs of others. It is not legal to

publish anything that supports crime or hatred among communities in the society.

The selfst udy working group that investigated the
standard drew a comparison bet weenithZdshécsforbal anc
national culture and the situation facing faith-based institutions in the United States. The institution

balances these values through a number of processes. Faculty are sensitized to the cultural context in

which they teach when they first arrive at the University, and administrators and faculty colleagues

continue to speak informally with new faculty to help develop effective procedures for dealing with

sensitive issues. Experienced faculty concentrate less on establishing taboos around specific topics or

ideas and more on introducing students to complex or sensitive issues at appropriate stages in their

development and on using respectful approaches.

Students who have concerns about classroom materials or faculty representations use formal and
informal processes for registering complaints. The Challenged Materials committee hears formal

13
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complaints concerning classroom and library materials.* If the complaint concerns classroom

presentations or discussions, students also approach administrators in their academic units or in the
Provostds or Vice Presidentds office. Il f student
referred to the academic unit from which the complaint has arisen.

Evidence gathered from the faculty survey in fall 2006 indicates that most faculty members feel that
they are able to exercise academic freedom at the institution. For example, the majority of faculty
members responding to the faculty survey felt that principles of academic freedom are embodied
robustly or appropriately in the design and delivery of course content (64 percent); classroom
discussion (65 percent); discussion with colleagues (79 percent); and research practice (67 percent).
Faculty members who feel restricted cited a large number of different reasons. Among negative
responses about academic freedom were concerns about student conservatism or lack of intellectual
sophistication, and some respondents noted confusion about which matters would be acceptable for
discussion and reported self-censorship resulting from uncertainty.

Some concerns were expressed in the survey around limitations on academic freedom because of the
specific curricular design in the Academic Bridge Program and Colloguy on Integrated Learning.
Because these programs are composed of standardized curricula, some faculty members feel that their
academic freedom is limited by the fact that they are required to teach according to common syllabi.

*Also see Section 9 of this Handbook on Challenges to Instructionally Related Materials or Activities.

Related Policies and Procedures:
ACA-ADM-09 Challenges to Instructionally Related Materials or Activities
HR -ALL-08 Termination of Employment
HR -FAC-02 Faculty Roles and Responsibilities
HR -FAC-03 Evaluation of Faculty
HR -FAC-08 Zayed University Code of Professional Ethics
HR -FAC-09 Academic Freedom
Other Resources:
A http://www.un.org/Overview/rights.html
A ZU Student Handbook

To T Jo To T I
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SECTION 8
TEACHING AND LEARNING AT ZAYED UNIVERSITY

The goal

The goal of teaching at ZU is to help all students acquire the knowledge and skills which they will

need as active participants in the U.A.E. society of the twenty-first century. Each College specifies

learning outcomes for a course or program, which are intended as guidance towards this goal. Some

l earning outcomes are related to subject matter
t e a & tesponsibility to help students attain these outcomes as fully as possible.

Teaching activities

A typical full-time teaching load for baccalaureate faculty is 12 hours a week of in-class contact, and

for pre-baccalaureate faculty 20 hours. Teaching also includes preparing for classes, liaising with

colleagues teaching the same or related courses, and giving feedback to students (for example during

faculty office hours) in order to help them learn. Facultytr ac k st udent stheFaulty endanc
Access Program (see ZU Intranet).

Teaching methods

Faculty are expected to use teaching methods appropriate to the learning outcomes of the
course/program; to the aspects our students share (including their religious, cultural and national
values); and to the differences between individual students in their starting points, learning styles and
interests. Bearing in mind these considerations, faculty are expected to apply their own teaching
philosophy and professional judgment to help students progress. The university offers a range of
technologies, including the learning management system Blackboard (http://courses.zu.ac.ae) to help
faculty organize and teach their courses.

Professional development

Faculty are expected to maintain and develop their professional knowledge and skills for teaching. On
adayto-day | evel this involves being aware of how
learning, and reflecting on how students respond to teaching approaches. Faculty are encouraged to

consider and experiment with new options for helping students learn; to seek feedback from students,

colleagues and others; and to review their teaching approaches in the light of these experiences.

Feedback on teaching

Faculty will gain feedback on their teaching from scheduled observations by their College
administration. The Student Evaluation of the Learning Environment ( SELE) is ZUbs fo
for gathering feedback from students on courses and teaching in the university (see link from Faculty

Access Program (FAP)). During the latter half of each course, all students are asked on a single
occasion to respond to a survey divided into AQuU
the courseod. Their responses ar e theboonseteatherd onl i 1
after grades are assigned for the course. The purpose of gathering this information is to contribute to

the review of faculty and courses by the university, and to give feedback to faculty for teaching future

courses. To help faculty make teaching decisions about the course in progress, they are encouraged to

use their own means, in addition to SELE, to gather formative feedback on their teaching.

Related Policies and Procedures:
e HR-FAC-02 Faculty Roles and Responsibilities
e HR -FAC-04 Faculty Professional Development
e HR-FAC-09 Academic Freedom
Additional Resources:
e Sections in this Handbook on the ZU Vision, Mission and Action Plan; Faculty Roles and
Responsibilities; Professional Development; and Academic Freedom
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e Sections of the University Catalog on the ZU Academic Program Model and Zayed University
Learning Outcomes
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SECTION 9
CHALLENGES TO INSTRUCTIONALLY
RELATED MATERIALS OR ACTIVITIES

The university adheres to the United Nations Universal Declaration of Human Rights, Article 19,
which states: AEveryone has the right t o
freedom to hold opinions without interference and to seek, receive, and impart information and ideas
through any mediaand regardlessof f r onti er s. O

The University balances considerations of
and points of view so that its graduates are prepared to assume responsible roles in a global society.
Although students may encounter ideas or images that fall outside their own value system or frame of
reference at times during their education, the goal is not to alter their beliefs or values but rather to
produce responsible graduates with the capacity for independent critical judgment, an understanding
of diverse points of view and a tolerance for perspectives different from their own, as Islam promotes.
Sensitivity to the local culture is considered.

Review of Challenged Material or Activity

A student, faculty or staff member may request review of an instructionally related material or activity
by submitting a written statement to the Dean or Director for instructionally-related materials or
activity and to the Dean of Library and Learning Resources for library resources indicating the reason
for the challenge.

Related Policies and Procedures:
A ACA-ADM-09 Challenges to Instructionally Related Materials or Activities
A STU-ADM-02 Code of Student Conduct
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SECTION 10
ZAYED UNIVERSITY LEARNING OUTCOMES AND ASSESSMENT OF
STUDENT LEARNING

As part of its vision to become a leading university with high academic standards, Zayed University

has committed itself since its founding to the effective assessment and improvement of student

learning. This commitment is grounded in the Academic Program Model (APM), a scaffolding of
University-wide and major-specific outcomes that extend across the entire university curriculum.
Faculty have played the primary r olnmgouttomedevel op
and in designing curricula and teaching strategies that achieve these outcomes. They also work with

their academic units to determine if their academic programs are effective in achieving the desired

student learning.

Zayed University Learning Outcomes (ZULQs)

Developed and refined by faculty committees, the six Zayed University Learning Outcomes (ZULOs)
include specific objectives in language, information technology, critical thinking and quantitative
reasoning, information literacy, global awareness and leadership.

e Language ZU graduates will be able to communicate effectively in English and Modern
Standard Arabic, using the academic and professional conventions of these languages
appropriately.

¢ Information TechnologyZU graduates will be able to use currgribrmation technology to
enhance productivity and effectiveness.

¢ Critical Thinking and Quantitative ReasoningU graduates will be able to use both critical
and guantitative processes to solve problems and to develop informed opinions.

¢ Information Literecy: ZU graduates will be able to find, evaluate and use appropriate
information from multiple sources to respond to a variety of needs.

¢ Global AwarenessZU graduates will be able to understand and value their own and other
cultures, perceiving and reacgjinio differences from an informed and socially responsible
point of view.

e LeadershipZU graduates will be able to undertake leadership roles and responsibilities,
interacting effectively with others to accomplish shared goals.

In addition to these general outcomes, each of the six ZULOs is accompanied by a matrix that

includes indicators (can-do statements) and criteria for evaluating levels of student accomplishment

within each indicator. It is intended that the indicators and criteria be used for evaluating the full

range of student achievement in each of the indicators across the entire curriculum. The system is

designed so that these matrices can be used to generate knowledge about the level of student learning

at key points dusssithroggh thein mccakureatedpmgramss This kmawledgercan

then be used to i mprove t he ThedULOsiad thdirmatritesaree duc at i
available on the ZU Intranet.

In addition to the ZULOs, each of the majors has developed focused, program-specific objectives
identified as Major Learning Outcomes (MALOSs). These outcomes are distributed across the major
courses, culminating in the internship and capstone experiences. Faculty in the colleges and
departments build into their curricula assessments of both ZULOs and MALOSs for their majors and
thus take ownership of major-specific and University-wide learning.

Each of the wuniversitybés academic programs i s
evaluating the educational effectiveness of their programs. Faculty work with their chairs or deans to
develop assessments for the ongoing improvement of student learning. Although academic units are
free to select a range of tools and methods for evaluating programmatic effectiveness, all programs
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use ZUob6s ePortfolio as one of their toeXUs f or g
ePortfolio is a searchable, electronic storage tool into which earmarked examples of student work are

uploaded from across the curriculum. The ePortfolio is designed to serve the needs of both individual

students and programmatic assessment. Student work identified by the programs as exemplifying

specific outcomes is uploaded into the portfolio as course requirements. Faculty members comment

ont he work with designated portf odereral effeciivenésd s , eva
and its level of accomplishment with respect to the designated outcomes. Students are able to access

all of the work that has been uploaded during their undergraduate program, as well as the faculty

comments, in read-only files. The portfolio enables students to reflect on their own learning.

In addition to being an efficient way to accumulate a body of work representative of individual
student s 6 hdoeghost lanceqtira @ndetgradtiate experience, the ePortfolio is designed to
function as an archive for research on the effectiveness of programs in achieving learning outcomes.
Because student work exemplary of specific outcomes is uploaded to the portfolio, research into
levels of student achievement of outcomes in courses or sequences of courses can be easily carried
out. This student work can then be sorted and studied by course or by outcome through many courses.

Related Policies and Procedures:
e ACA-PRO-06 Assessment of Academic Programs
e HR-FAC-02 Faculty Roles and Responsibilities
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SECTION 11
GRADING

Policy ACA-ADM-11 provides information about the grading system at Zayed University.

Letter Grades and Quality Points
The policy states that courses shall be graded using letter grades. Each letter grade has corresponding
numerical quality points assigned to calculate the overall grade-point average (GPA) of the student.

Letter | Quality | Description

Grade | Points

A 4.0 The highest academic grade possible. The grade is not automatically given to the
student who ranks highest in the course, but is reserved for truly distinctive and
demonstrably outstanding accomplishment. It represents superior mastery of
course material and demands a very high degree of understanding as well as
originality or creativity. The grade usually indicates that the student works
independently with unusual effectiveness and often takes the initiative in seeking
new knowledge outside the requirements of the course.

A- 3.7

B+ 3.3

B 3.0 Achievement considerably above acceptable standards. Good mastery of course
materials is evident and the stud:é
originality, creativity, or both. The grade usually indicates that the student works
fairly well independently and often demonstrates initiative.

B- 2.7

C+ 2.3

C 2.0 I ndicates an appropriate | evel of
outcomes. It is the grade that may be expected of a student with average
performance who gives a reasonable amount of time and effort to the course
work. The grade implies understanding of the content of the course, acceptable
mastery of course material and learning outcomes, and completion of all
requirements. The student must have a minimum cumulative GPA of 2.0 (C) in
order to earn a baccalaureate degree from Zayed University.

C- 1.7

D+ 1.3

D 1.0 Denotes limited understanding of the subject matter, meeting only the minimum
requirement for passing the course. It signifies work that falls below the average
acceptable standard in quality or quantity for passing the course. Performance is
deficient in analysis, synthesis, and critical expression. There is little evidence of
originality or creativity.

F 0.0 Indicates inadequate or unsatisfactory attainment, serious deficiency in

understanding of course material, or failure to complete the requirements of the
course.

Policy ACA-ADM-11 has other information about reporting a variety of special grades such as
incomplete, withdrawal, pass, audit, etc.
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Related Policies and Procedures:
A ACA-ADM-04 Enrollment and Registration
A ACA-ADM-05 Academic Records
A ACA-ADM-11 Grading
A ACA-ADM-12 Academic Progress
Other Resources
A 2009-2010 ZU Catalog
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SECTION 12
FACULTY GOVERNANCE

Faculty governance at Zayed University takes place at the unit, College and University levels. The
goal of faculty governance is to ensure faculty and staff participation in planning and decision making
at various levels in the University.

At the unit or College level, faculty take part in regular faculty meetings and have membership in one
or more committees, task forces and other forms of representation. Units/Colleges determine the
membership and selection process for their internal committees for each academic year.

At the University level, Staff and Faculty Meetings take place regularly (monthly) on each campus.
This serves as forum to update the ZU community and raise concerns.

The following seven standing committees provide on-going counsel and recommendations to College
Deans, the P r o v €auricif and the Provost. Some committees are established at the College and
University levels, others at the University level only:

A Academic Affairs (Unit/College and University levels)
A Educational Technology (University level only)
A Faculty Affairs (Unit/College and University levels)
A Graduate Programs (University level only)
A Research (Unit/College and University levels)
A Staff Affairs (University level only)
A Student Affairs (Unit/College and University levels)

Faculty serving on University standing committees are members of the corresponding Unit or College
committees, where applicable.

Ad hoc committees and task forces may be established for charges beyond the purview of the standing
committees as needed by each College Dean and the Provost.

Selection

Directors and Deans nominate two faculty members, one member from each campus, to the Provost
for each University standing committee position. Nominees should be faculty members whose
primary responsibilities are teaching, research, and outreach. Exceptions are designated staff and
student positions in the Staff and Student Affairs Standing Committees. In consultation with the
Directors and Deans, the Provost will appoint members to University standing committees from
nominations received, ensuring balance across the campuses. Vacancies during the year will be filled
in a similar manner. To assure continuity, University standing committee members serve two year,
overlapping terms. Upon initial establishment, committee members will draw for one or two year
terms. University standing committee chairs are selected annually by members of the committee. Ex-
officio administrative members will be assigned by the Provost to each University standing
committee. The role of ex-officio members is to assist the committees in the discharge of their
responsibilities and facilitate communication between standing committees and the Provost.

Normally, committees will meet by videoconference. Approved minutes will be posted on the Zayed
University Intranet.

Process

Standing committees present recommendations to the Provost (or his/her designee), who generally
takes them to the P r o v &€aurcib & other appropriate body for consideration. The Provost also
meets regularly with the standing committee chairs as a group to discuss committee agendas and other
University matters. Each committee submits an annual report to the Provost in May.
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University Resources:

T I> I To

Assistant Provost for Faculty Affairs

Executive Assistant to the Provost

Chairs of University Standing Committees

Ex-Officio Members of University Standing Committees
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Additional Resources:
A For more information on faculty governance, including the charge of each University Standing
Committee, please see the ZU Intranet: http://web_zu.zu.ac.ae/
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SECTION 13
FACULTY ROLES AND RESPONSIBILITIES

General Principles

Faculty play a critical and special role in the mission of Zayed University (ZU) through the full range

of academic roles and r es p o nassmibknowledgej centributeto Zay e d
the knowledge base through scholarship, research, and creative work; and provide service to their

program, the University, the profession and the community. Faculty roles and responsibilities are the

core of the central function of a university and the faculty role in the University differs substantially

from other university employees. The three basic roles of faculty 8 teaching, research, and service

& overlap in practice, and outstanding faculty find ways to integrate the three roles.

The quality of ZU is dependent upon the quality of its faculty; consequently,the Uni ver si t y6s p
is to attract, employ, and retain faculty with outstanding qualifications

Faculty Roles and Responsibilities in the Colleges

Teaching

Teaching is the c¢r uxsionoAll ZUdaguttydare txpedted ® demandtrated s mi s
excellence in teaching, which is broader than classroom instruction. Teaching at Zayed University
includes advisement, assessment of student learning, supervision of internship and capstone,
mentoring of students, and some outreach activities. Teaching involves the sharing of both basic and
applied information by enabling students to learn facts and concepts and to apply the knowledge they
gain. As experts in their discipline area, faculty are obligated to stay current in their field, to use the
best in pedagogy and technology for their field, to participate in their own professional development,
and to act upon the scholarship of instruction where instruction becomes a dynamic interchange of
knowledge between the teacher and the learner. All teaching is evaluated so that faculty teaching and
student learning will improve.

Through effective teaching, ZU puts student learning at its focal point. Effective teaching leads to
mastery of content, ability to think critically and to problem-solve, and to develop skill sets and
dispositions that lead to successful careers. Assessment of teaching includes:

o the ability to organize and conduct a course at appropriate levels for students given the

subject matter;

the degree to which the faculty incorporate the latest knowledge and research into the

subject matter;

o the ability to engage the interest and curiosity of students and to stimulate their
willingness to think critically about ideas and concepts;

¢ availability beyond the classroom; and,

o the regularity with which the faculty examine the organization, materials, readings, and
approaches to the course.

Faculty spend the majority of their time on their teaching roles and responsibilities, and teaching is
rewarded accordingly in the University.

Research

Faculty make vital and si gni fmissioa throughctheirmesearch,b ut i o n <
scholarship, and creative activities. Research informs the practice of teaching, enriches the

experiences of students who study with active researchers, and contributes to the base of knowledge

of their discipline in the Middle East and the world. Integrity in research is a fundamental value of

ZU. Faculty with primary appointments in one of the Academic Colleges at ZU are generally

expected to engage in research, scholarship, or creative activity during their employment so that they
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have the opportunity to develop and consolidate a professional reputation in their field. Faculty are
encouraged to pursue research interests of significance and relevance to Zayed University and the
United Arab Emirates and in all academic fields of enquiry that will advance knowledge and the
guality of education.

Service

In conjunction with teaching and research, faculty participate in service activities both within and
outside Zayed University. As a public institution, ZU contributes to local, national and international
constituencies by providing faculty expertise through outreach and other professional activities that
enable ZU to fulfill its mission of service. Faculty also participate in faculty governance through
program, college, and University committees and task forces that are essential to the effective
functioning of the University. Faculty play a central role in decisions regarding courses, curriculum,
degrees, and promotion as well as other decisions that affect the operation of the University. Faculty
mentor more junior colleagues and may assume part-time administrative appointments. Leadership in
professional organizations and participation in other professional activities such as workshops and
seminars, evaluation of dissertations and theses, and reviewing works submitted to conferences or
journals are also important service contributions.

Faculty Roles and Responsibilities in Other Units

Faculty members appointed to the Academic Bridge Program (ABP) contribute to the teaching of
English in Colloquy and deliver English-language i nst ructi on as part
activities. The responsibilities of ABP faculty members include high quality teaching and service.
Although ABP faculty are not required to pursue additional qualifications or to engage in research,
faculty initiatives to obtain doctorates and perform research may lead to promotion.

Faculty members appointed to Advising and Academic Development deliver a student development
and careers education curriculum to students during their first three semesters in the baccalaureate
program. Faculty members in this unit are also academic advisors to the students during their time in
the Colloguy on Integrated Learning. They assist students with registration, track their academic
progress, and help them prepare their applications to majors. Faculty in Advising and Academic
Development may be promoted if they meet the qualifications for degrees, teaching, service, and
scholarly/creative activity. Because of their advising role, they have a substantial service obligation
and are evaluated on the quality of their teaching and service to students.

Library faculty perform their primary responsibilities and offer service to the University and the
profession. Each library faculty member has a subject area of specialization and works with faculty in
that discipline to educate students and to build library resources in support of curriculum and research.
Library faculty may be promoted if they meet the qualifications for degrees, librarianship and
teaching, professional service and scholarly/ creative activity.

Related Policies and Procedures:
A HR -FAC-02 Faculty Roles and Responsibilities
A HR -FAC-03 Evaluation of Faculty
University Resources:
Provost
Assistant Provost for Faculty Affairs
Assistant Provost for Graduate Programs and Research
College Dean/Unit Director

oo oo o To
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SECTION 14
FACULTY PERFORMANCE REVIEW, MERIT SALARY INCREASES,
OVERLOAD COMPENSATION FOR FACULTY AND ACADEMIC
ADMINISTRATORS, and FACULTY AND STAFF AWARDS

Faculty Performance

Annual performance reviews of faculty ©provide

overall contribution to the ongoing development of Zayed University, to help channel faculty efforts
into those areas of most importance to the success of the institution, and to provide feedback to
faculty in their efforts to improve. The review process supports decisions for probationary assessment,
annual salary increment determination, promotion in rank decisions, and contract renewal decisions.

Performance expectations are set through meetings of the Deans, or their designees, with individual
faculty at the commencement of each academic year.

The faculty evaluation process has three sources of documentation:
e Portfolio of teaching, service, and scholarly and creative activity submitted by the faculty
member
e College Personnel File, including teaching evaluations, classroom observation reports,
previous performance reviews, workload reports, and summaries from previously submitted
portfolios
e ZU/SEDONA Faculty Database (beginning 2008-2009)

Policy HR -FAC-03 and its associated Procedures provide details of the process and the
documentation.

Faculty Merit Salary Increase
Faculty salaries may be increased annual

performance (see also Faculty Performance Review). The amount of the increase is determined by the

funds available and by the f acul ty member 6s performance
service to the University and community, and research and scholarly activity. Following the
completion of annual performance evaluations, the Deans recommend to the Provost that individual
faculty members be placed in one of three merit categories: Exemplary (maximum of ten percent of
eligible faculty), Meritorious, or Non- Meritorious.

Eligible faculty are informed in writing of any plans for salary increases, generally before the end of
the spring semester. The increases available for the categories receiving increases are established after
determining the amount of funds available for faculty performance recognition. Policy HR T FAC-06
and its associated Procedures provide details of the process and the documentation.

Overload Compensation for Faculty and Academic Administrators

[Note that in 2009-2010, new procedures for faculty workload and overload assignments are
being developed in a pilot project. New forms and additional information will be provided by the
Deans and Associate/Assistant Deans.]

Faculty should expect teaching assignments each semester as follows:

Academic Bridge Program faculty: 20 contact hours weekly, averaged over an academic year
Advising and Academic Development faculty: 12 semester credit hours

Baccalaureate faculty: 12 semester credit hours with no more than three course preparations

An individual is eligible for overload compensation when his or her work assignments for the year
exceed the normal annual workload, i.e. the total of two semesters. Any overload claims for faculty
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with "research assigned by Dean" and/or RIF-related teaching reduction will not be processed by
Faculty Affairs, will not be approved by the Provost, and therefore, will not be paid.

Application for overload compensation is normally made through the Faculty Work Assignment
Application managed by the Office of Institutional Research. The Dean or Director of the academic
unit is responsible for submitting the request.

Overload requests for special projects not identified in the Faculty Administrative and Other Non-
Teaching Assignments table in the Faculty Work Assignment application, and assignments that occur
after the work assignment reporting is completed, are made by the Dean or Director to the Provost in
writing with a description of the expected deliverables. Work must not proceed on a special project
until approval for overload compensation has been received from the Provost.

Compensation would not normally be payable where the additional responsibilities occurred for one

month or less. Total compensation for all ZU-related overload assignments should not exceed 20% of

the individual éds annual sal ary. A dcead this Eevela ppr ov a
Payment for overload will be made at the end of each semester, or at the discretion of the Dean. The

Faculty Affairs office generates overload applications from the Faculty Work Assignment system and

following verification by each college, submits the overload compensation list to the Provost for

approval.

The rates for overload payment for teaching or non-teaching assignments over and above the normal
worklobadar e based on t he f asbouldbe gstablisfedbbfaerth® sssigsmant ar y an
begins.

Faculty and Staff Awards

Zayed University recognizes outstanding performance by faculty and staff through Faculty and Staff
Awards presented to up to three faculty members and three staff members each year. The awards are
presented at the annual Convocation in August.

Nominations for awards are invited from the ZU community each spring. Faculty and staff members
may be nominated in recognition of their outstanding contributions and achievements over the past
year. Criteria for nominations include:
e Promotes or exemplifies the Universityébés mi
Is knowledgeable in their field or work area
Demonstrates leadership qualities
Shares their time and knowledge
Demonstrates initiative and creativity
Is respected by their peers
Has excellent interpersonal skills
Exemplifies professional behavior
Is a role model
Has exemplary communications skills
Is caring
Demonstrates dedication in job performance
Contributes positively to the University

Related Policies and Procedures:

HR -ALL-01 Appointments and Re-Appointments
HR -ALL-15 Disciplinary Measures

HR -FAC-02 Faculty Roles and Responsibilities
HR -FAC-03 Evaluation of Faculty

HR -FAC-04 Faculty Professional Development

oo T J>o To I
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A HR-FAC-05 Salary Administration for Faculty Appointments

A HR -FAC-06 Faculty Merit Salary Increases

A HR -FAC-07 Overload Compensation for Faculty and Academic Administrators
Other Resources:

A Calendar of Faculty Personnel Actions

A ZU Intranet http://webappl.zu.ac.ae/hr_intranet/awards/
University Resources:

A Provost

A Assistant Provost for Faculty Affairs

A College Dean/Unit Director

A Faculty Affairs Specialist, Office of the Provost
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SECTION 15
PROFESSIONAL DEVELOPMENT

All faculty and academic administrators are expected to participate in professional development
activities that ensure their ongoing effective contribution to the development of Zayed University and
their active engagement as scholars in their discipline fields and in the scholarship of teaching and
learning.

Professional development activities are intended to benefit Zayed University in several ways:
1. The result of any activity must be that students are the direct beneficiaries of the acquired
knowledge and expertise gained by the participating faculty
2. The reputation and visibility of Zayed University must be broadened and strengthened by the
activity
3. The activity must provide the individual faculty member with an opportunity to increase
his/her professional expertise and knowledge in the pursuit of excellence

The University will support, organize and, where appropriate, provide funding for approved
professional development activities. Preference will be given to endeavors that support stated priority
areas for the University and / or Colleges. Colleges are provided with professional development
funding each financial year and the Dean / Director has responsibility for administering those funds.

Hosting local or regional conferences, meetings, or workshops on campus, and developing workshops
for Zayed University faculty or for special groups are examples of activities that may directly benefit
Zayed University students.

Funded activities not involving international travel

Professional development activities that do not involve international travel can be approved by the
Dean or Director of the College or Department. No application is required to the Office of the
Provost.

Funded activities involving international travel

Faculty will complete the Request for Travel to Engage in Professional Development (Form HR -
FAC-04a) and forward to their Dean / Director. The Dean / Director will either approve the request as
specified or with adjustments to the funding, and forward to the Office of the Provost, or disapprove
the request and advise the faculty.

The Office of the Provost will inform the faculty, normally within five working days, if the request is
approved or not. If approval is granted, the faculty is advised of the level of funding approved, with
copy to the Dean / Director.

Unfunded activities
Faculty may also be granted professional leave each year for a maximum of eight days, to attend
professional activities at their own expense.

Further Education

Further education is encouraged and faculty may apply for a special short-term leave to complete
special degree requirements, such as defending a thesis. Zayed University will not provide financial
support to cover fees involved in further education.

Research Incentive Funds (RIF)

Professional development requests that are to be funded by RIF projects must also be consistent with
the theme and objectives of the RIF project and must be approved by the Office of Research prior to
approval by the Office of the Provost.
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Arrangements During Absence
Faculty who will miss classes because of an approved activity are responsible for arranging a suitable
substitute instructor or substitute activities during their absence.

Other
¢ Normally, eight calendar days is the maximum allowable period of absence for a conference
or meeting
e Faculty must define a strategy for dissemination of the benefits derived to colleagues and
where appropriate, to students, in their proposals
e Professional development activity will be reported and evaluated as part of the Annual
Faculty Performance Review process at Zayed University

Frequently Asked Questions about Professional Development Procedures

What types of professional development activities are funded by ZU?

Please see Policy and Procedure HR -FAC-04. Activities normally include participation in academic
and professional conferences, meetings, workshops, art galleries, seminars, symposia and training
programs.

How many days are allowed for a professional development activity?
A maximum of eight calendar days are allowed per trip.

Ismy Deands/ Directordés signature necessary for arg
Yes, requests for funding through the Office of the Provost or general University or college funds
must be through and supported by the College Dean or his/her designee.

Is the Provost 6s or hi s/ her designeeds signature al.\
request?
Only Professional Devel opment requests that 1incl
approval.

What documentation is required as part of the PD request?

For conferences or meetings, please attach a letter of acceptance, invitation and conference website.
An e-mail for the above is acceptable until a formal invitation/acceptance is received. For workshops
or training programs, please attach details of the workshop/training program or simply provide the
website address that has the right information. An airfare quote from ZU Travel Services
(Eric.DeJesus@zu.ac.ae ) must be attached to the application. For all other PD activities, please
provide supporting documentation that allows the verification of requested funds.

If classes will be missed, what alternative arrangements should I put in place?

The preferred arrangement is to arrange for colleagues to cover your classes. Other options include
pre-arranged assignments to be completed by students and a combination of substitute faculty and
independent assignments. Other arrangements can be made as considered appropriate by Colleges.

How long will it take for the PD request to be processed?

Due to the volume of requests, it takes about five workingdaysf or t he Prtoprooessthd s Of f i
approval of international PD requests. You must also allow time for review and approval within the

College. Colleges or units may have their own submission deadlines. You should also allow time for

any payments required to be processed by Finance.

How do I know the status of my request?

Your PD request will be forwarded fromyour Col | egedés admi ni st rieetYouon t o t
will receive an email from the Faculty Affairs (FA) office informing you once your application has
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been approved. Incomplete applications will mean a longer processing time. Your approved or
declined original PD application will be sent back to your Col | ege 6 s atdhronghrihe st r at i
University mail system.

To whom do | need to distribute copies of the approved PD request?
A copy of the approved PD request will be filed in your College, and copies need to be sent to Travel
Services and the Finance Department.

Where do | get my ticket from? Can | buy the ticket myself and then get reimbursed?

An airfare quote from ZU Travel Services (TS) (Eric.DeJesus@zu.ac.ae ) must be attached to the
application. Faculty may be issued a ticket from the TS (Dubai office only) or they may purchase their
tickets independently. However, they must have the quote from the TS in order to get reimbursement
from Finance for their ticket. Reimbursement will be up to the cheaper amount. (i.e., if you paid for
your own ticket and it was more expensive than what the Travel Services could have secured, then ZU
would reimburse you up to the amount of the TS quote).

What can be classified as AOther Travel o0 expense
AOt hero Tmawel ncl ude esti mat ensportdtianrat the destinatom s t of
including taxi, airport shuttle, train, ferry, etc. Receipts are required for reimbursement of costs
incurred for Aother travel expenses. 0

How much is the allowed budget for meal and incidental expenses?

Faculty on international travel for PD are allowed to have a per diem allowance (inclusive of tips)
which is currently a total of AED 180/ day (breakfast (AED 30), lunch (AED 60), dinner (AED 90)).
Expenses for incidental items are reimbursed at the standard rate of AED 30 per night of overnight
stay.

Faculty attending PD activities in the U.A.E. are allowed to have per diem allowances (inclusive of
tips) of AED 25 for breakfast (if leaving for work prior to 6:30 am or following an overnight stay),
AED 50 for lunch, and AED 75 for dinner (if leaving work after 7:00 pm or staying overnight.)
Expenses for incidental items are reimbursed at the standard rate of AED 25 per night of overnight
stay. Use of personal vehicles when transportation is not available through Travel Services is
claimable at the standard rate of AED 0.70 per kilometer.

These expenses do not require receipts to be reimbursed, but need to be properly specified in the
Foreign/Local Expense Claim form of the Finance Office. Please note that registration fee benefits
(e.g., conference gala dinner) should not be claimed as part of meal and incidental expenses.

The amounts of these allowances are subject to adjustment by ZU and are published on the Expense
Claim Forms (2" page).

Il s there such a thing as a APD travel advance?0o0
Up to 75% of the approved PD amount that is expected to be paid in cash may be taken as a travel

advance from Finance. You should allow time for such a request to be processed by Finance.

Advances are required to be cleared on return to the university and reconciled against the actual cost

incurred.

What are Aother expenseso that can be incurred o
the University?

Other expenses may include visa fees, reasonable internet usage fees, and translation fees that are

directly related to the PD activity. Any such items should be listed on the PD form and approved by

the Dean or designee. They will be reimbursed by the University provided that receipts are submitted

to the Finance Department, together with the completed Expense Claim Form. The purchase of books

and learning materials outside of the normal purchasing process must be approved in advance by the
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dean, director, or library supervisor. Some items may have to be registered and/or deposited with the
ZU library and/or Media Services.

Where can | get the Expense Claim Forms?

This form can be downloaded from the ZU Intranet, under Financial Services
(http://webappl.zu.ac.ae/fserv/ ). This form should be submitted to the Finance Office as soon as you
get back from your travel, together with all supporting receipts, to enable the Finance Office to
process the reimbursement of all the expenses that you incurred during the activity.

If my professional development and travel is within the U.A.E., what form should | use?
Use the same form (HR -FAC-04a Request to Engage in Professional Development) and have it
approved by your Dean or designee.

How would I know if my PD request is to be charged to my college, RIF, or other sources?
Most PD requests are to be charged to Colleges. If you have an active RIF project that includes a PD
component, your RIF project will be charged as long as your PD activity is consistent with the theme
and objectives of the RIF project. Other sources for funding may be grants from external parties.

If my PD is to be charged to my RIF account, what documents are needed to be submitted?
Documentation about your RIF project or link to University research site where your project is
mentioned. Your request will need to be approved by the Office of Research, as well as by your dean.

Can my PD application be rejected?

Most PD applications are approved although the amount of approved funding may be different than
requested. Applications may be rejected if they are not supported by documentation, if the activity is
scheduled during the start or end (i.e., during final assessments) of the semester, etc. Special cases can
be appealed to the Provost.

Am | expected to submit a report about my PD activity?

Yes. Please use form HR -FAC-04b to write your report. Submit your one-page report to your
Dean/Director, with a copy to the Office of Faculty Affairs, upon your return. The PD report is
needed for reimbursement of expenses.

Are there blackout dates / periods for Professional Development during the Academic Year?

Professional Development activities should be avoided during the first week of classes each semester

and during the assessment periods. Absence due to PD trips should no
advancement and should be coordinated withtheCo | | egeds requirements.

Who should I contact if | have questions?
Please contact your Dean/Director, the Assistant Provost for Faculty Affairs, or the Administrative
Officer of the Assistant Provost.

Related Policies and Procedures:

A HR -FAC-04 Faculty Professional Development
Other Resources:

A Request to Engage in Professional Development Form can be downloaded from the ZU Intranet site

under University Policies.

University Resources:

A Assistant Provost for Faculty Affairs

A Faculty Affairs Specialist, Office of the Provost

A Faculty Affairs Administrative Officer

A College Dean, College Administrative Officer
Other Resources:

A Expense Claim Forms
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SECTION 16
FACULTY RESEARCH AND CREATIVE ENDEAVORS

Goals

Zayed University fosters research, scholarship and creative activity that addresses the interests, needs, and
concerns of the U.A.E., the region and the world. It seeks to recruit and retain faculty with demonstrated
expertise and research capability who can contribute to the research agenda of the University. It involves
undergraduate and graduate students in research and individual study and continually seeks to establish
research training and support programs that develop national research capacity. ZU faculty use their
diverse international research experience to address contemporary issues of the U.A.E. as the nation
undergoes significant economic, social and cultural change. They also contribute broadly to international
scholarship covering all areas of significance. General information about research at Zayed University can
be found on the website: http://www.zu.ac.ae/research/

Services to the Research Community
The Office of Research at Zayed University offers the following services to the University faculty:

e Project funding supporuntdbr Gught 8Réseanth Fac
upo Grants for new faculty. Al l details re
found at:
http://www.zu.ac.ae/research/aspx/ResearchersFunding.aspx
http://www.zu.ac.ae/research/aspx/GrantManagement.aspx.

e The Provost sponsors a Provostd Research Fellowship, which is offered to Zayed University
faculty each semester. The aim is to provide a research support initiative to give a
semester release or a semester at a reduced load to faculty members with established research
or scholarly/creative project agendas. Full details are available at:
http://www.zu.ac.ae/research/aspx/ResearchersFunding.aspx

e Listing of grant funding opportunities both within the UAE and world-wide with relevance to
the United Arab Emirates. Further information is available at:
http://www.zu.ac.ae/research/aspx/ResearchersFunding.aspx

e Policies, procedures, forms and assistance with ensuring a world standard of research integrity
for all research activity undertaken by faculty and students at Zayed University. Full details,
including ethical clearance of research involving human or animal subjects are found at:
http://www.zu.ac.ae/research/aspx/Researchlntegrity.aspx

e Facilitation  and support ~ of  university  publications  and conferences,
http://www.zu.ac.ae/research/aspx/ZUPubsConf.aspx
major research centers, http://www.zu.ac.ae/research/aspx/ResearchCenters.aspx and research
training, workshops and resources
http://www.zu.ac.ae/research/aspx/ResearchersTraining.aspx
The 2009-2010 academic year will see an expansion of the training facilities offered to
students who are interested in becoming more involved in active research projects.
For more information contact research@zu.ac.ae

Use of other units
Policies and procedures regarding liaising with other University units such as Purchasing, Travel Services,
Finance, Library, IT are available on the research website: http://www.zu.ac.ae/research/

Information relating to the University Standing Committee on Research can be found at:
http://www.zu.ac.ae/research/aspx/Committees.aspx
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Related Policies and Procedures:
e ACA-RES-01 Public and Private Support for Research and Sponsored Programs
e ACA-RES-02 Research Involving Human and Animal Subjects
e ACA-RES-03 Intellectual Property
e ACA-RES-04 Approval of External Requests to Use Zayed University Faculty, Staff and Students as
Research Subjects
e HR-FAC-01 Academic Rank and Promotion for Faculty
e HR -FAC-02 Faculty Roles and Responsibilities
e HR -FAC-04 Faculty Professional Development
Other Resources:
e Calendar of Faculty Personnel Actions
University Resources:
e  Assistant Provost for Graduate Programs and Research
e Director of Research
e University Standing Committee on Research
e College Research Committee
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SECTION 17
CONSULTING AND OUTSIDE EMPLOYMENT BY ZU FACULTY

Zayed University requires a full-time commitment from all full-time employees. Notwithstanding,
faculty may be allowed to offer consulting services or be engaged in temporary employment with
another employer subject to the provisions of Policy and Procedure HR -ALL-10.

No consulting or other employment may be initiated by a ZU employee without prior approval.
Faculty seeking approval must submit an application to the Provost through their Dean or Director
containing information about the consulting or other employment. The application form is available
from Faculty Affairs.

In assessing each application, the following factors will be considered:

1. The faculty must demonstrate that the consulting or other employment does not interfere
with or adversely affect their ability to satisfy all of the responsibilities of their full-time
position with the University

2. The faculty must satisfy the University that the consulting or other employment is not in
competition or conflict with the University

3. The faculty must show commitment to conducting the consulting or other employment in
a manner consistent with the ethical and professional standards of the University

4. The faculty must demonstrate that the consulting or other employment does not require
sponsorship by another employer

5. The faculty must agree and ensure that no University resources are used in their
consulting or other employment

Related Policy and Procedure:
A HR -ALL-10 Consulting and Outside Employment by ZU Faculty and Staff
University Resources:
College Dean or Unit Director
Assistant Provost for Faculty Affairs
Faculty Affairs Specialist, Office of the Provost
Human Resources

To o o o
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SECTION 18

DEANSQ ASSOCIATE D E A N ARD ASSISTANT DEANSOGROLES AND

Deans

RESPONSIBILITIES

The Deans provide academic leadership for each of the colleges. Responsibilities include
development of the curriculum, recruitment and evaluation of faculty and staff, assignment of
teaching and other duties to faculty, maintenance of close relationships with professional
communities in the U.A.E., determination of budget allocations in an efficient, cost-effective manner
and working with faculty and students to provide a positive student-learning environment.

The Responsibilities

Leadership

Strategic

Programs

Provides leadership in Abu Dhabi and Dubai campuses on developing and maintaining
high academic standards; development, delivery and evaluation of curriculum and
instruction, strategic planning, faculty recruitment and development; and oversight of
media outreach

Operates the College within its budget allocation in an efficient, cost-effective manner
and develops initiatives for new funding

Creates and maintains a clear long-term strategy for the College in alignment with Zayed
UniversityG mission and strategic plan involving teaching, scholarship and service
Understands, promotes asodandigmalpl e ment s

Develops and implements curriculum

Develops and implements training and research opportunities

Assists in the development of institutional policies and procedures

Works collaboratively with faculty to develop curriculum consistent with accreditation
standards

Promotes and supports improvements in instruction by faculty

Assigns teaching loads and related activities to faculty and oversees scheduling of courses

Relationship Building

Staffing

Maintains close relationships with professional communities in the United Arab Emirates
Creates academic alliances as appropriate with institutions of higher education within the
U.A.E., as well as with institutions in the United States and other countries

Works with Student Affairs to develop a positive student-learning environment, including
academic integrity, student progression and admission

Oversees student activities (instruction, advising, extracurricular activities, internship, and
student organizations)

Advises, assists and provides solutions to Associate and Assistant Deans on issues related
to the smooth operation of the College

Initiates staffing requests with HR; conducts interviews and makes staffing
recommendations for the College

Provides orientation to new faculty and support staff

Supervises faculty and makes recommendations related to merit salary increases and
retention where appropriate

Works with faculty to determine objectives for the academic year

Evaluates performance throughout the year against these objectives
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Associate and Assistant Deans

Associate and Assistant Deans are academic administrators who are part of the administrative group
of each College. They perform key managerial and academic functions within their Colleges and
University. They are also expected to be active in teaching, research and service. Associate and
Assistant Deans are evaluated annually by their Dean. They complete a variety of activities which
constitute an integral part of the academic life of their respective Colleges. Following are key roles
and responsibilities carried out by Associate and Assistant Deans at Zayed University. Many of these
tasks are performed in consultation with their Deans or in varying degrees of collaboration with
Deans.

Service to the College may include, but is not limited to, the following:

e Assist the Dean in providing academic leadership and administrative services to ensure
full and accurate implementation of all undergraduate and post graduate degree programs
in the college

e Assist the Dean in managing the day-to-day operation and activities of the College,

including supervision of faculty and staff

Prepare reports as requested by the Dean

Serve as Acting Dean when requested

When necessary represent the Dean at conferences or in recruitment

Serve on and/or chair appropriate College committees, including search committees

Coordinate the Collegebs |1 ocal and overseas

and events which occur throughout the year

Review the College curriculum with the Dean and the academic affairs committee to

make sure itis currentto meettheUni ver si t yé6s needs

Coordinate textbook requests and orders with the administrative officer

Create the College schedule of classes each semester

Maintain planned curricula on all students and coordinate the advisor lists

Participate in all efforts to advance the curriculum of the College, including the

development of new courses, minors, etc.

Register students into courses and modify student registration during the drop/add period

Provide override registration for advisors during pre-registration and add/drop period

Coordinate the Arabic labs and Arabic courses offered to complement the College courses

Teach classes as assigned by the Dean

Oversee the coordination of the internship program of the College

Review and assess student portfolios

Coordinate capstone presentations

Support faculty internship supervisor, and supervise internships when necessary,

including summers

Visit classrooms and evaluate all faculty annually, including adjuncts

Prepare faculty teaching assignments and coordinate them with research efforts

Assist the Dean in reviewing and evaluating faculty portfolios

Assist faculty with requests for materials, including hardware, software, etc.

Assist the Dean in conducting annual review of appropriate staff, including administrative

officers, administrative assistants and laboratory managers

e Organize special events, including logistics and presentations, such as the academic
festivaL Maj or s6 Day and soci al events

e Work closely with outside constituents such as parents, schools, other universities

e Mentor new faculty and mentor/manage staff personnel

¢ Retain an active research agenda

Service to the University may include, but is not limited to, the following:
e Work with other Associate and Assistant Deans to address common issues
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Assist the Dean in serving as host to special guests who might visit the university,
including those attending conferences, workshops and special programs

Coordinate class needs across departmental and College lines, including working closely
with the registrar and career services

Certify faculty workloads as required by the university

Certify all studentsdéd majors as requi
Assist the Dean in responding to requests for data and inquiries from other Colleges and
units within the university

Serve on university-wide committees when appropriate

Maintain files on alumnae to keep them in touch with the university

Serve as liaison for the College to implement the ZU/SEDONA Faculty Database

Engage in research and other professional activities

Assi st the Dean in overseeing the Col

Service to Students may include, but is not limited to, the following:

Each

Serve as counselor and problem solver for students, carefully balancing the rights and
expectations of students and faculty

Maintain accurate student records and keep them on track to graduate and perform a
degree audit and certify students for graduation

Address attendance issues with students when required

Advise students when necessary, particularly new students coming into the College
Respond to student concerns about instructors, courses, programs, etc.

Resolve class conflicts

Review and resolve grade appeals

Assist in the coordination of and participation in student field trips throughout the
academic year

Coordinate and assist as required with internships, capstone projects and presentations
Develop practicum classes and coordinate independent study classes with faculty

Provide references for studentsd written and orald to prospective employers and
graduate programs

Col | ege 6s Ajsooidte ardl Assistant Dgans finag vary $lightly from the above.

Besides including most if not all of these responsibilities, colleges may identify tasks or functions to
accommodate their particular needs or mission.

Related Policies and Procedures:

Too T Joo Too T Joo To T Joo To T

ACA-ADM-07 Code of Academic Conduct

HR -AAA-01 Salary Administration for Academic Administrative Appointments
HR -AAA-02 Evaluation of Academic Administrators

HR -ALL-12 Employee Conduct

HR -FAC-08 Zayed University Code of Professional Ethics
HR -FAC-09 Academic Freedom

STU-ADM-01 Student Security

STU-ADM-02 Code of Student Conduct

STU-ADM-03 Student Organizations

STU-ADM-08 Student Complaints

STU-ADM-11 Alumnae
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SECTION 19
ACADEMIC ADMINISTRATOR PERFORMANCE REVIEW

The performance of academic administrators (including Deans, Associate and Assistant Deans, the
Director of the Academic Bridge Program, Department Chairs, Academic Supervisors and Directors
of Research Centers) is reviewed each year. The review process supports decisions for probationary
assessment, annual salary increment determination, promotion in rank decisions, and contract renewal
decisions.

The evaluation involves three steps.

Step 1

A self-assessment is completed by the academic administrator.

Step 2

A confidential survey of faculty and staff reporting to the academic administrator may be conducted
by the Office of Institutional Research. The survey is conducted electronically and anonymity of the
responses is maintained. Factors addressed include Leadership; Organizational and Administrative
Skills; Faculty and Staff Relations; Faculty Development, Retention, and Quality; Student Relations;
Community Relations; and Overall Performance. While the decision to conduct the survey rests with
the supervisor, at a minimum it is normally conducted during the first year of an administrative
appointment and again before contract renewal.

Step 3

The annual performance evaluation is completed by the supervisor.

Policy HR -AAA-02 and its associated Procedures provides details of the process.

Related Policies and Procedures:
A HR-AAA-01 Salary Administration for Academic Administrative Appointments
A HR -AAA-02 Evaluation of Academic Administrators
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SECTION 20
ZAYED UNIVERSITY CODE OF PROFESSIONAL ETHICS

Membership in the academic community carries with it special responsibilities. This is the basis of a
set of principles originally articulated in 1966 by the American Association of University Professors
(AAUP). The AAUP standards are a result of general professional consensus and are seen as basic to
acceptable faculty conduct. Institutions of higher education the world over have affirmed the AAUP
Statement on Professional Ethics, and Zayed University faculty are expected to adhere to these
principles. The intention is to uphold the highest standards of teaching and scholarship while
advancing the institutional mission. The AAUP Statement addresses five crucial areas of faculty
responsibilities & to the profession, to students, to the community of scholars, to the academic
institution itself and to the community at large.

Responsibility to the Profession

Professors, guided by a deep conviction of the worth and dignity of the advancement of knowledge,
recognize the special responsibilities placed upon them. Their primary responsibility to their subject is
to seek and to state the truth as they see it. To this end faculty devote their energies to developing and
improving their scholarly competence. They accept the obligation to exercise critical self discipline
and judgment in using, extending, and transmitting knowledge. They practice intellectual honesty.
Although faculty may follow subsidiary interests, these interests must never seriously hamper or
compromise their freedom of inquiry.

Responsibility to students

As teachers, faculty encourage the free pursuit of learning in their students. They hold before them the

best scholarly and ethical standards of their discipline. Faculty demonstrate respect for students as

individuals and adhere to their proper roles as intellectual guides and counselors. Faculty make every

reasonable effort to foster honest academic conduct and to ensure that their evaluations of students

refl ect each st ud e nttthe sonfitlential @eaturenef thé relationshiph ketyweenr e s pe ¢
faculty and student. They avoid any exploitation, harassment, or discriminatory treatment of students.

They acknowledge significant academic or scholarly assistance from them. They protect their

academic freedom.

Responsibility to community of scholars

As colleagues, faculty have obligations that derive from common membership in the community of
scholars. Faculty do not discriminate against or harass colleagues. They respect and defend the free
inquiry of associates. In the exchange of criticism and ideas faculty show due respect for the opinions
of others. Faculty acknowledge academic debt and strive to be objective in their professional
judgment of colleagues. Faculty accept their share of faculty responsibilities for the governance of
their institution.

Responsibility to the academic institution

As members of an academic institution, faculty seek above all to be effective teachers and scholars.
Although faculty observe the stated regulations of the institution, provided the regulations do not
contravene academic freedom, they maintain their right to criticize and seek revision. Faculty give
due regard to their paramount responsibilities within their institution in determining the amount and
character of work done outside it. When considering the interruption or termination of their service,
faculty recognize the effect of their decision upon the program of the institution and give due notice of
their intentions.

Responsibility to the community at large

As members of their community, faculty have the rights and obligations of other residents. Faculty
measure the urgency of these obligations in the light of their responsibilities to their subject, to their
students, to their profession, and to their institution. When they speak or act as private persons, they
avoid creating the impression of speaking or acting for their college or university. As individuals
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engaged in a profession that depends upon freedom for its health and integrity, faculty have a
particular obligation to promote conditions of free inquiry and to further public understanding of
academic freedom.

Related Policies and Procedures:
e HR-ALL-08 Termination of Employment
e HR-FAC-02 Faculty Roles and Responsibilities
e HR-FAC-03 Evaluation of Faculty
e HR-FAC-08 Zayed University Code of Professional Ethics
e HR-STA-01 Salary Administration for Staff Appointments
Other Resources
A The AAUP Statement on Professional Ethics, along with a brief introduction, can be found at
http://www.aaup.org/AAUP/pubsres/policydocs/contents/statementonprofessionalethics.htm.
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SECTION 21
CODE OF ACADEMIC CONDUCT

Zayed University expects and requires all students to demonstrate integrity in all of their academic
work. Zayed University Policy ACA-ADM-07 defines academic integrity and lists prohibited
behaviors which include, but are not limited to:

e cheating;

e plagiarism;

o falsification of data;

e inventing or misrepresenting research or citations;

¢ helping others to cheat, plagiarize or falsify material;

e Obtaining copies of tests without permission;

e misrepresenting coursework done for another course as new work without prior

permission from the instructor;

interfering with other studentsd work

e taking a quiz or examination for another student, or having another student take a quiz or
examination for oneself;

e coll aborating with others on assignteents

prior permission of the instructor; and,

e abuse, misuse or appropriation of shared instructional or research resources.
U Destroying or tampering with shared instructional or research resources
U Withholding or hiding shared instructional or research resources
U  Appropriation of shared instructional or research resources

The policy also states expectations for relations with faculty and staff, noting that students are
expected at all times to tell the truth and not attempt to deceive or to hide the truth. They are required
to behave courteously and considerately and obey the commands of faculty and staff as required in the
Code of Student Conduct (see also section on Code of Student Conduct). Faculty and staff set the
standards for appropriate behavior.

Students who violate the Code of Academic Conduct are subject to disciplinary procedures as detailed
in the Procedures associated with Policy ACA-ADM-07. Violations are dealt with in the department
or College, and usually begin with the instructor. The department or college and the office of the Dean
of Student Affairs are notified of violations so that multiple violations can be identified.

The Procedures also specify Library Quiet Rules and provide definitions for Cheating and Plagiarism.
Much of the content of the Policy and Procedures on Academic Conduct is also presented in the
University Catalog and the Student Handbook.

Related Policies and Procedures:
A ACA-ADM-07 Code of Academic Conduct
University Resources:
A Dean of Student Affairs
A Assistant Deans of Student Affairs (Abu Dhabi North Campus, Abu Dhabi South Campus, and Dubai )

43

me



Faculty Handbook | 2009-2010

SECTION 22
CODE OF STUDENT CONDUCT

Zayed University requires appropriate behavior of its students in the interest of campus safety and
order and to assist students in learning responsible behavior. Zayed University Policy STU-ADM-02
defines student rights and responsibilities and specifies, in the Code of Student Conduct, both required
behaviors and prohibited behaviors for students and student groups.

Students are required to:

attend the university during scheduled class hours;

attend all classes regularly and punctually;

complete assignments on time;

meet all requirements for course completion and program completion; and
understand and make every effort to maintain good academic standing.

Prohibited behaviors are detailed in the Policy.

Students who violate the Code of Student Conduct are subject to disciplinary procedures as specified
in the Policy and detailed in the Procedures associated with Policy STU-ADM-02. Sanctions range
from oral notice or warning through dismissal from the University. Disciplinary processes are handled
through the office of the assistant dean for Student Affairs.

The Procedures also specify the process for approval of requests from students and student groups.
Much of the content of the Policy and Procedures on Student Conduct is also presented in the
University Catalog and the Student Handbook.

Related Policies and Procedures:
A STU-ADM-02 Code of Student Conduct
University Resources:
A Dean of Student Affairs
A Assistant Deans of Student Affairs (Abu Dhabi North Campus, Abu Dhabi South Campus, and Dubai )
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SECTION 23

ACADEMIC INTEGRITY

Zayed University Honor Code

In the Name of God Most Gracious Most Merciful

As a student of the University that carries the name of the beloved and revered father of the nation,
the late Sheikh Zayed Bin Sultan Al Nahyan (may his soul rest in eternal peace), | pledge to:
e demonstrate the virtues of honesty, respect and fairness;

e (dedicatemysel f t o
I promise to honor Sheikh Zayed and to preserve his legacy by following the example set by the wise

and beloved father of the United Arab Emirates.

t he

achi

adhere to the highest standards of personal moral conduct;

refrain from any and all forms of academic dishonesty;

present a positive image of myself by acting with maturity and honor;
take responsibility for my actions and do my part to maintain a community of trust; and to

evement

Message to Faculty from ZU Honor Council Student Members
Academic integrity is a fundamental principle upon which every reputable educational institution is
based. Zayed University is no exception, for we, too, aspire to be a leading educational institute that
conforms to high standards of academic integrity. To achieve this goal, we need your active support
and co-operation to help raise awareness among your students about the importance of honesty and

integrity in all aspects of university life.

of

t he

Uni

At the beginning of each semester, we ask that you please discuss the Zayed University Honor Code
with your classes. The Honor Code constitutes the academic, intellectual and ethical standards
expected from students, faculty and staff at Zayed University. This code was devised to help set the

guidelines for proper behavior at the university, and they are based on the values and ideals of our

revered namesake, Sheikh Zayed bin Sultan Al Nahyan. We feel very strongly about the Honor Code
because we believe that we all have a responsibility to honor the name of this great institution and we
know that the actions and behaviors of our students reflect directly on the reputation of this university.

To assist with carrying out the message of the Honor Code, there is a group of dedicated members,

mostly students, who are committed to bringing awareness to the campus community about the
expectations described in our Code. This group is known as the Honor Council and our job is to
educate and encourage the campus community to adhere to the Honor Code values. We hope that

when students know about the Honor Code, they will demonstrate honesty and maturity in all of their

actions.

To help support the Honor Council, we kindly ask you to:
include the Honor Code in your syllabi for your classes;

engage students in discussions about the importance of academic integrity;

clearly state your expectations for your assignments, especially when individual work is

required,;

speak to your students about the seriousness of academic Honor Code violations, as well
as the consequences for academic misconduct;

be vigilant during exams;

confront and/or report on honor code violations to the Dean or Assistant Dean of Students

on your campus;

regularly discuss academic integrity with your students throughout the semester so that
the message is continually reinforced; and,
nominate students who demonstrate honesty and integrity for membership on the Honor

Council.
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We know that when academic dishonesty is known to occur at the university, this reflects poorly on
the image of our students and ultimately diminishes the value of our degree. Therefore, we ask that
you give us your full support by letting your students know that academic integrity is a top priority in
your classroom. We need the support of all faculty to help us in this endeavor because you are our
first line of defense and deterrence against academic misconduct.

We welcome all inquiries, remarks, or recommendations, so please feel free to email us at
honorcouncil@zu.ac.ae with your questions and feedback.

Thank you,
Zayed University Honor Council
Abu Dhabi and Dubai Campuses

Related Policies and Procedures:
A ACA-ADM-06 Attendance
A ACA-ADM-07 Code of Academic Conduct
A ACA-ADM-10 Off-Campus Programs and Activities
A STU-ADM-02 Code of Student Conduct
University Resources:
A Dean of Student Affairs
A Assistant Deans of Student Affairs (Abu Dhabi North Campus, Abu Dhabi South Campus, and Dubai )
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SECTION 24
DISCIPLINARY MEASURES

Policy HR -ALL-1 5 outlines t he Universityos pleawlpect at i
disciplinary measures for employees whose job performance or conduct is unsatisfactory.

University Expectations

All employees of Zayed University are expected to conduct themselves in a professional and ethical
manner not only as employees but also as residents within the United Arab Emirates. This includes
respect for the laws, customs and traditions of the United Arab Emirates. In addition, employees are
expected to behave respectfully with colleagues, students and others and comply with University
policies, regulations and other requirements of the University. Employees are expected to fulfill their
job responsibilities while meeting the highest standards of performance and adhere to an exemplary
code of conduct appropriate for a University setting.

It is the responsibility of officials and supervisors at all levels to monitor the performance of faculty
and staff and, where necessary, institute the appropriate disciplinary measures to maintain high
professional and ethical standards. The following disciplinary measures shall be applied as
appropriate:

1. Verbal notice or warning

2. Written warning

3. Suspension of salary partially or in whole

4. Termination of employment with forfeiture of salary and benefits and travel tickets in part

or in whole

Policy HR -ALL-15 explains the employeeé right to present a defense and to appeal disciplinary
measures brought against him or her, the appeal authority and the period allowed for an appeal.

Related Policies and Procedures:
e HR-ALL-08 Termination of Employment
HR -ALL-12 Employee Conduct
HR -ALL-15 Disciplinary Measures
HR -FAC-02 Faculty Roles and Responsibilities
HR -FAC-03 Evaluation of Faculty
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SECTION 25
RESIGNATION AND TERMINATION OF EMPLOYMENT

Policy HR -ALL-08 Termination of Employment states that a termination of employment may result
from any one of the following actions:

Resignation by the employee

Termination of employment by the employer

Termination of employment for disciplinary reasons

Incapacity

Death

Contract expiration

ocouaprwhE

Policy HR -ALL-08 describes the legal rights and obligations of the University, faculty, academic
administrators and staff who fall under any of the following categories related to termination of
employment. Of particular importance is the notice period required for resignation and the satisfactory
completion of the University clearance process. Generally, faculty resignations must coincide with the
end of the academic semester or the faculty member may forfeit his/her entitlement to benefits.

Employees are strongly advised to refer directly to the relevant articles of this policy for accuracy
purposes.
I1l.  Termination of Employment by the University During the Probationary Period
IV. Resignation by the Employee During the Probationary Period
V. Termination of Employment by the University Beyond the Probationary Period
VI. Resignation by the Employee Beyond the Probationary Period
VII. Termination of Employment by the University for Disciplinary Reasons
VIIl. Termination of Employment due to Incapacity
IX. Termination of Employment due to Death of Employee
X. Contract Expiration
XI. Special Circumstances

Related Policies and Procedures:
A HR -ALL-08 Termination of Employment
A HR -ALL-15 Disciplinary Measures
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SECTION 26
LEAVING THE UNITED ARAB EMIRATES

Policy HR -ALL-04 explains the benefits each faculty member is entitled to at the end of his/her
service at Zayed University and the provisions of such benefits.

These include:
e End of Service Benefit
e Relocation Travel Tickets
¢ Repatriation Allowance

Policy HR -ALL-04 is administered by the Human Resources Department. Any questions can be
directed to the appropriate HR Manager or the Director.

Related Policies and Procedures:
A HR -ALL-04 Benefits
A HR-ALL-08 Termination of Employment
A HR-ALL-15 Disciplinary Measures
Other Resources
A Visit t heving#lot abntfie HR site on the ZU Intranet
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SECTION 27
FACULTY AFFAIRS

The office of Faculty Affairs (FA) is part of the Office of the Provost. The Assistant Provost for
Faculty Affairs oversees this office. S/he works with a Faculty Affairs Specialist and an

Administrative Officer.

The Mission Statement of the Office of Faculty Affairs is the following:
iTo provide | eadership for planning,
that lead to the recruitment, appointment and retention of exceptional facultyatZ a y e d

Faculty Affairs is responsible for the following functions:

Preparing the Annual Calendar of Faculty Personnel Actions

Organizing the University faculty/staff meetings

Processing adjunct faculty appointments, workload and compensation
Preparing rank and salary assessments for faculty candidates
Coordinating faculty contract renewals, including probationary faculty
Coordinating the faculty merit increase process

Ensuring the effective implementation of faculty policies and procedures

coONoGR~LNE

Promotion Advisory Committee
9. Processing overload payments for faculty
10. Overseeing and approving professional development requests by faculty

poaesses di nat i
Uni versity

Coordinating the faculty promotion process in collaboration with the University Faculty

11. Providing advice to the Provost on all matters pertaining to faculty recruitment,

appointment and evaluation of faculty

12. Acting as a liaison between Colleges, HR and the Provost on various faculty matters

13. Coordinating faculty nominations for the ZU Faculty and Staff Award program
14. Providing timely and accurate advice to faculty on key personnel actions

University Resources

A Assistant Provost for Faculty Affairs

A Faculty Affairs Specialist, Office of the Provost
A Administrative Officer, Faculty Affairs
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SECTION 28

CALENDAR OF FACULTY PERSONNEL ACTIONS

20097 2010 Academic Year

Action

Deadlines

All Colleges, . .
Library and Learning Aca(;errglc;aBnr]ldge
Resource Center g

Renewal of Contract: Faculty in Final Year of Contract
Relevant faculty informed of contract
renewal process and deadlines by Faculty Thursd?\ijt(és g;’ tember Thursd?\ijle(;ks g;))tember
Affairs through Dean/Director
Faculty advise Dean or Director of their Thursday 17 September Thursday 24 September
interest in contract renewal (Week 3) (Week 4)
Deans and Directors submit their

. Thursday 8 October* Thursday 5 November
recommendations to the Provost on all (Week 6) (Week 10)

candidates for contract renewal

Faculty offered a new contract or notified
that another contract will not be extended

Thursday 29 October
(Week 9)

Thursday 26 November
(Week 13)

Signed contracts returned by those faculty
accepting new contracts

Thursday 26 November
(Week 13)

Thursday 24 December
(Week 17)

* College of Arts and Sciences: Thursday 15 October (Week 7)

NOTE: This Calendar of Faculty Personnel Actions is also

Administrators.

All Faculty

applicable to Academic

Deadlines Week Action

Probationary Faculty who began their Appointment in Spring 2009

Thur 29 Oct 9

Probationary faculty submit portfolios to the Dean

Thur 12 Nov 11

Written evaluations of performance discussed by Deans or designees in
meetings with probationary faculty
Submission to Provost

Thur 26 Nov 13

Probationary faculty notified that they have successfully completed
probation or are not to have their contracts renewed beyond the end of
the Fall 2009 semester
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Deadlines

Week

Action

Faculty Requesting Promotion

Tues and Thur

17 and 19 Nov 12 Workshops on Faculty Promotion Procedures

Thur 10 Dec 15 Efg:}lty who do not meet criteria submit promotion pre-application to the

Thur 31 Dec 18 Deans _submlt recommgndatlon to Provost on eligibility to apply for
promotion for pre-applying faculty

Thur 7 Jan 19 Provost notifies pre-applying faculty of eligibility to apply for promotion

Thur 18 Feb 2 Faculty seeking promotion submit portfolios to the Dean

Thur 4 Mar 4 Extemal reviewers selected, approved by Provost, and materials
submitted

foled External reviews received

e College promotion committees submit recommendations to Dean

Thur 6 May 13 Deans submit recommendations to the Provost

Thur 3 June 17 University _Faculty Promotion  Advisory Committee  submits
recommendations to Provost

Mon 14 June 19 Decisions regarding promotion announced

Probationary Faculty who began their Appointment in Fall 2009

Thur 11 Mar 5 Probationary faculty submit portfolios to the Dean
. Written evaluations of performance discussed by Deans or designees in
Thur 1 April 8 - - . e
meetings with probationary faculty. Submission to Provost
Probationary faculty notified that they have successfully completed
Thur 22 April 11 probation or are not to have their contract extended beyond the end of the

Spring 2010 semester

Evaluation of al

| Faculty other than Probationary Faculty

sun 11 April 10 Portfolios submitted by faculty to the office of the Dean. Self
P Assessment submitted by Academic Administrators to their Supervisor
Thur 15 April 10 Request to Instltut!onal Rgs_earch Offlce by_ Dean/Supervisor to conduct a
survey of Academic Administrators if required
Thur 6 May 13 Written evaluations of performance discussed by Deans/Supervisors or

designees in meetings with faculty or Academic Administrators

Merit Salary Increases

Deans submit recommendations to the Provost for placement of faculty

Thur 13 May 14 . . . .
in the appropriate category for merit salary increase
Deans or supervisors submit recommendations to the Provost for
Thur 20 May 15| placement of Academic Administrators in the appropriate category for
merit increases
Mon 14 June 19 Faculty and Academic Administrators notified of plans for salary

increases

** Date to be determined by College

Notice of Resignation

31 January 2010
31 July 2010

For faculty who do not wish to continue beyond July 2010
For faculty who do not wish to continue beyond January 2011
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SECTION 29

ACADEMIC CALENDAR

2009-2010 Zayed University Academic Calendar

Sunday 30 August 2009 to Monday 14 June 2010

2009-2010 ACADEMIC YEAR

Sun 30 Aug 2009 to Mon 14 Jun 2010

New Faculty report

Returning Faculty report
Convocation

Returning students registration

New students: Orientation and registration

Sun 9 Aug 2009

Sun 16 Aug 2009

Tue 18 Aug 2009 and Wed 19 Aug 2009
Sun 23 Aug 2009 to Thu 27 Aug 2009

Sun 23 Aug to Thu 27 Aug 2009

First Semester

Sun 30 Aug 2009 to Thu 7 Jan 2010

Start of classes
Last day to add/drop a first semester or first term course
Last day to suspend registration

Last day to withdraw from a first term course without
penalty

Last day to withdraw from a first semester course without

penalty

Independent Learning Activity Day

End of first term

Start of second term

Last day to add/ drop a course in second term
Last day to suspend second term registration
Independent Learning Activity Day

Last day to withdraw from a second term course without
penalty

First semester and second term course final assessments
Mid-year break

Orientation / Planning / Intensive Study Period
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Sun 30 Aug 2009
Thu 3 Sep 2009
Thu 10 Sep 2009

Thu 17 Sep 2009

Thu 8 Oct 2009

Sun 11 Oct 2009
Thu 29 Oct 2009
Sun 1 Nov 2009
Thu 5 Nov 2009
Thu 12 Nov 2009
Mon 16 Nov 2009

Thu 19 Nov 2009

Wed 30 Dec 2009 to Thu 7 Jan 2010
Sun 10 Jan 2010 to Thu 28 Jan 2010
Sun 31 Jan 2010 to Thu 4 Feb 2010
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Second Semester

Sun 7 Feb 2010 to Mon 14 Jun 2010

Start of classes

Last day to add/drop a course in second semester or third
term

Last day to suspend registration

Last day to withdraw from a third term course without
penalty

Independent Learning Activity Day

Last day to withdraw from a second semester course
without penalty

End of third term

Mid-semester break

Start of fourth term

Last day to add/drop a course in fourth term
Last day to suspend fourth term registration
Last day to withdraw from a fourth term course
Independent Learning Activity Day

Second semester and fourth term course final assessments

Sun 7 Feb 2010
Thu 11 Feb 2010

Thu 18 Feb 2010
Thu 25 Feb 2010

Thu 11 Mar 2010
Thu 18 Mar 2010

Thu 1 Apr 2010

Sun 4 Apr 2010 to Thu 8 Apr 2010

Sun 11 Apr 2010
Thu 15 Apr 2010
Thu 22 Apr 2010
Thu 29 Apr 2010
Wed 5 May 2010

Sun 6 Jun 2010 to Mon 14 June 2010

Summer Session

Sun 20 Jun 2010 to Thu 29 Jul 2010

Start of classes
Last day to add/drop a summer course

Last day to suspend registration

Sun 20 Jun 2010
Tue 22 Jun 2010
Thu 24 Jun 2010

Last day to withdraw from a summer course without penalty ~ Thu 1 July 2010

Summer Session final assessments Sun 25 Jul 2010 to Thu 29 Jul 2010
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2009-2010 Zayed University Academic Calendar
Religious and Public Holidays (tentative dates)

Note: Classes may be in session on these dates

Al I sr aba--Wal---Mi-f-aaa{------- Sun 19 Jul 2009

Eid Al Fitr -------------------moommoo oo Sat 19 Sep 2009 to Mon 21 Sep 2009**
Eid Al Adha ------=====mmmmmmm e Thu 26 Nov 2009 to Sat 28 Nov 2009
National Day ------------------------"oooooo-- Wed 2 Dec 2009 and Thu 3 Dec 2009
Al Hijra New Year -----------------cooomooo——- Fri 18 Dec 2009

New Year-é-s--Bay------------------ Fri 1 Jan 2010

Prophet 6s--Bi-1-t-h-d-a-y----------- Fri 26 Feb 2010

Al |l srada--Wal---Mi-f-aaq------- Fri 9 Jul 2010

1. Zayed University will announce officially any closure on a religious and/or public holiday to
staff and students.

2. National Holidays and Ramadan are based on the Official Hijra Calendar from the Ministry of
Justice & Islamic Affairs or from the Dubai Department of Islamic Affairs and Charitable
Activities, subject to confirmation.

3. Ramadan is expected to begin on Thursday, 20 August 2009, ending on Friday 18 September
2009.

**  Holiday may include 29" and 30" days of Ramadan.
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SECTION 30
FREQUENTLY ASKED QUESTIONS

This section provides useful links, policies, or procedures regarding the following frequently asked
guestions:

I. How do | book or reserve a room?

1. Go to the Intranet (http://webappl.zu.ac.ae/) then click Resource Scheduler
Dubai campus: http://webappl1.zu.ac.ae/apps/eventsdxb/
Abu Dhabi, South Campus: http://webappl1.zu.ac.ae/apps/eventsauh/
Abu Dhabi, North Campus: http://webapp11.zu.ac.ae/apps/eventssw/
2. Once you are in the site, you can do the following:
U Seeall Events

U See your own booked events

U Check available rooms

U Request for an event (a form will be shown in the screen for you to fill out and once your
request has been recorded, a confirmation email will be sent to your account)

U Edit your requested event

U See events for the other Campus

I1. Who do I call if I need assistance from facilities to set up the venue of our event or activity?

The Campus Physical Development Office (CPDO) will be happy to assist you with your
facilities needs. You may email facilitiesDxb@zu.ac.ae or facilities@Auh@zu.ac.ae regarding
these matters.

For more information about CPDO, access to facilities request forms, location map, and
emergency procedures, please go to http://www.zu.ac.ae/cpdo.

I11. How do | request media equipment or services?

Send an email to MediaServicesDxb@zu.ac.ae in Dubai or MediaServiceAuh@zu.ac.ae in Abu
Dhabi specifying your request details (i.e. name of event or class, venue, media needs such as
projector, screen, DVD player, or microphones). These media needs may also be specified when
you book a room or event using the Resource Scheduler.

If you use the Resource Scheduler, an email will automatically be sent to Media Services
notifying them of your request.

Should you need technical media services during the actual day of your event or class (i.e.
projector not working, or sound system not working), call Pastor i B h oFjorésca at +971-4-
4021-164 and Waldein Paul at +971-4-4021-563 in Dubai or Zeena Abdulkareem at +971-2-
4079-660 in Abu Dhabi for assistance.

Should you need to borrow external CD or DVD writers, go to the Media Services Office and sign
the borrowerdéds form. The Media Services staff

IVV. How do I borrow a University laptop?

1. Send an email to HelpDeskDubai@zu.ac.ae or HelpDeskAbudhabi@zu.ac.ae specifying the
details of your request (purpose of borrowing the laptop, name of borrower, department, date
and time of use)

2. The Help Desk staff will reply to your message indicating the date and time when you can
pick up the borrowed laptop
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VI.

VILI.

VIII.

3. Inpicking up your borrowed laptop, you need to present your ZU ID
4. Borrowed laptops should be returned to the Help Desk after use

I have problems with my PC or laptop. What should | do?

1. Go to http://webappl.zu.ac.ae/ , then click Service Desk (http://servicedesk.zu.ac.ae/)

2. Once you are at the Service Desk site, you can make a new request, edit your request or check
the status of your requests

3. If you are making a new request, please specify the problem, your office number, and office
location

4. A Computing Services staff member will come your office if necessary to assist you with the
problem

How do | get permission for students to go on a field trip?

The policies on Off Campus Programs and Activities are outlined in ACA-ADM-10 which can be
viewed by going to http://webappl.zu.ac.ae/, under University Policies.

Forms related to Internship, proposals for off-campus student activity, and instructor permission
for an off campus activity, in both English and Arabic versions, can be found on the ZU Intranet
site, under Policies.

How do I request transportation?

1. Any transportation requests must be sent to Travel Services in both campuses by sending an
email to Eric Delesus at Eric.DeJesus@zu.ac.ae in Dubai or to Hanan Algarni at
Hanan.AlGarni@zu.ac.ae or TravelServices auh@zu.ac.ae in Abu Dhabi. The email should
specify the transport details (location of pick-up and drop off point, date, time, persons
requesting for transport, department and purpose of travel). These requests include but are not
limited to the following:

a. Request for transportation going to and from Dubai and Abu Dhabi Campuses

b. Request for transportation to attend University related meetings outside of ZU campus

c. Request for transportation by Colleges for guests or visitorst o and fr om t
or accommodation.

d. Request for transportation for field trips or other off-campus student activities

e. Requests for air fare quotations for Local and International Professional Development or
International Business Travel purposes

2. For more information about Travel Services and forms related to their services, please click
here

How do I request hotel accommodation for business purposes?

Requests for accommodation for business purposes can also be done by sending a request to
Travel Services. Such requests should be approved by the Dean or unit head.

Where do | get payment claim forms, and other financial forms?

You may get these forms from the Finance Services ZU Intranet Site.
What are the available services at the ZU Business Center?

Services provided at the ZU Business Center are the following:

1. Color and Black and White photocopying and Printing(pl ease note ZU®6s
2. Laminating
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3. Binding
4. CD Burning and Labeling
5. Production of badges, nameplates, small signs, etc.

For items 1-5, please seek assistance from any of the Business Center Assistants. Kindly specify
the number of copies that you will need and the date that you will need them. Due to the volume
of work at the Business Center, it is advised that you submit your requests at least 3 days before
the date of use.

6. Scanning
Please seek assistance from a Business Center Assistant on how to use the scanner. You may
have to do this yourself. A PC is provided where you can save your scanned file/s, and/or
forward them via Groupwise to recipientsd ac

7. Aramex Courier Services
A local or international form is available at the Business Center. Fill out the form and indicate
if the shipment is a personal or a business shipment. Also, you may need to complete the
Aramex I nvoice Form upon Bus Expensssdor p&rsomalt er AS S
shipments will be deducted from the salary.

8. Local and International Mail Services
An Official Mail Dispatch form must be completed as per the instruction of the Business
Center Assistant.
Stamps for personal mail are paid cash in the Business Center.

9. The Business Center is also responsible in the collection and distribution of internal mail.
Simply place all outgoing internal mail inyourcol | ege/ uni t 6.s outgoing m

10. Fax Services
Ask for assistance of the Business Center employees. Charges for international faxes will be
deducted from your salary.

Timings are from 7:30 am i 5:00 pm.
For more information about the Business Center Dubai, you may email dxb_BusCenter@zu.ac.ae.

For more information about the Business Center Abu Dhabi, you may email
Sudesh.Perera@zu.ac.ae, extension 3600.

Where can | get office supplies?

You may get office supplies (i.e. folders, binders, pens, white board markers, paper clips, flip
charts, etc.) from the Stationary Stores. Please fill out the log book for all the supplies that you
have taken.

In Dubai, the Stationary Store is located in C-wing, ground floor, room number R-GF-032. For
guestions, you may contact Mahamood.Challakkara@zu.ac.ae, Extension 1152.

In Abu Dhabi, the Stationary Store is located in the X-Building in room X002. For questions, you
may contact Cherukat i R a Ravikdran, extension 3604, Cherukat.Ravindran@zu.ac.ae.
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XIl.

Who should I contact about catering needs?

Dubai:

Using the  Resource  Scheduler  for room  bookings on  the Intranet
(http://webappll.zu.ac.ae/apps/eventsdxb/requestEvent.aspx) will give you options to choose
from for Abela Catering.

For special or personalized catering needs in Dubai, please email Abela_Dxb@zu.ac.ae

or call extension 1841. Please specify the name of your department / college, date and time
needed, venue or event, and number of people.

The invoice should be checked by the one who ordered and must be signed by the Dean / Unit
head for payment purposes.

Abu Dhabi:
For catering needs on the Abu Dhabi campuses, please contact:

Anoop Gomez

ZU Site Supervisor

Tel: 050 300 18 01

Mail: anoop.gomez161@gmail.com

Carrim Baba

Operations Manager

Tel: 050 781 45 43

Mail: babacarrim@gmail.com

The Resource Scheduler allows you a limited online selection:
South campus http://webappl1.zu.ac.ae/apps/eventsauh/requestEvent.aspx,
North campus http://webappl1.zu.ac.ae/apps/eventssw/requestEvent.aspx)

The invoice should be checked by the one who ordered and must be signed by the Dean / Unit
head for payment purposes.
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SECTION 31
USEFUL RESOURCES AND REFERENCES

ZU Catalog - http://web_zu.zu.ac.ae/pdf/ZUcatalog2009-10.pdf

ZU Student Handbook -
http://www.zu.ac.ae/main/user files/student life/student handbook.pdf

ZU Policies and Procedures website - http://webappl.zu.ac.ae/apps/policies/policies.htm

Institutional Research Website - http://webappl0.zu.ac.aelir/
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