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Requirement for Verification of Qualifications

June 30, 2010

An essential part of our hiring process and a condition of employment at Zayed University (ZU) is the verification of academic and/or professional qualifications.  In order to verify the qualifications of existing and future employees, ZU requires the following:

1. The official transcripts of degrees attained and other relevant academic and/or professional qualifications obtained by the employee, forwarded directly to the Human Resources Department – Dubai from the granting institution; in the case of new hires this must be provided prior to start date and no later than three months following the employment effective date.  
2. In exceptional cases or in countries where transcripts are not issued by the granting institution, the individual must request written verification of qualifications to be sent from the granting institution directly to the University.  A template letter for this purpose is provided (below). 
3. At the discretion of the University, authentication, verification or evaluation of a degree may be required from a third party review/organization.  Applicants will generally be required to pay for the cost of such a validation. 

4. Original or attested diplomas are generally not sufficient verification of qualifications as they have not been received directly from the granting institution.  Attested degrees will only be considered in exceptional cases where other options of verification are not feasible.
The cost of providing official transcripts and/or verification of qualifications and degrees achieved is the responsibility of the individual.   
In the case of academic and professional qualifications for faculty members and academic appointments, the provided documents for the highest or terminal degree will be further verified by ZU Faculty Affairs to ensure they meet the University requirements and, where necessary, additional information may be required.

Individuals are requested to complete the provided form requesting verification from the granting institution when transcripts are not available.

(Insert Information of Issuing body)

Name

Mailing Address

Fax:

Email:

Dear Sir/Madam;

Re: VERIFICATION of QUALIFICATION

I, the undersigned, request verification of the qualification I attained at your institution, details as indicated below.  
	FULL NAME:
	insert your full name (first,middle, last)


	QUALIFICATION ATTAINED:


	

	DATE ATTAINED:


	


I would be grateful if you could verify these facts by completing the declaration below and returning this document by mail to Zayed University at the address noted below, as soon as possible.

Thank you for your assistance.

Yours sincerely,

Insert your name here
	DECLARATION

	The above mentioned individual:

	 ( Did attain the stated qualification
	( Did not attain the stated qualification

	Comments:

	Degree/Qualification Attained:

	

	Authorized Signatory:

	(Print Name & Title):
	Official Stamp:




Please forward directly to:

Human Resources

Zayed University

P.O. Box 19282

Dubai

United Arab Emirates


