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1. UNIVERSITY VISION, MISSION, GOALS AND STRATEGIC PLAN 

VISION 

MISSION 

NATIONAL VALUES, HERITAGE AND CULTURE 

INTEGRITY AND TRANSPARENCY 

SPIRIT OF TEAMWORK 
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LEADERSHIP AND LIFE-LONG LEARNING 

EFFECTIVENESS IN DECISION-MAKING 

EFFECTIVE COMMUNICATION 

GOALS 

 
 
 

 
 

HISTORICAL FACTS ABOUT UAE UNIVERSITY 

 

 
 
 

 
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 

IMPORTANT FACTS 

 
 
 
 
 

 

UAEU FIRSTS 

 

 

 
 
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2. ORGANIZATIONAL STRUCTURE OF THE DEPARTMENT, COLLEGE AND UAEU 

2.1 UAEU ORGANIZATIONAL STRUCTURE  

 
 
 
 

2.2  POLICIES AND PROCEDURES  

 
 

 
 
 
 
 
 
 
 
 

 
 Human Resources Policies
 

http://www.uaeu.ac.ae/en/about/organizational_charts.shtml
http://www.uaeu.ac.ae/en/about
http://www.uaeu.ac.ae/en/about/policies/
http://www.uaeu.ac.ae/en/about/policies/by-laws.pdf
http://www.uaeu.ac.ae/en/about/policies
http://www.uaeu.ac.ae/en/about/policies/#Admissions
http://www.uaeu.ac.ae/en/about/policies/#Undergraduate
http://www.uaeu.ac.ae/en/about/policies/#Graduate
http://www.uaeu.ac.ae/en/about/policies/#Research
http://www.uaeu.ac.ae/en/about/policies/#Academic
http://www.uaeu.ac.ae/en/about/policies/#National
http://www.uaeu.ac.ae/en/about/policies/#Student
http://www.uaeu.ac.ae/en/about/policies/#Information
http://www.uaeu.ac.ae/en/about/policies/#Libraries
http://www.uaeu.ac.ae/en/about/policies/2011april13_hr_policy_final_full.pdf
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2.3  SHARED GOVERNANCE AND COMMITTEES OF THE UNIVERSITY  

2.4  COLLEGE AND DEPARTMENT MISSIONS  

2.5  COLLEGE PERSONNEL AND COMMITTEES  

 
 
 
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3. DUTIES AND RESPONSIBILITIES OF DEANS AND CHAIRS 

3.1. COLLEGE DEAN 

 
 

 
 
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 

 
 

 

 
 
 

 

 

 
 
 

 

 
 
 
 

 

 
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 

 
 

3.2. DEPARTMENT CHAIR  
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 

 
 

 

 

 

 

 

 

 

 

 

 
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 

 

 

 

 

 
 

 
 

 

 

 

 
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 

 

 

 

 

 

 

 

 

 

 

 

 
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3.3. DEPARTMENT OPERATIONS AND MANAGEMENT 

3.3.1. Department Main/Secretary Office  
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3.3.2. The Class Schedule  

 
 
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 

 

 

 

 
 
 

 
 

 
 

 

 
 

 

 
 
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 
 

 
 

 
 

 
 

3.3.3. Department Website and Promotional Materials  

3.3.4. Faculty Meetings and Committees  
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 
 
 

 
 
 
 

3.3.5. Planning and Retreats  
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3.3.6. College and University Liaison  

3.3.7. Constituents  

3.3.8. Checklist of Operational Deadlines  

3.3.9. Department Personnel Management  
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1. Employee health and medical issues  

2. Employee Leaves of Absence  

3. Annual Performance 
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 

 

 

 

 

 

 

 

 

 

 

 

https://facultyevaluation.uaeu.ac.ae/
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4. Performance Mentoring  

5. Complaints and Grievances  
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3.3.10. Curriculum and Program Reviews  

1. Curriculum Development and Approval  
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2. The Master Syllabus 

 
 
 
 
 
 

 
 
 
 
 
 

3. Catalog revisions and deadlines  
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4. Assessment  

5. Periodic Program Review 

3.3.11. Students  

1. Recruitment and Retention  

http://www.uaeu.ac.ae/en/about/policies/
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2. Advising  
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3. Transfer Credit  

 

 
 

 
 

 
 

 

 



P a g e   |  37 
 

 

G U I D E  F O R  U A E U  D E A N S  A N D  C H A I R S    2 0 1 4 - 2 0 1 5  

 

 

 
 

 

4. Grade Appeals  

5. Internships  

 

 

6. Addressing Student Concerns  
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7. Addressing Student Conduct 
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3.4. SPECIFIC CHAIR AND DEAN DUTIES 
 

3.4.1. Budgeting and Resource Requests 

3.4.2. Time Away 
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 Fall Semester (2014) 
Day   Date Event 
Monday   18Aug New Faculty report to work 
Sun-Thurs 24-28Aug Placement Exams, New Student Orientation, Advising, Registration 
Sunday   24Aug Returning Faculty and Academic Administrators report to work 
Sunday   31Aug Classes Begin, add/drop begins 
Thursday   4Sept Last day to add courses 
Thursday   25Sept Last day to withdraw/drop without failure 
Sunday   28Sept Application for inter-college transfer 
Thursday   9Oct Deadline for temporary withdrawal requests 
Thursday   16Oct Deadline for inter-college transfer 
Sunday   19Oct Beginning of traditional mid-term examination period 
Thursday   30Oct End of traditional mid-term examination period 
Sunday   9Nov Academic Advising period for Spring semester (2015) begins 
Sunday   23Nov Registration for Spring semester (2015) begins 
Sun-Thurs   21Dec-8 Jan Winter Break (no classes, except for internship students who should 
      follow the schedule of their employers). 
Thursday   15Jan Last day of classes 
Saturday   17Jan Final Examinations begin 
Thursday   22Jan Final Examinations end 
Sunday   25Jan Grades due to Registrar’s Office 
Monday   26Jan Grades announced 
 Spring Semester (2015) 
Sunday   18 Jan New Faculty (Spring 2015) report to work 
Sunday-Thurs 25-29 Jan New Student Orientation, Advising, Testing, and Registration 
Sunday   1 Feb Classes Begin, add/drop begins 
Thursday   5 Feb Last day to add courses 
Thursday   26 Feb Last day to withdraw/drop without failure 
Sunday   1Mar Application for inter-college transfer 
Thursday   12Mar Deadline for temporary withdrawal requests 
Sunday   15Mar Beginning of traditional mid-term examination period  
Thursday   19Mar Deadline for inter-college transfer 
Thursday   26Mar End of traditional mid-term examination period 
Sun-Thurs 29Mar-9 Apr Spring Break (no classes, except for internship students who should 
      follow the schedule of their employers). 
Sunday   26Apr Academic Advising period for Summer/Fall Semester (2015) begins 
Sunday   10May Registration for Fall Semester (2015) begins 
Thursday   4 June Last day of classes 
Saturday   6 June Final Examinations begin 
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Thursday   11June Final Examinations end 
Sunday   14 June Grades due to Registrar’s Office 
Monday   15 June Grades announced 
Tuesday   16 June Summer break begins 
 Summer Semester (2015) 
Sun–Thurs   31May-4June Advising and registration 
Sunday   21June Classes Begin, add/drop begins 
Monday   22 June Last day to add courses 
Thursday   25 June Last day to withdraw/drop without failure 
Sun-Tues   5-7July Traditional mid-term examination period 
Thursday   23 July Last day of classes 
Sat-Mon   25-27 July Final Examinations 
Tuesday   28 July Grades due to Registrar’s Office 
Wednesday   29 July Grades announced; Summer semester ends 
Note: Islamic holidays may result in amended dates 

3.4.3. Purchasing/Procurement 

3.4.4. Final Grade Submission and Analysis 
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3.4.5. Faculty Course Evaluations (FCEs) 
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3.4.6. Campus Collaboration 

 
 

 

 
 

 
 
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 

 

 

Collaborating with Admissions 
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UAEU Institutional Effectiveness Plan 
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4. PERSONNEL 

4.1  FACULTY AFFAIRS 
 

4.1.1 Faculty Appointments 
 

 
 

 

 

 
 

 
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 
 

 

 

 
 

 

 
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 
 

 

 

 

 
 

 

 
 

 

 
 
 

 
 

 
 
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 

 

 

 

 

 
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 

 
 

 

 

 

 

 

 

 
 

 

 
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 
 

 
 

 

 
 

 

 

 

 

 

 
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 

 
 
 
 
 
 
 

 

 

 

 

 

 

 

 
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 
 

 

 

 

 

 

 

 
 

 

 

 

 
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 

 
 

 

 

 

 
 

 

 

 

 
 

 

 
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4.1.2 Faculty Salaries 

Rank Adjusted Salary 
Range 

Complementary 
Allowance 

Total Monthly Salary 
Range 

Professor 22,000 – 27,000 8,125 30,125 – 35,125 
Associate 
Professor 20,000 – 23,000 6,525 26,525 – 29,525 

Assistant Professor 18,000 – 21,000 5,100 23,100 – 26,100 
Instructor 10,000 – 16,000 2,925 12,925 – 18,925 

4.1.3 EMPLOYEE BENEFITS 
Relocation Benefits for Employees recruited from outside the UAE   

 
 

 

 

 
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 
 

 

 
 

‟

 Special Benefits 

1. Annual air Ticket (as cash-in-lieu)  
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2. Educational Allowance 

 

 

 
 
 
 
 

 

 
 
 

 
 
 
 

 

 

 

 

 

 
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 

 

3. Health Insurance Coverage  

 

 

 

 

4. Accommodation and Furniture  

 

 

 
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 

 

Employee Grade  Single Married 

Professorial Faculty members and Staff grades 3 and above AED 35,000 AED 40,000 

Instructors and Staff grades 4 and 5 AED 25,000 AED 30,000 

 

 

5. Moving Expenses 

6. Leave Entitlements for Faculty and Staff 

 
 
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 

 
 

 
 

 

 

 

 

 

 

 
 
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 

 
 

 

 

7. Death or Disability of an Employee or Death of an Immediate Family Member 

 

 

 

 

8. End-of-Service Benefits 
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 

 

9. Duplication of Benefits  

 

 

 
 

 

 
4.1.4 New Faculty Orientation 
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 
 

 
 

 
 

 

 

 

https://sharepoint.uaeu.ac.ae/sg/hr/Pages/resources.aspx
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 

 
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 
 

 
 
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4.1.5 Faculty Responsibilities 

1. Teaching 

 

 

 

 

 

Teaching Load 
 

 

 
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 

 
 

 

 

 

 

2. Scholarship 

Research Active Faculty 



P a g e   |  71 
 

 

G U I D E  F O R  U A E U  D E A N S  A N D  C H A I R S    2 0 1 4 - 2 0 1 5  

3. Service 

 

 

 

4. Possible Conflict of Interest 
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 

 

4.1.6 Faculty Performance Review 

 

 

 

 
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1. General 

2. Frequency of the Performance Review Process 

 

 

 

3. Timeline 
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Activity Deadline Responsibility 
Start Completed 

Year one 

Preparation of faculty work plan Mid-September End of 
September Faculty 

Review and approval of work plan Early October Mid-October Department 
Chair 

Interim review Mid-May End of May Department 
Chair 

Year two 

Self-study report on performance Mid-March 
(following AY) 

End of March 
(following AY) Faculty 

Departmental review committee report Early April Early May Committee 

Department Chair review Early May Mid-May Department 
Chair 

Report sent to individual faculty   Mid-May Department 
Chair 

Individual faculty response on report Mid-May End of May Faculty 

Dean's review and evaluation Early June Mid-June Dean 

4. Preparation of the Work Plan 

 

 

 

 

 
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5. Interim Review  

6. Self-Study 

7. Performance Assessment: Departmental Review Committee  

 

 

 

 
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 

 

 

 
 

 

 

 

 

 

 

 

8. Department Chair Responsibility 

 

 
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 

9. Role of the Dean 

 

 

10. Grievance 

11. Student Evaluation of Teaching 

4.1.7 Faculty Promotion 
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 

 
 

 

 

1. Promotion Application Procedure and Requirements 

 

 
 
 
 

 

 

 

 
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 

 

 

 

2. Timeline for Promotion Review 

ACTION TIMELINE 
Submission of the promotion file to the 
department chair’s office No later than end of September  

Review by the department promotions committee 
(including external reviewer’s evaluation) 

Begins October 1st and ends by February 
1st  

Review by the dean Begins February 1st and ends by end of 
February 

Review by the college promotions committee (if 
applicable) Begins March 1st and ends by March 15th  

Review by the promotions advisory committee  Begins March 15th and ends by end of April  

Review by the Provost Begins by May 1st and ends by May 15th  

Review and decision by the Vice Chancellor Starts by May 15th and decision made by 
the end of the first week of June. 

Appointment in the new rank for promoted faculty September 1st of the next academic year 

3. Promotions Committees 
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 

 
 

 

 

 
 

 

 

4. Review Process 

 
 

 
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 

 

 

 

 

 

 

 
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 

 

 
 

 

 

 

 
 

 

 

 
 

 

 

 

 
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 
 
 
 
 

− 
− 

− 

− 

− 

− 

− 

− 
− 

− 

− 
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5. Appeals 

− 

− 

− 

6. Eligibility and Length of Service Requirement for Promotion  

− 

− 

− 

− 

− 

− 
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7. Promotion Profiles 

− 

− 

− 
− 

− 

− 

− 
− 

8. Promotion Standards 

− 

− 

− 
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− 

− 

− 

− 

− 
− 

− 

− 

− 

− 
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− 
− 

− 

− 
− 

− 

− 
− 

− 
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− 

− 

− 

− 

− 

− 

− 

− 

− 

− 

− 
− 
− 

− 
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− 

− 

− 

− 
− 

− 

− 
− 

− 
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− 
− 

− 

− 
− 

− 

− 
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− 

− 

− 

− 
− 

− 

− 

− 
− 

− 
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9. Evaluation of Collegiality  

− 

− 

4.1.8 Faculty Excellence Awards Program 

− 
− 

 
 
 
 
 
 
 

− 

1. Eligibility 

− 
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− 

− 

− 
− 
− 

− 

2. Selection Committees 

− 
− 

− 

− 
− 

3. Selection Process 

− 

− 

− 
− 

− 
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− 

− 

4. Nominations  

− 

− 
− 

− 

− 

− 

5. Selection Criteria 

− 
− 
− 
− 

− 
− 
− 

− 
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− 
− 
− 
− 
− 

− 
− 

− 

− 
− 

− 

− 
− 
− 
− 

− 
− 

− 

− 
− 

− 
− 

− 
− 

− 

− 
− 
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− 
− 

− 

− 

− 

− 
− 

− 

− 

4.1.9 Faculty Leaves 
 
1. Sabbatical Leave 
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Guidelines 
 

− 

− 

− 
− 

− 

− 

− 

− 
− 
− 

− 

− 

− 

− 
− 

− 
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− 

Programs of Scholarly Activity 
 

− 
− 
− 
− 

− 

− 
− 
− 

− 
− 

Timeline for Sabbatical Leave Application Process 

Action Sabbatical Starting in the 
Fall Semester 

Sabbatical Starting in the 
Spring Semester 

Application to Department 
Chair No later than February 28th  No later than September 30th  

Department Chair 
recommendation to Dean No later than March 15th  No later than October 15th  

Dean’s recommendation No later than March 31st  No later than October 31st  
Approval by Signatory 
Authority No later than April 15th  No later than November 15th  

Notice of final approval No later than April 30th  No later than November 30th  
Sabbatical leave report No later than three months after returning from the leave 
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Applications for Sabbatical Leave 
 

− 

− 

− 

− 
− 
− 
− 
− 

− 
− 
− 

Reports on Sabbatical Leave Accomplishments 
 

− 

− 
− 

− 
− 

− 

− 

Compensation 
 

− 
− 

− 



100  |  P a g e  

 

 

U N I T E D  A R A B  E M I R A T E S  U N I V E R S I T Y  

− 
− 
− 
− 
− 

 
Appeals 
 

− 

− 
− 
− 

− 

− 

2. Exceptional Leave 

− 
− 

− 

− 

Eligibility 
 

− 

− 

− 
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Applications 
 

− 

− 
− 
− 
− 
− 

− 

− 

Conditions 
 

− 

− 

− 

− 

− 

− 

− 
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4.1.10 Faculty Discipline 

1. Faculty Discipline Policy   

− 

− 
− 
− 
− 

− 
− 

− 

2. Available sanctions are limited to: 
 

− 
− 
− 

− 

− 

− 

− 
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Procedure for Faculty Discipline 
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− 
− 
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4.1.11 Faculty Grievance 

Faculty Grievance Policy 
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1. Definitions  
 

− 

− 
− 

2. Presentation of an Informal Grievance 
 

− 

− 

− 

− 

3. Presentation of a Formal Grievance 
 

− 
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− 
− 
− 
− 
− 

− 

− 

− 

4. Pre-Hearing Procedures 
 

− 

− 

5. Hearing Procedures 
 

− 

− 

− 
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6. Appeal of Recommendation of the Grievance Panel 
 

− 

− 
− 
− 

− 

− 

7. End of Process 

4.1.12 Peer Evaluation of Teaching (PET) 
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− 

− 

− 
− 
− 

− 
− 

− 

PET Procedure  

− 
− 
− 
− 
− 
− 
− 
− 
− 
− 
− 
− 
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College Procedure for the PET Process 

− 

− 

− 

− 

− 

− 

− 

− 

− 

− 
− 

− 
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4.1.13  Faculty Travel  

Faculty Travel Policy 

− 

− 
− 
− 
− 

− 

− 

− 

Faculty Travel Procedure 

1. Entitlements 

− 

− 
− 

− 
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− 

− 
− 

− 

− 

− 

2. Approval Process 

− 

− 

− 

− 
− 
− 

3. Approval Criteria 

− 

− 

− 

− 

− 
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− 
− 

− 

− 

− 

4. Levels of Funding 

− 
− 
− 

5. Seminars  

4.1.14  Faculty Development 

4.1.15  National Faculty Professional Development Program 



114  |  P a g e  

 

 

U N I T E D  A R A B  E M I R A T E S  U N I V E R S I T Y  

NFPDP Policy 

 

 

 

 

 

NFPDP Procedure 

1. 

− 

− 
− 
− 
− 

− 
− 
− 

− 
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− 

− 
− 
− 

− 
− 
− 

− 

− 

− 

ACTION DEADLINE  
(or preceding Thursday if deadline falls on a weekend) 

Applications submitted to 
Department Chair October 31st  

Department’s Recommendation to 
College Dean November 15th  

College Dean’s Recommendation 
to Provost November 30th  

Provost notice to College Dean December 31st  
Notice to faculty member January 15th  
Faculty member report to 
Department Chair 

Normally within two months of the conclusion of the 
activity, or as agreed 

2. Proposals will be assessed on the extent to which the proposed activities: 
 

− 
− 
− 
− 
− 
− 

− 
− 
− 
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3. Guidelines for eligible activities and exclusions 
 

− 

− 

− 

− 

− 

− 
− 

− 

4. Funding is provided as follows: 
 

− 
− 
− 
− 
− 
− 
− 
− 

− 

− 

− 
− 
− 
− 
− 
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5. 
6. 

7. 

8. 

4.1.16  UAEU Teaching Assistant Program 
 
1. Program Management 

− 

− 

− 

− 

− 

− 

− 

2. Eligibility 

− 
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− 

− 
− 

3. Recruitment 

− 

− 

− 

4. Appointment Procedures 

− 

− 

− 

− 
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− 

− 

5. Endorsement and Undertaking 

− 

− 

− 
− 
− 

6. Length of Study 

 
− 

− 

− 
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− 

7. Compensation 

− 

Item Resident Teaching Assistant Scholarship Teaching Assistant 

Salary 

As per salary grade attached to 
the HR policies, in addition to 
the University Allowance of 
50% of the adjusted salary, and 
AED 600 as Transportation 
Allowance and Accommodation 
Allowance.   The Transportation 
Allowance and Accommodation 
Allowance are not paid for the 
TA when he/she starts his 
scholarship. 

Scholarship salary according to what has 
been specified in the Cabinet Decree No. 
(5) of 1985 and its amendments. This 
salary is payable immediately effective as 
of the date of the start of the scholarship 
stated in the decree plus 50%  of the 
scholarship salary if spouse is 
accompanying the TA provided that the 
spouse is not granted a scholarship or a 
leave without pay. 

Vacation/Leave As per UAEU faculty members As per host institution regulations 
Leave without 
pay For up to one year For up to one year 

Sick leave As per UAEU faculty members As per host institution regulations 

Medical 
Insurance As per UAEU faculty members 

Medical insurance applicable in host 
country or 
Cost of medical care where medical 
insurance is not  in effect (excluding non-
standard dentistry, orthodontic treatment 
and cosmetic surgery) 

Travel Tickets  
 Cash once each academic year in lieu of 
economy class tickets for the TA and his 
dependents 

Subsistence 
Allowance  

On arrival at the place of study for up to 
two times, accommodation and board for 
up to six nights, in a hotel reserved by the 
UAE Cultural Attaché in the host country 

Tuition fees  

Tuition fees for studying English language 
or any training courses or qualifying 
programs for up to one year, as well as 
the tuition fees of studying Master and 
Doctorate Degrees, paid directly to the 
institute or the university. Payment of 
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Item Resident Teaching Assistant Scholarship Teaching Assistant 

tuition will not be made if the TA changes 
his/her designated university or major 
without prior approval of the UAEU 
administration 

Sickness travel  

Return air ticket from the country of the 
study to UAE if the TA is sick, based on 
the recommendation of a medical 
authority 

Repatriation  

Costs of embalming and transport of 
corpse of TA and tickets for family return. 
In case of death of spouse or dependent 
abroad, one economy return airfare 
from/to host country for escort 

Conference/ 
Training 
 

Economy return air tickets or 
cash in lieu, plus registration 
fees and per diem per UAEU 
TA travel regulations, for two 
times during residency, after 
approvals of the academic 
advisor and the Dean  

Economy return air tickets or cash in lieu, 
plus registration fees and per diem per 
UAEU TA travel regulations, for two times 
for each degree, after approvals of the 
academic advisor and the Dean 

Books and 
Journals  

Subscription to four academic periodicals 
or academic societies that publish 
periodicals for not more than $400 each, 
for the duration of each academic degree  
Four academic text books in the field of 
specialization for each academic degree 
(total should not exceed $800 for the 
Master’s Degree and $1600 for the PhD 
Degree) 

Application fees 

Up to nine institutions for each 
academic degree, including all 
other related fees such as visa, 
SEVIS, mail, transcript 
extraction, medical checkup 
fees, etc. 

 Up to nine institutions for each academic 
degree, including all other related fees 
such as visa, SEVIS, mail, transcript 
extraction, medical checkup fees, etc. 

Books and 
Clothing  According to what has been specified in 

Cabinet Decree N. (5) of 1985. 
Laboratory 
Fees and 
software and 
Use of 
Equipment 

 Maximum of US $5000 for each degree 

Personal 
Computers & 
Laboratory 
instruments 

 

Not more than AED 10,000 once during 
employment as a TA for computers & US 
$5000 for lab instruments, to be the 
University property after the completion of 
the degree  

Dissertation  Printing and revision cost of one Master’s 
thesis and/or one PhD thesis 

Family Salary  
50% of the scholarship salary will be paid 
to the TA if his/her family accompanies 
him/her in the host country, provided that 
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Item Resident Teaching Assistant Scholarship Teaching Assistant 

the spouse in not receiving any other 
salary or benefits 

Spouse Medical 
Insurance  

For spouse and children under 18 years 
of age: Medical insurance applicable in 
host country 
or 
Costs of medical care where medical 
insurance is  not in effect (excluding non-
standard dentistry, orthodontic treatment 
or cosmetic surgery) 

Education Fees 
(Spouse and 
Children) 

 

Tuition for foreign language study for up 
to 12 months for the TA spouse 
Cost of day care, nursery and 
kindergarten for up to $5000 per year per 
child 
Cost of education, for primary up to 
secondary, for each child within the age 
range for these school levels  

Baggage and 
Personal 
Belongings 
Shipping 
Allowance 

 

A maximum of AED 6000 is paid for the 
TA to ship baggage and personal 
belongings to the UAE after being 
awarded the PhD Degree, and also after 
the completion of the Master’s Degree if 
he/she returns back as a resident TA 

Post-Doctoral 
Scholar  

Authorizing the TA, after obtaining the 
PhD or the medical Fellowship to be 
engaged in a post doctorate program for 
research and/or scholarly training for up 
to 2 years 

Exam Fees  

Preparatory study and exam fees required 
for admission 
TAs in CMHS are eligible to get payment 
for the examination fees for the American 
Board, the British and Canadian Royal 
College. They also get the 
accommodation expenses for up to three 
days during the examination time, travel 
expenses, and the fees for insurance 
against the risk of the profession 

Master’s 
Degree 
Allowance 

AED 1000 per month as of the 
date of obtaining the degree 

AED 1000 per month as of the date of 
obtaining the degree 

Return Salary  

The TA will be paid two months 
scholarship salary after fulfilling the 
requirements of the PhD, to complete the 
arrangements of returning back home 

− 
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− 

− 

8. Tuition Fees and Instructional Costs 

− 

− 

9. Academic Supervision 

− 

− 

− 
− 

− 

− 
− 
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10. Teaching Assistant Code of Conduct and Discipline 

− 
− 

− 

− 

− 

− 

− 

11. Resignations 

12. Terminations 

− 
− 
− 

− 
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13. Disciplinary Action 

− 

− 
− 
− 
− 

− 

− 

− 
− 

− 
-

− 

− 

− 

− 

4.1.17  Faculty Code of Professional Ethics  
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1. General 

− 

− 

− 

− 

− 

2. Academic Freedom 

− 

− 
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− 

− 

− 

− 

3. Academic Integrity 

− 

− 

− 

− 
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− 

− 

4.1.18  Signatory Authority for Academic Personnel  
 

 Transaction Description 

Signatory Authority Level 

D
ea

n 

P
ro

vo
st

 

V
ic

e 
C

ha
nc

el
lo

r 

C
ha

nc
el

lo
r 

U
ni

ve
rs

ity
 C

ou
nc

il 

Policies & 
Procedures 

New or amendments to academic personnel policies  X X X X 

New or amendments to academic personnel 
procedures 

 X X  
 

Academic 
Personnel 
Management 
Academic  

Creation of new academic ranks   X X   

Top academic administrative appointments (Deputy 
Vice Chancellor,  Dean, Vice Dean) 

 X X X X 

Academic administrative appointments (Assistant 
Dean, Department Chair, Program Coordinator, 
Coordinators of Graduate Programs, and other 
academic administrative appointments) 

 X X  

 

Faculty  appointments X X X X  

Instructors appointments X X X   

Exceptions for academic personnel appointments 
(salary, contract duration, age when hired, terminal 
degree other than Ph.D. or M.Sc., etc.) 

X X X  
 

Joint appointment and “special contract” appointments X X X   

Visiting faculty appointments X X X   

Adjunct faculty appointments X X    

Honorary appointments X X X X  

Administrative allowances & special allowances   X X X  

Approval of allowances from non-federal funds   X    

Academic personnel secondment X X X   

Faculty/instructor contracts renewal/non-renewal X X    

Faculty/instructor contracts renewal/non-renewal 
appeal 

 X X  
 

Faculty contract termination during the probationary 
period X X   

 

Faculty contract termination before its expiration X X X   

Extension of faculty contract beyond the age of 65 X X X   

Salary adjustment (merit, promotion, increment, etc.) X X X   

Academic personnel transfer X X X   

Resignation of dean or academic administrator  X X   

Resignation of other academic personnel X X    

Retirement  X X   
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 Transaction Description 

Signatory Authority Level 

D
ea

n 

P
ro

vo
st

 

V
ic

e 
C

ha
nc

el
lo

r 

C
ha

nc
el

lo
r 

U
ni

ve
rs

ity
 C

ou
nc

il 

Academic advisory boards  X X   

Faculty attendance of conferences  X     

Professional and consulting services X X    

Sabbatical leave and exceptional leave of absence: 
Approval/Exceptions 

X X X  
 

College recognition awards X     

University recognition awards  X X   

Faculty performance review grievance X     

Approval of faculty absence X     

Faculty 
Promotion 

Establishment of additional performance standards X X    

Exceptions from the length of service and eligibility 
requirements as given in the Promotion Policy 

 X   
 

Faculty promotion  X X   

Faculty promotion appeal  X X   

Faculty 
Workload 
Management 

Workload reduction up to three credit hours X     

Workload reduction of more than three credit hours X X    

Additional guidelines for workload 
distribution/calculations X X   

 

Teaching overload pay X X    

Faculty buy-out time X     

Summer session teaching load X X    

Course credit re-adjustment X X    

Faculty 
Discipline 

Implementation of major sanctions, as given in the 
Policy X X X  

 

Appeal of sanctions imposed on faculty member    X  

Grievance 

Grievance related to promotion or discipline  X X   

Appeal of grievance related to reappointment or 
dismissal 

 X X  
 

Grievance on wrongdoings or on decisions related to 
other-than the previously mentioned actions 

X X   
 

4.2  STAFF AFFAIRS 
 

4.2.1 Staff Appointments 

 

 
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 

 

 
 

 
 
 

 

4.2.2 Staff Salaries 
 

4.2.3 Staff Benefits 

4.2.4 Staff Acting & Additional Duties Pay  

 

 
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 
 

 

 

 

4.2.5 Staff Planning  
 

 

 

 

http://www.uaeu.ac.ae/en/about/policies/2011april13_hr_policy_final_full.pdf
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 

 

 

 

4.2.6 Staff Recruitment 

 
 

 

 

 

 

Interviewing 

 

 
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 

 

Re-hiring 

 

Employment of Immediate Relatives 

 

 
 

Selection and Offer of Employment 

 

 

 

 

 
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Probationary Period 

 

 

 

 

 

 

 

 

4.2.7 Internal Transfers  

Voluntary Transfers 

 
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 

 

 

Involuntary Transfers 

 

 

4.2.8 Job Descriptions, Classification and Evaluation  

 

 

 

 
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 

 

 

4.2.9 Working Hours  

 

 
 

 

 

 

 

 
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4.2.10  Staff Discipline 

 

 
 
 
 

 

 

 

 

 

 

 
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4.2.11  Staff Grievance  

 
 

 

 

 

 

 

 

4.3 OTHER FACULTY AND STAFF UNIVERSITY PRIVILEGES 
4.3.1  Employee Electronic Identification Card 
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4.3.2  Keys 

4.3.3  Medical Insurance Card 

4.3.4  Parking Permit/Gate Passes 

4.3.5  Business Cards 

4.3.6  Business Travel 
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4.3.7  E-Mail 

4.3.8  Remote Access (RAS) 

4.3.9  Accommodation Maintenance and Changes 

4.3.10  Family Sponsorship 

http://webmail.uaeu.ac.ae/
http://www.uaeu.ac.ae/uits/
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4.3.11  Visa Renewals 

4.3.12  Clearance Procedure 
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5. ACADEMIC PROGRAMS 
 
5.1  DEFINITIONS OF ACADEMIC PROGRAMS AND THEIR CONSTITUENT PARTS 

 

 

 

 

 

 

 

 

 
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 

 

5.2  GOVERNANCE OF UNDERGRADUATE AND GRADUATE PROGRAMS 

 
 
 

Undergraduate Programs Governance Policy 
 

 

 

 
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Graduate Programs Governance Policy 
 

 

 

 

 

5.3  ESTABLISHMENT, DISCONTINUATION AND MODIFICATION OF UNDERGRADUATE PROGRAMS 
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5.3.1 Establishment of a New Undergraduate Program  

 
 

 

Procedures for the Establishment of a New Undergraduate Program 
 

 

 

 

 
 
 

 
 

 
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 

 

 

 

 

 

 

 

 
 

 

5.3.2 Discontinuation of Undergraduate Programs 
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Procedures for Discontinuation of Undergraduate Programs 
 

 
 

 

 

 

 

 

 
 

 

 

 
 

 

 

 
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 

 

5.3.3 Modification of Undergraduate Programs 

 

 

 

 

 

Procedures for the modification of undergraduate Programs 

 
 

 
 

 
 
 

 
 
 
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 

 
 
 

 

 

 

 

 

 

 

 

 

 

 
 

 
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5.3.4 Signatory Authority for Undergraduate Programs 

 
Transaction Description Signatory Authority 

Level 

Type of change 

C
ol

le
ge

 C
ou

nc
il 

G
en

er
al

 E
du

ca
tio

n 
C

om
m

itt
ee

 

U
ni

ve
rs

ity
 P

ro
gr

am
 a

nd
 

C
ur

ric
ul

um
 C

om
m

itt
ee

 

Ac
ad

em
ic

 C
ou

nc
il 

U
ni

ve
rs

ity
 C

ou
nc

il 

Change in course name or code X     

Change in the term a course is offered X     
Change in a course prerequisite X     
Minor changes in course content X     
Change program admissions requirements X     
Change in the teaching and /or assessment methods of the course X  X   
Moving course (s) between compulsory and elective status without 
changing the distribution of credit hours X  X   

Creating, canceling, or substantially modifying a course X X(*) X   
Add or eliminate a group of elective courses (basket, option, minor) 
without changing the relative distribution of the programs credit 
hours 

X X(*) X   

Change the total number of credit hours of the General Education 
Curriculum or the relative distribution of credits within the General 
Education  Curriculum 

X X X   

Change the language of instruction of a course X X(*) X X  
Change to the primary language of instruction in a degree program X X(*) X X  
Suspend temporarily the delivery of an academic program X  X X  
Change the total number of credit hours of a degree program or 
their relative distribution X  X X  

Establish, discontinue, or rename an Academic Department X  X X X 
Establish (eliminate) new (existing) track X  X X X 
Establish or eliminate an Honors program X  X X X 
Change the title of an academic degree X  X X X 
Establish, discontinue, or rename a college X  X X X 
Establish or discontinue a degree program X  X X X 
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5.4  ESTABLISHMENT, DISCONTINUATION AND MODIFICATION OF GRADUATE PROGRAMS 

 

 
 

 

 

 

5.4.1 Procedures for the Establishment of New Master’s Programs 
 

 

 
 
 
 

 
 
 
 
 
 
 
 

 
 



P a g e   |  155 
 

 

G U I D E  F O R  U A E U  D E A N S  A N D  C H A I R S    2 0 1 4 - 2 0 1 5  

 
 

 
 
 
 
 

 
 
 

 
 

 

 
 
 
 
 

− 
− 
− 

5.4.1.1. Approval Process 

 
 

 
 

 

 
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 

 
 
 

o 

o 
o 
o 

o 

o 

5.4.2 Procedures for the Discontinuation of Graduate Programs 
 

 

 

Suspension of Graduate Programs 

 

 
 
 
 
 

 
 
 



P a g e   |  157 
 

 

G U I D E  F O R  U A E U  D E A N S  A N D  C H A I R S    2 0 1 4 - 2 0 1 5  

 

 

Termination of Graduate Programs 

 

o 

o 

 

5.4.3 Procedures for the Modification of Graduate Degree Programs 
 

 
 

 
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 

 
 

 
 

 
 

 
 

 
 
 
 
 
 
 

 

 

 

 

 
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 

 

 

 

 

 

5.4.4 Signatory Authority for Graduate Studies 
 

 Transaction Description 

Signatory Authority Level 

D
ep

ar
tm

en
t C

ha
ir/

C
ou

nc
il 

M
as

te
r’s

/P
hD
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M
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m
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n 
C
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m
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m

 C
oo
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in
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/s
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an

t D
ea

n 

C
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 D
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n/
C
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il 

G
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e 
St

ud
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s 
C

ou
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il 

D
ea

n,
 C

G
S

 

D
VC

R
G

S
 

Ac
ad
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ic
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ou

nc
il 

Vi
ce

 C
ha

nc
el

lo
r 

U
ni

ve
rs

ity
 C

ou
nc

il 

C
ha

nc
el

lo
r 

M
an

ag
em

en
t o

f O
ng

oi
ng

 
G

ra
du

at
e 

Pr
og

ra
m

s 

Appointment of Master’s 
and PhD program 
coordinators 

X  

 

  X   X  X   

Admission of Master’s 
student    

 
X  X  X X  X   

Appointment /Change of 
Master’s advisor & 
advisory committee 

  

 

X X         

Approval of Master’s 
study plan  X 

 
X X     1.     
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Approval of transfer of 
credits  X 

 
X  X        

Registering in more than 
12 credit hours, excluding 
thesis/research credits 

 X 
 

X  X        

Adding/changing courses 
after registration  X 

 
          

Admission postponement 
(Master’s)   

 
X  X        

Admission postponement 
(Doctorate)   

 
X  X  X      

Enrollment in 
undergraduate courses  X 

 
X          

Audit in graduate courses  X            

Additional program 
requirements  X 

 
X 2.          

Change of Major 
(Master’s)  X 

 
X  X        

Change of Major (PhD)  X  X  X  X      
Request for leave of 
absence (Master’s)  X 

 
X  X        

Request for leave of 
absence (Doctorate)  X 

 
X  X  X      

Withdrawal from graduate 
degree program  X 

 
X  X  X      

Change in choice of 
Master’s plan 
(Thesis/Non-Thesis) 

 X 
 

X          

Appointment of Master’s 
thesis defense committee  X 

 
X  X        

Approval of Master’s 
thesis   X   X  X      

Admission of PhD 
student    

 
X  X  X X  X   

Appointment/change of 
PhD advisor & advisory 
committee 

  
 

X X         

Appointment of PhD 
examination committee   

 
X  X  X      

Approval/Change of PhD 
study plan  X 

 
X          

Student transfer between 
PhD programs within 
same College 

  
 

X  X  X      

Permission to take PhD 
Comprehensive Exam 3rd 
time 

 X 
 

X  3. X  X      

Study time-limit extension 
for PhD student  X 

 
X  X  X      

Admission to PhD 
candidacy    

 
X  X  X      

Replace PhD dissertation 
by artistic/creative project  X 

 
X  X  X      

Approval of dissertation   X   X  X      
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Approval/Change of 
graduate programs tuition      X X  X X X X X 

Establishment of new 
programs   

 
  X X  X X X X X 

Es
ta

bl
is

hm
en

t &
 C

ha
ng

es
 

to
 G

ra
du

at
e 

D
eg

re
es

 

Suspension of programs   
 

  X  X X X X   

Termination of programs   
 

  X  X X X X X X 

Approval of substantive 
changes    

 
X  X X  X X X   

Approval of non-
substantive changes    

 

X  X X  X     

5.5  PERIODIC PROGRAM REVIEW 

 
 
 
 
 
 
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5.5.1 Principles of Periodic Program Review 
 

 

 

 

 

5.5.2 Self- Study 

 

 
− 

− 
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− 

 
− 

− 

 
− 

− 
− 
− 

 
− 

− 

 
 

 

 

 
 

 

 
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 
 

 

 

 

5.5.3 Composition and Responsibilities of Review Panels 
 

 

 
 

 

 
 
 

 

 

 
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 

 

 

 

 

5.5.4 Program Review Panel Visit 
 

 

 
 

 
 
 
 
 
 
 
 
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 

 

1. Standards 

− 

− 

− 
− 

− 

2.  Assessment 
 

− 
− 
− 

3. Resources 

− 
− 

− 

4. Strategic issues affecting the programs 

− 

− 
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5.5.5 Programs with External Accreditation Process 

 

 

 

 

5.5.6 Post Visit Reporting and Action Planning 

 

 

 

 
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 

5.6  SIGNATORY AUTHORITY FOR ADMISSIONS AND ENROLLMENT 

Transaction 
Description 

C
ou

rs
e 

In
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or
 

C
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ir 
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 th
e 

D
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t 

R
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C
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n 
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’ A
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m
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G
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e 
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d 

A
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m
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Pr
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os
t 

Vi
ce
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r 

C
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r 

U
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ity
 C
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il 

Policies and Procedures Manual 

         

Proposing modifications and implementing future 
updates to the Admissions and Enrollment 
Management Policies and Procedures 

  X       

Changes in Policies   X    X X X 

Changes in Procedures   X  
X 

 
X 

X X   

Admission: Undergraduate External Transfer 
Students. 
 
 

         

Determining the standing and enrollment 
eligibility of incoming external transfer 
students to the University 

  X       

Determining credits accepted for transfer 
to the University   X X      

Determining applicability of transfer 
credits for a specific undergraduate degree    X      

Enrollment Eligibility          

http://www.uaeu.ac.ae/en/about/policies/admissions_and_enrollment/pol-ae_11_en.pdf
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Authorizing the use of registration holds   X       

Study Load          

Approving the exceptional study load    X      

Schedule and Classes Timetabling          

Management and development of Schedule of 
Classes   X       

Establishment of summer semester guidelines      X    

Approving courses and for summer 
semester      X    

Withdrawals and Leaves of Absence          

Permission of leave of absence to students 
who have exceeded the number of leave of 
absence 

    X     

Course/Class Syllabus          

Preparing a course syllabus and 
distributing it to students and providing a 
copy to the College Dean 

X         

Study Period          

Determining the maximum study period 
for students entering the University by 
transfer from another institution 

  X       

Granting additional semesters to complete 
a degree other than what is specified in the 
study period policy 

    X     

Examinations and Academic Assessments          

Announcing the location of all final exams   X X      

Final Exam Schedule and Exam Management          

Submission of a written request for the 
change of time/date of a scheduled final 
examination 

   X      

Advise on the necessity and feasibility of 
the requested exception   X       

Approval to the change of time/date of a 
scheduled final examination      X    

Grades for Proficiency, Challenge, and Advanced 
Placement Examinations          
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Approval for credit for degree applicable courses 
or other degree requirements on the basis of 
examination scores on internationally recognized 
college entrance examinations, and advanced 
placement and other enhanced instructional 
programs in secondary school 

   X      

Approval of the maximum number of credit hours 
from proficiency, challenge and advanced 
placement examinations 

   X      

Student Grade Access and Appeal          

Decisions on students grade appeal X X  X      

Grade Changes          

Reviewing and approval of grade changes 
forms once a final course grade has been 
recorded in the University's official student 
record system 

     X    

Limits on Transfer Credits –Undergraduate 
Degrees          

Exceptions on accepting courses taken in 
institutions that are not holding the same 
international accreditation as the corresponding 
College or degree program at UAEU 

   X      

Academic Calendar Preparation and Approval          

Preparation of the Academic Calendar   X   X    

Approval of the proposed Academic 
Calendar      X X X  

Modification of the Academic Calendar following 
its final approval       X   

Students Access to Academic Records          

Responsibility for resolving disputes regarding the 
accuracy of student academic records   X       

Student Information System. (SIS)          

Authorization of access to SIS   X       

Tuition and Fees          

Changes in the published Schedule of Tuition and 
Fees during the course of a given academic year       X X X 
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5.7  SIGNATORY AUTHORITY- ACADEMIC PERSONNEL  

Resources for UAEU Deans and Chairs 

 
 
 
 
 
 
 
 
 

Online Services 

 
Faculty Evaluation 

Job recruitment (eRecruitment) 

Event Organization  

http://www.uaeu.ac.ae/en/about/policies/academic_personnel/pol-ap_15_en.pdf
http://jspapps.uaeu.ac.ae/faculty_evaluation
https://sharepoint.uaeu.ac.ae/Pages/signin.aspx?appID=eservices&url=bwykmopt.p_erecruitment
https://sharepoint.uaeu.ac.ae/Pages/signin.aspx?appID=event_organization
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6. ONLINE FORMS (UITS) 
6.1  ACADEMIC FORMS  

Administrative  
 

Admissions 

Curriculum 

 
 
 
 

Students 

 
 
 

Thesis / Dissertation Defense Templates and Guidelines 

 
 
 
 
 
 

6.2  HUMAN RESOURCES INFORMATION RESOURCES 

 
 
 
 

https://sharepoint.uaeu.ac.ae/dvcrgs/cgs/CollegeAdministrativeforms
https://sharepoint.uaeu.ac.ae/dvcrgs/cgs/CollegeAdministrativeforms/Graduate%20Studies%20Calendar%20September%202014-August%202015.docx
https://sharepoint.uaeu.ac.ae/dvcrgs/cgs/CollegeAdmissions/Steps%20of%20the%20PhD%20Admission%20Process.pdf
https://sharepoint.uaeu.ac.ae/dvcrgs/cgs/CollegeCurriculumForms/graduate%20course%20files%20guidelines.pdf
https://sharepoint.uaeu.ac.ae/dvcrgs/cgs/CollegeCurriculumForms/graduate%20course%20syllabi%20guidelines.pdf
https://sharepoint.uaeu.ac.ae/dvcrgs/cgs/CollegeCurriculumForms/New%20Graduate%20Program%20Proposal%20Arabic%20Summary%20Requirements.pdf
https://sharepoint.uaeu.ac.ae/dvcrgs/cgs/CollegeCurriculumForms/New%20Graduate%20Program%20Proposal%20Template.docx
https://sharepoint.uaeu.ac.ae/dvcrgs/cgs/CollegeStudentsforms/Admission%20to%20Candidacy%20Nomination%20Form.docx
https://sharepoint.uaeu.ac.ae/dvcrgs/cgs/CollegeStudentsforms/Advisory%20Committee%20Template.docx
https://sharepoint.uaeu.ac.ae/dvcrgs/cgs/CollegeStudentsforms/Study%20Plan%20Template.docx
https://sharepoint.uaeu.ac.ae/dvcrgs/cgs/CollegeDissertationForms/1%20Thesis%20Dissertation%20Evaluation%20Form%20for%20Members.docx
https://sharepoint.uaeu.ac.ae/dvcrgs/cgs/CollegeDissertationForms/2%20Thesis%20Dissertation%20Oral%20Examination%20Evaluation%20Form%20for%20Members.docx
https://sharepoint.uaeu.ac.ae/dvcrgs/cgs/CollegeDissertationForms/3%20Thesis%20Dissertation%20and%20Oral%20Exam%20Evaluation%20Form%20for%20Committee%20Chair.docx
https://sharepoint.uaeu.ac.ae/dvcrgs/cgs/CollegeDissertationForms/Request%20to%20Establish%20Dissertation%20Examination%20Committee.docx
https://sharepoint.uaeu.ac.ae/dvcrgs/cgs/CollegeDissertationForms/Request%20to%20Establish%20Master%20Thesis%20Examination%20Committee.docx
https://sharepoint.uaeu.ac.ae/dvcrgs/cgs/CollegeDissertationForms/Steps%20leading%20to%20doctorate%20dissertation%20defense.pdf
https://sharepoint.uaeu.ac.ae/sg/hr/Pages/resources.aspx?&&p_SortBehavior=0&p_Title=ZE&&PageFirstRow=1&&View=%7b79E4BF87-F526-46FD-A7AA-2917CB5DABE1%7d
https://sharepoint.uaeu.ac.ae/sg/hr/Pages/resources.aspx?&&p_SortBehavior=0&p_Title=ZE&&PageFirstRow=1&&View=%7b79E4BF87-F526-46FD-A7AA-2917CB5DABE1%7d
https://sharepoint.uaeu.ac.ae/sg/hr/Resources_Lib/Welcome%20Introduction%20Guide.doc
https://sharepoint.uaeu.ac.ae/sg/hr/Resources_Lib/Annual%20Vacation%20E-Ticket.pdf
https://sharepoint.uaeu.ac.ae/sg/hr/Resources_Lib/Housing,%20Insurance%20and%20Immigration%20-%20English.pdf
https://sharepoint.uaeu.ac.ae/sg/hr/Resources_Lib/Housing,%20Insurance%20and%20Immigration%20-%20Arabic.pdf
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 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

6.3  HUMAN RESOURCES E-SERVICES FORMS 

https://sharepoint.uaeu.ac.ae/sg/hr/Resources_Lib/E-Clearance%20and%20End-of-Service%20Guidelines%20-%20English.pdf
https://sharepoint.uaeu.ac.ae/sg/hr/Resources_Lib/E-Clearance%20and%20End-of-Service%20Guidelines%20-%20Arabic.pdf
https://sharepoint.uaeu.ac.ae/sg/hr/Resources_Lib/End-of-Service%20Calculator%20Notes.pdf
https://sharepoint.uaeu.ac.ae/sg/hr/Resources_Lib/Leave%20system%20tutorial%20-%20English.pdf
https://sharepoint.uaeu.ac.ae/sg/hr/Resources_Lib/Leave%20system%20tutorial%20-%20Arabic.pdf
https://sharepoint.uaeu.ac.ae/sg/hr/Resources_Lib/Leave%20guide%20-%20English.pdf
https://sharepoint.uaeu.ac.ae/sg/hr/Resources_Lib/Leave%20guide%20-%20Arabic.pdf
https://sharepoint.uaeu.ac.ae/sg/hr/Resources_Lib/Scholars%20and%20Researchers%20-%20onboarding%20guidelines.docx
https://sharepoint.uaeu.ac.ae/sg/hr/Resources_Lib/Vendor%20Activation%20Guidelines.docx
https://sharepoint.uaeu.ac.ae/sg/hr/Resources_Lib/Vendor%20Activation%20Form.docx
https://sharepoint.uaeu.ac.ae/sg/hr/Resources_Lib/Personal%20and%20Dependent%20Information%20-%20English.pptx
https://sharepoint.uaeu.ac.ae/sg/hr/Resources_Lib/Personal%20and%20Dependent%20Information%20-%20Arabic.pptx
https://sharepoint.uaeu.ac.ae/sg/hr/Resources_Lib/Education%20Allowance%20Guide%20-%20English.ppt
https://sharepoint.uaeu.ac.ae/sg/hr/Resources_Lib/Education%20Allowance%20Guide%20-%20Arabic.ppt
https://sharepoint.uaeu.ac.ae/sg/hr/Resources_Lib/Guidelines%20for%20Contract%20Renewal%20for%20Expatriate%20Staff.docx
https://sharepoint.uaeu.ac.ae/sg/hr/Resources_Lib/Guidelines%20on%20Acting%20and%20Additional%20Duties.docx
https://sharepoint.uaeu.ac.ae/sg/hr/Resources_Lib/Guidelines%20on%20changing%20Position%20Grade,%20Title.docx
https://sharepoint.uaeu.ac.ae/sg/hr/Resources_Lib/Guidelines%20on%20Creating%20a%20New%20Position.docx
https://sharepoint.uaeu.ac.ae/sg/hr/Resources_Lib/Guidelines%20on%20Employee%20Separation.docx
https://sharepoint.uaeu.ac.ae/sg/hr/Resources_Lib/Guidelines%20on%20Increments.docx
https://sharepoint.uaeu.ac.ae/sg/hr/Resources_Lib/Tutorial%20of%20To%20Whom%20It%20May%20Concern%20Letter%20-%20English.pptx
https://sharepoint.uaeu.ac.ae/sg/hr/Resources_Lib/Tutorial%20of%20To%20Whom%20It%20May%20Concern%20Letter%20-%20Arabic.pptx
https://sharepoint.uaeu.ac.ae/sg/hr/Resources_Lib/E-Recruitment%20system%20guideline%20-%20Final%20Approver.pptx
https://sharepoint.uaeu.ac.ae/sg/hr/Resources_Lib/E-Recruitment%20system%20guideline%20-%20Hiring%20Manager.pptx
https://sharepoint.uaeu.ac.ae/sg/hr/Resources_Lib/E-Recruitment%20system%20guideline%20-%20Reviewer%20-%20Interviewer.pptx
https://sharepoint.uaeu.ac.ae/sg/hr/Resources_Lib/Performance%20Management%20Guide%20-%20English.pdf
https://sharepoint.uaeu.ac.ae/sg/hr/Resources_Lib/Performance%20Management%20Guide%20-%20Arabic.pdf
https://sharepoint.uaeu.ac.ae/sg/hr/Resources_Lib/Performance%20Management%20Presentation%20English.ppt
https://sharepoint.uaeu.ac.ae/sg/hr/Resources_Lib/Performance%20Management%20Presentation%20Arabic.ppt
https://sharepoint.uaeu.ac.ae/sg/hr/Resources_Lib/Job%20Evaluation%20Process%20Steps.pdf
https://sharepoint.uaeu.ac.ae/sg/hr/Resources_Lib/Job%20Evaluation%20Questionnaire.doc
https://sharepoint.uaeu.ac.ae/sg/hr/Pages/forms.aspx
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E-Services Form Action Required 

Use Electronic Services via "E-Services" 

Leave  
Overtime  
Personal & Dependent Information  
Recruitment  
End of Service   
Health Card 

Employee Placement Form Recruitment 
New Position Request Form Creation of a new position 

Position Change Form 
 

Change in job title 
Change in organization/fund code 
Change in position grade 

Increment Request Form Request an Increment for Staff 
Acting and Additional Duties Form 
 

Acting 
Additional Duties 

Contract Renewal Form Contract renewal for Expat Staff 

Employee Separation Form 

Contract non-renewal  
Resignation  
Retirement  
Termination 

Candidate Reference Check New hire 
Vendor Activation form Set up and pay vendor 
job evaluation questionnaire Evaluate a Job 

Managers Senior Managers (Gr 1 - 5) English Performance Appraisal 
(Management) 

Managers Senior Managers (Gr 1 - 5) Arabic Performance Appraisal 
(Management) 

Administrative Staff (Grades 6 - 8) English Performance Appraisal (Admin Staff) 
Administrative Staff (Grades 6 - 8) Arabic Performance Appraisal (Admin Staff) 
Sample completed Performance and 
Development English 

Sample of Performance Management 
Form 

Sample completed Performance and 
Development Arabic 

Sample of Performance Management 
Form 

6.4  ONLINE GRADUATE STUDIES RESOURCES 

Admissions 
 

https://sharepoint.uaeu.ac.ae/Pages/default.aspx
https://sharepoint.uaeu.ac.ae/sg/hr/HR_Forms_lib/Employee%20Placement%20Form.docx
https://sharepoint.uaeu.ac.ae/sg/hr/HR_Forms_lib/New%20Position%20Request%20Form.docx
https://sharepoint.uaeu.ac.ae/sg/hr/HR_Forms_lib/Position%20Change%20Form.docx
https://sharepoint.uaeu.ac.ae/sg/hr/HR_Forms_lib/Increment%20Request%20Form.docx
https://sharepoint.uaeu.ac.ae/sg/hr/HR_Forms_lib/Acting%20and%20Additional%20Duties%20Form.docx
https://sharepoint.uaeu.ac.ae/sg/hr/HR_Forms_lib/Contract%20Renewal%20Form.docx
https://sharepoint.uaeu.ac.ae/sg/hr/HR_Forms_lib/Employee%20Separation%20Form.docx
https://sharepoint.uaeu.ac.ae/sg/hr/HR_Forms_lib/Candidate%20Reference%20Check.docx
https://sharepoint.uaeu.ac.ae/sg/hr/HR_Forms_lib/Vendor%20Activation%20form.docx
https://sharepoint.uaeu.ac.ae/sg/hr/HR_Forms_lib/job_evaluation_questionnaire.doc
https://sharepoint.uaeu.ac.ae/sg/hr/HR_Forms_lib/Managers%20Senior%20Managers%20(Gr%201%20-%205)%20English.doc
https://sharepoint.uaeu.ac.ae/sg/hr/HR_Forms_lib/Managers%20Senior%20Managers%20(Gr%201%20-%205)%20Arabic.doc
https://sharepoint.uaeu.ac.ae/sg/hr/HR_Forms_lib/Administrative%20Staff%20(Grades%206%20-%208)%20English.doc
https://sharepoint.uaeu.ac.ae/sg/hr/HR_Forms_lib/Administrative%20Staff%20(Grades%206%20-%208)%20Arabic.doc
https://sharepoint.uaeu.ac.ae/sg/hr/HR_Forms_lib/Sample%20completed%20Performance%20and%20Development%20English.pdf
https://sharepoint.uaeu.ac.ae/sg/hr/HR_Forms_lib/Sample%20completed%20Performance%20and%20Development%20English.pdf
https://sharepoint.uaeu.ac.ae/sg/hr/HR_Forms_lib/Sample%20completed%20Performance%20and%20Development%20Arabic.pdf
https://sharepoint.uaeu.ac.ae/sg/hr/HR_Forms_lib/Sample%20completed%20Performance%20and%20Development%20Arabic.pdf
https://sharepoint.uaeu.ac.ae/dvcrgs/cgs/CollegeAdmissions
https://sharepoint.uaeu.ac.ae/dvcrgs/cgs/CollegeAdmissions/Steps%20of%20the%20PhD%20Admission%20Process.pdf
https://sharepoint.uaeu.ac.ae/dvcrgs/cgs/CollegeCurriculumForms/New%20Graduate%20Program%20Proposal%20Template.docx
https://sharepoint.uaeu.ac.ae/dvcrgs/cgs/CollegeDissertationForms/1%20Thesis%20Dissertation%20Evaluation%20Form%20for%20Members.docx
https://sharepoint.uaeu.ac.ae/dvcrgs/cgs/CollegeDissertationForms/2%20Thesis%20Dissertation%20Oral%20Examination%20Evaluation%20Form%20for%20Members.docx
https://sharepoint.uaeu.ac.ae/dvcrgs/cgs/CollegeDissertationForms/3%20Thesis%20Dissertation%20and%20Oral%20Exam%20Evaluation%20Form%20for%20Committee%20Chair.docx
https://sharepoint.uaeu.ac.ae/dvcrgs/cgs/CollegeDissertationForms/Request%20to%20Establish%20Dissertation%20Examination%20Committee.docx
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Graduate Student Forms 
 

Forms and Guidelines for graduate Students 

Newly Admitted Graduate Students 

Current Graduate Students 

 
 
 
 
 
 
 
 
 
 
 
 

 
 
 

https://sharepoint.uaeu.ac.ae/dvcrgs/cgs/CollegeDissertationForms/Request%20to%20Establish%20Master%20Thesis%20Examination%20Committee.docx
https://sharepoint.uaeu.ac.ae/dvcrgs/cgs/CollegeDissertationForms/Steps%20leading%20to%20doctorate%20dissertation%20defense.pdf
https://sharepoint.uaeu.ac.ae/dvcrgs/cgs/CollegeStudentsforms/Admission%20to%20Candidacy%20Nomination%20Form.docx
https://sharepoint.uaeu.ac.ae/dvcrgs/cgs/CollegeStudentsforms/Advisory%20Committee%20Template.docx
https://sharepoint.uaeu.ac.ae/dvcrgs/cgs/CollegeStudentsforms/Study%20Plan%20Template.docx
https://sharepoint.uaeu.ac.ae/dvcrgs/cgs/Pages/forms_guidelines_for_students.aspx
http://www.uaeu.ac.ae/en/dvcrgs/graduatestudies/docs/Request_to_Postpone_Admission.pdf
https://sharepoint.uaeu.ac.ae/dvcrgs/cgs/formsforstudents/Annual%20PhD%20Student%20Progress%20Report%20Template.doc
https://sharepoint.uaeu.ac.ae/dvcrgs/cgs/formsforstudents/Chancellor%20Graduate%20Student%20Fellowship%20Application%20Form.pdf
https://sharepoint.uaeu.ac.ae/dvcrgs/cgs/formsforstudents/Exit%20Clearance%20Form.pdf
https://sharepoint.uaeu.ac.ae/dvcrgs/cgs/formsforstudents/ICT%20Scholarship%20Application%20Form.pdf
https://sharepoint.uaeu.ac.ae/dvcrgs/cgs/formsforstudents/PhD%20Scholarship%20Fellowship%20Application%20Form.pdf
https://sharepoint.uaeu.ac.ae/dvcrgs/cgs/formsforstudents/Request%20for%20Leave%20of%20Absence%20from%20Study.pdf
https://sharepoint.uaeu.ac.ae/dvcrgs/cgs/formsforstudents/Request%20to%20Change%20Advisor.pdf
https://sharepoint.uaeu.ac.ae/dvcrgs/cgs/formsforstudents/Request%20to%20Change%20Major.pdf
https://sharepoint.uaeu.ac.ae/dvcrgs/cgs/formsforstudents/Request%20to%20Extend%20Duration%20of%20PhD%20Scholarship.pdf
https://sharepoint.uaeu.ac.ae/dvcrgs/cgs/formsforstudents/Request%20to%20Postpone%20Admission.pdf
https://sharepoint.uaeu.ac.ae/dvcrgs/cgs/formsforstudents/Request%20to%20Transfer%20Between%20Colleges.pdf
https://sharepoint.uaeu.ac.ae/dvcrgs/cgs/formsforstudents/Request%20to%20Withdraw%20from%20Degree%20Program.pdf
https://sharepoint.uaeu.ac.ae/dvcrgs/cgs/guidelinesforstudents/PhD%20Research%20Proposal%20Preparation%20Guidelines.pdf
https://sharepoint.uaeu.ac.ae/dvcrgs/cgs/guidelinesforstudents/Steps%20leading%20to%20graduation%20for%20PhD%20students.pdf
https://sharepoint.uaeu.ac.ae/dvcrgs/cgs/guidelinesforstudents/Thesis%20and%20Dissertation%20Preparation%20Guidelines.pdf
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Form T1 

Performance Evaluation Criteria in Teaching and Instructional Activities  
 
Name of Candidate Department 
Rank applied for College 

☐ ☐ ☐ ☐

* Attach additional pages if necessary 
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Form R1 

Performance Evaluation Criteria in Scholarship and Creative Activity  
 
Name of Candidate Department 
Rank applied for College 

☐ ☐ ☐ ☐

* Attach additional pages if necessary 
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Form S1 

Performance Evaluation Criteria in UAEU and Community Service  
 
Name of Candidate Department 
Rank applied for College 

☐ ☐ ☐ ☐

* Attach additional pages if necessary 
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C h e c k l i s t  F o r  P r o m o t i o n  A p p l i c a t i o n  
 
Name of Candidate Department 
Rank applied for College 

 

 

 
 

 

 

 
 

 

 

 

 

 

- All documents enumerated above must be submitted from the College to the Provost Office. 
- The only publications to be forwarded to the Provost Office are those submitted for the promotion process. 
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B a s i c  I n f o r m a t i o n  F o r m  
 
Name of Candidate Department 
Rank applied for College 
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F a c u l t y  E x c e l l e n c e  A w a r d s  A p p l i c a t i o n  F o r m  
 
Academic Year:  
College:  

☐

☐

☐

☐

☐

☐

☐



 






